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PART 1 - GENERAL INFORMATION

1. Introduction

The bid solicitation is divided into seven parts plus attachments and annexes, as follows:

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

Part 2 Bidder Instructions: provides the instructions, clauses and conditions applicable to the bid 
solicitation;

Part 3 Bid Preparation Instructions: provides bidders with instructions on how to prepare their 
bid;

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

Part 5 Certifications: includes the certifications to be provided;

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

Part 7 Resulting Contract Clauses: includes the clauses and conditions that will apply to any 
resulting contract.

The Attachments include Pricing Schedule, Evaluation Procedures, and Certifications Precedent 
to Contract Award.

The Annexes include the Statement of Work, Basis of Payment, Security Requirements Check 
List, Insurance Requirements, Task Authorization Form, and Sample MS Office Excel 
Spreadsheet for Periodic Usage Reports - Contracts with TAs.

2. Summary

2.1 The Real Property Branch (RBP) of Public Works and Government Service Canada 
(PWGSC) requires the services of a contractor to provide real estate leasing services in the 
National Capital Area (NCA), which includes Ottawa and Gatineau, for the period expected to be 
date of the contract to March 31, 2019, with three additional 1-year options to extend on the same 
terms and conditions save and except on the last option to extend, this right of extension. The 
work will commence on April 1, 2014.

Services will be related to: office space for occupancy by federal government departments and 
agencies.  This includes negotiating directly with an identified Offeror for renewals, extensions, 
warehouse, storage and parking agreements, rooftop licenses, lease terminations, assignments, 
sublets and amending agreements related to the aforementioned. New leases may also be 
considered;  retail and office space for third-party occupancies in Canada-Owned Buildings 
managed directly by PWGSC; this is referred to as Commercial Letting Services in the Statement 
of Work (SOW); and lease advisory/consultancy services in support of Lease/Commercial Letting 
operations
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Canada expects that the majority of leasing services will entail negotiations with Lessors with 
respect to office space renewals

�
2.2 There is a security requirement associated with this requirement.  For additional 
information, consult Part 6 - Security, Financial and Other Requirements, and Part 7 - Resulting 
Contract Clauses.  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.

3. Debriefings

Bidders may request a debriefing on the results of the bid solicitation process. Bidders should 
make the request to the Contracting Authority within 15 working days of receipt of the results of 
the bid solicitation process. The debriefing may be in writing, by telephone or in person.
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PART 2 - BIDDER INSTRUCTIONS

1. Standard Instructions, Clauses and Conditions

All instructions, clauses and conditions identified in the bid solicitation 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 PWGSC.

Bidders who submit a bid agree to be bound by the instructions, clauses and conditions of the bid 
solicitation and accept the clauses and conditions of the resulting contract.

The 2003 (2013-06-01), Standard Instructions - Goods or Services - Competitive Requirements, 
are incorporated by reference into and form part of the bid solicitation.

Subsection 5.4 of 2003, Standard Instructions - Goods or Services - Competitive Requirements, 
is amended as follows: 

Delete: sixty (60) days
Insert: 120 calendar days. 

2. Submission of Bids

Bids must be submitted only to PWGSC) Bid Receiving Unit by the date, time and place indicated 
on page 1 of the bid solicitation.  Bids transmitted to PWGSC by electronic mail will not be 
accepted.

Due to the nature of the bid solicitation, bids transmitted by facsimile to PWGSC will not be 
accepted.

3. Former Public Servant

Contracts awarded to 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 spending public funds. In 
order to comply with Treasury Board policies and directives on contracts with FPS, bidders must 
provide the information required below before contract award. 

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.
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"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 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 PSSA.  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 
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.

Former Public Servant in Receipt of a Pension

As per the above definitions, is the Bidder a FPS in receipt of a pension?  Yes (   )      No (   ) 

If so, the Bidder 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.

If the answer to the question and, as applicable, the information are not submitted in or with the 
bid, the Contracting Authority will so inform the Bidder and provide the Bidder with a time frame 
within which to meet the requirement.  Failure to comply with the request of the Contracting 
Authority and meet the requirement within that time period will render the bid non-responsive.

By providing this information, Bidders agree that the successful Bidder’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 Adjustment Directive

Is the Bidder a FPS who received a lump sum payment pursuant to the terms of the Work Force 
Adjustment Directive  Yes (   ) No (   )

If so,  the Bidder 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; and
g) number and amount (professional fees) of other contracts subject to the restrictions of a work 
force adjustment program.



Solicitation No. - N° de l'invitation Amd. No. - N° de la modif. Buyer ID - Id de l'acheteur 
EP157-140570/A  419ZG 
   

Client Ref. No. - N° de réf. du client File No. - N° du dossier CCC No. /N° CCC - FMS No./N° VME 
EP157-140570 402ZG. EP157-140570  
   

                            

 Page 7 

If the answer to the question and, as applicable, the information are not submitted in or with the 
bid, the Contracting Authority will so inform the Bidder and provide the Bidder with a time frame 
within which to meet the requirement.  Failure to comply with the request of the Contracting 
Authority and meet the requirement within that time period will render the bid non-responsive.

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 Applicable Taxes.

4. Enquiries - Bid Solicitation

All enquiries must be submitted in writing to the Contracting Authority no later than ten (10)
calendar days before the bid closing date.  Enquiries received after that time may not be 
answered.

Bidders should reference as accurately as possible the numbered item of the bid solicitation to 
which the enquiry relates.  Care should be taken by bidders 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 the Bidder do so, so that 
the proprietary nature of the question is eliminated, and the enquiry can be answered with copies 
to all bidders.  Enquiries not submitted in a form that can be distributed to all bidders may not be 
answered by Canada.

5. Applicable Laws

Any resulting contract must be interpreted and governed, and the relations between the parties 
determined, by the laws in force in Ontario.

Bidders may, at their discretion, substitute the applicable laws of a Canadian province or territory 
of their choice without affecting the validity of their bid, 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 bidders.

6. Basis for Canada's Ownership of Intellectual Property

RPB of PWGSC has determined that any intellectual property rights arising from the performance 
of the Work under the resulting contract will belong to Canada, on the following ground: where the 
material developed or produced consists of material subject to copyright, with the exception of 
computer software and all documentation pertaining to that software.

7. Bidders' Conference

A bidders' conference will be held at the Government Conference Centre, 2 Rideau Street, 
Ottawa, Ontario on January 8, 2014. The conference will begin at 9:00 am, in the Sussex Room.
The scope of the requirement outlined in the bid solicitation will be reviewed during the 
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conference and questions will be answered. It is recommended that bidders who intend to submit 
a bid attend or send a representative.

Bidders are requested to communicate with the Contracting Authority before the conference to 
confirm attendance. Bidders should provide, in writing, to the Contracting Authority, the names of 
the person(s) who will be attending and a list of issues they wish to table at least five (5) working 
days before the scheduled conference.

Any clarifications or changes to the bid solicitation resulting from the bidders' conference will be 
included as an amendment to the bid solicitation. Bidders who do not attend will not be precluded 
from submitting a bid.

8. Improvement of Requirement during Solicitation Period

Should bidders consider that the specifications or Statement of Work contained in the bid 
solicitation could be improved technically or technologically, bidders are invited to make 
suggestions, in writing, to the Contracting Authority named in the bid solicitation. Bidders must 
clearly outline the suggested improvement as well as the reason for the suggestion. Suggestions 
that do not restrict the level of competition nor favour a particular bidder will be given 
consideration provided they are submitted to the Contracting Authority at least 15 days before the 
bid closing date. Canada will have the right to accept or reject any or all suggestions.
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PART 3 - BID PREPARATION INSTRUCTIONS 

1. Bid Preparation Instructions

Canada requests that bidders provide their bid in separately bound sections as follows:

Section I: Technical Bid (4 hard copies and 1 soft copy on CD/DVD)
Section II: Financial Bid (1 hard copy and 1 soft copy on CD/DVD)
Section III: Certifications (2 hard copies); and
Section IV: Additional Information (2 hard copies).

If there is a discrepancy between the wording of the soft copy and the hard copy, the wording of 
the hard copy will have priority over the wording of the soft copy.

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

Canada requests that bidders follow the format instructions described below in the preparation of 
their bid:

(a) use 8.5 x 11 inch (216 mm x 279 mm) paper; and
(b) use a numbering system that corresponds to the bid solicitation.

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 .

To assist Canada in reaching its objectives, bidders should:

1) use paper containing fiber certified as originating from a sustainably-managed forest and
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 Bid

In their technical bid, bidders should demonstrate their understanding of the requirements 
contained in the bid solicitation and explain how they will meet these requirements. Bidders 
should demonstrate their capability and describe their approach in a thorough, concise and clear 
manner for carrying out the work.

The technical bid should address clearly and in sufficient depth the points that are subject to the 
evaluation criteria against which the bid will be evaluated. Simply repeating the statement
contained in the bid solicitation is not sufficient. In order to facilitate the evaluation of the bid, 
Canada requests that bidders address and present topics in the order of the evaluation criteria 
under the same headings. To avoid duplication, bidders may refer to different sections of their 
bids by identifying the specific paragraph and page number where the subject topic has already 
been addressed.

Part 4, Evaluation Procedures, contains additional instructions that bidders should consider when 
preparing their technical bid.
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Section II: Financial Bid 

1.1 Bidders must submit their financial bid in Canadian funds and in accordance with the 
pricing schedule detailed in Attachment 1 to Part 3.  The total amount of Applicable Taxes must 
be shown separately.

1.2 Bidders must submit their prices and rates FOB destination; Canadian customs duties 
and excise taxes included, as applicable; and Applicable Taxes excluded.

1.3 When preparing their financial bid, bidders should review the basis of payment in Annex
B, clause 1.2, Financial Evaluation, of Part 4.

1.4 Bidders should include the following information in their financial bid:

1. Their legal name;
2. Their Procurement Business Number (PBN); and
3. The name of the contact person (including this person’s mailing address, phone 

and facsimile numbers and email address) authorized by the Bidder to enter into 
communications with Canada with regards to
a) their bid; and
b) any contract that may result from their bid.

1.6 SACC Manual Clauses

C3011T (2013-11-06), Exchange Rate Fluctuation 

Section III: Certifications 

In Section III of their bid, Bidders should provide the certifications required under Part 5 and, as 
applicable, any related documentation. 

Section IV: Additional Information 

In Section IV of their bid, Bidders should provide:

� For Part 2, article 3, Former Public Servant: the required answer to each question and, as 
applicable, the required information; and

� For Part 6, article 1, Security Requirement: 
�� the name of all individuals who will require access to classified or protected information, 

assets or sensitive work sites; and
�� the address(es) containing the information below of proposed location(s) of work 

performance or document safegarding.

Address:
Street Number / Street Name, Unit / Suite / Apartment Number
City, Province, Territory / State
Postal Code / Zip Code
Country
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ATTACHMENT 1 to PART 3 
PRICING SCHEDULE

The Bidder should complete this pricing schedule and include it in its financial bid once 
completed.  As a minimum, the Bidder must respond to this pricing schedule by including in its 
financial bid, the all-inclusive fixed commission rates per rentable square meter (the Bidder must 
provide a rate for each of the forty boxes in Table 1 and twenty boxes in Table 2 below) and a 
firm all-inclusive daily rate (in table 3 below) -in Canadian dollars-.

1.0 TRAVEL AND LIVING:

The prices and rates specified below, when quoted by the Bidder, include any of the following 
expenses that may need to be incurred to satisfy the terms of any contract that may result from its 
bid:  

a) all travel and living expenses for 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 expenses for travel between the Contractor’s place of business and the NCR; 
and

c) any travel and living expenses for the relocation of resources.

2.0 LABOUR:

2.1 COMMISSION FEES FOR LEASE SERVICES:

2.1.1 Office space lease acquisitions

For all work leading to and resulting in the signing of a lease for office space , as outlined 
in clause 5.1.9 of Annex A — Statement of Work (SOW), the Contractor will be paid a 
commission fee which will be calculated based on the applicable rate out of the forty 
rates provided in Table 1 below.  Consequently, the Bidder must provide, in Table 1, forty 
all-inclusive fixed commission rates per rentable1 square metre (m2r). 

Table 1: Firm all inclusive fixed commission rates per m2r
Rentable 

Lease Area 
Ranges 

(m2r)

Duration of Lease  in years

1 2 3 4 5 6 7 8 9 10
1-500

501-1,000
1,001-1,500
1,501-2,000

Parking spaces are not included in the calculation of rentable areas.  For leases with a 
partial year term, commission fees for the partial year period will be pro-rated on a 

1
For definition of «rentable» area, please refer to http://www.tpsgc-pwgsc.gc.ca/biens-property/lctn-ls/annx-schdl-b-

eng.html.
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monthly basis, using the difference between the full year commission rate and the
following year rate. Option years will not be considered for remuneration. 

For example, if we consider a 1,000 m2r lease with a term of 5 years and 3 months.  If the 
commission rates are $35.00 for 5 year term and $40.00 for 6 year term, the commission 
fees to be paid will be calculated as follows:
($35.00 X 1,000 m2r) + (($40.00 - $35.00) X 1,000 m2 / 12) x 3 months = $35,000 + 
$1,250 = $36,250
The same rationale applies to clause 2.1.2 below.

2.1.2 Commercial letting services

For all work leading to and resulting in the signing of a commercial letting agreement, as 
outlined in clause 5.2.7 of the SOW, the Contractor will be paid a commission fee which 
will be calculated based on the applicable rate out of the twenty rates provided in Table 2. 
Consequently, the Bidder must provide in the Table 2 below, twenty all-inclusive fixed 
commission rates per m2r.

Table 2: Firm all inclusive fixed commission rates per m2r
Rentable 

Lease Area 
Ranges  

(m2r)

Duration of Lease in years

1 2 3 4 5 6 7 8 9 10
1-500

501-1,000

2.1.3 Conditions of payment for the work

2.1.3.1 Canada will pay the Contractor 100% of the all-inclusive commission fee 
calculated based on the applicable rate set out in Table 1 or Table 2 if Canada 
signs a lease for office space pursuant to clause 5.1.9 or a commercial letting 
agreement under clause 5.2.7 of the SOW that meets all the requirements 
agreed to in the initial task authorization (TA).

2.1.3.2 If the Contractor, at any stage, proposes an amendment to the requirements 
agreed to in the initial TA or presents to Canada a signed offer containing a 
proposed amendment related to any of the items listed below:

a) an effective rental rate higher than the target rental rate, for office 
space;

b) an effective rental rate lower than the target rental rate, for 
commercial letting;

c) the lease term and/or options to extend;
d) the lease commencement date;
e) the geographical boundaries;
f) the amount of rentable square metres to be leased and/or number 

of parking spaces;
g) the type of lease or letting agreement; and
h) the base building standards,

the Technical Authority may accept or reject the proposed amendment.
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If the Technical Authority accepts the proposed amendment by issuing an 
amended TA, Canada will pay the Contractor 75% of the commission fee 
calculated based on the applicable rate set out in Table 1 or Table 2 if Canada 
signs a lease for office space pursuant to clause 5.1.9 or a commercial letting 
agreement under clause 5.2.7.  

2.2 FEES FOR LEASE ADVISORY/CONSULTANCY SERVICES IN SUPPORT OF 
LEASE/COMMERCIAL LETTING OPERATIONS:

The Bidder must identify in the Table 3 below one firm all-inclusive daily rate for the provision of 
lease advisory/consultancy work and services, for the overall resources:

Table 3: Firm all inclusive daily rate

SERVICES FIRM ALL -INCLUSIVE DAILY 
RATE $

Lease advisory/consultancy work Bidder to insert

A day is defined as 7.5 hours of work, exclusive of meal breaks.  Payment will be made for days
actually worked, with no provision for annual leave, statutory holidays and sick leave. If time 
worked is more or less than a day, the fixed daily rate must be prorated to reflect the actual time 
worked.

3.0 CALCULATION OF TOTAL BID EVALUATED PRICE:                                              

For the purpose of Total Bid Evaluated Price (TBEP), the following formula will be used: 

TBEP = [(total evaluated price for office space lease acquisitions x 70%) 
              + (total evaluated price for commercial letting services x 15%) 
              + (total evaluated price for lease advisory/consultancy services x 15%)]

In the formula, above: 

Using the mid-point of each lease area range and the sum of fees identified under Table 1:

Total evaluated price for office space lease acquisitions=
[(sum of all fees quoted under lease area 1-500m2r) x 250m2r]
+ [(sum of all fees quoted under lease area from 501-1,000m2r) x 750m2r]
+ [(sum of all fees quoted under lease area from 1001-1,500m2r) x 1,250m2r]
+ [(sum of all fees quoted under lease area from 1501-2,000m2r) x 1,750m2r]
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Using the mid-point of each lease area range and the sum of fees identified under Table 2:
�
Total evaluated price for commercial letting services=
[(sum of all fees quoted under lease area 1-500m2r x 250m2r]
+[(sum of all fees quoted under lease area from 501-1,000m2r) x 750m2r]

Total evaluated price for lease advisory/consultancy services=
Quoted firm all inclusive daily rate under Table 3 x 200 days

4.0 EXAMPLE OF CALCULATION OF TBEP:

4.1 Calculation of evaluated price for office space lease acquisitions (Table 1)

If a Bidder provides the commission fees in table columns 1 to 10 below, using the formula given 
in 3.0 above, the evaluated price for office space lease acquisitions would be as indicated below, 
in column A:

Duration of Lease (Years)
Rentable 

Lease Area 
Ranges 

(m2r)

1 2 3 4 5 6 7 8 9 10 (A)
Total

1-500 $35.00 $35.00 $35.00 $35.00 $35.00 $41.00 $47.00 $53.00 $59.00 $60.00 $108,750.00
501-1,000 $35.00 $35.00 $35.00 $35.00 $35.00 $40.00 $46.00 $46.00 $57.00 $55.00 $314,250.00

1,001-1,500 $30.00 $30.00 $30.00 $30.00 $30.00 $35.00 $40.00 $45.00 $50.00 $52.00 $465,000.00
1,501-2,000 $25.00 $25.00 $25.00 $25.00 $25.00 $29.50 $34.00 $38.50 $43.00 $45.00 $551,250.00

Total evaluated price for office space lease acquisitions $1,439,250.
00

4.2 Calculation of evaluated price for commercial letting services (Table 2):

If the same Bidder provides the commission fees in table columns 1 to 10 below, using the
formula given in 3.0 above, the evaluated price for commercial letting services is as indicated 
below, in column A:

Rentable 
Lease Area

Ranges 
(m2r)

Duration of Lease (Years)
(A)

Total

1 2 3 4 5 6 7 8 9 10
1-500 $35.00 $35.00 $35.00 $35.00 $35.00 $41.00 $47.00 $53.00 $59.00 $60.00 $108,750.00

501-1,000 $35.00 $35.00 $35.00 $35.00 $35.00 $40.00 $46.00 $46.00 $57.00 $55.00 $314,250.00
Total evaluated price for commercial letting services $423,000.00
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4.3 Calculation of evaluated price for Lease advisory/consultancy services (Table 3):

If the Bidder provides the Firm All Inclusive daily Rate in the table below, using the formula given 
in 3.0 above, the evaluated price for Lease advisory/consultancy services is as indicated below:

Services Firm all-inclusive daily rate 
($)

Level of effort
(for evaluation purpose)

Total

Lease 
advisory/consultancy 
work

1,000.00 200 days $200,000.00

Total evaluated price for Lease advisory/consultancy services $200,000.00

4.4 Calculation of TBEP:

Using the total evaluated prices stated from 4.1 to 4.3 above,

TBEP  = ($1,439,250.00 x 70%) + ($423,000.00 x 15%) + ($200,000.00 x 15%)
=       $1,007,475.00        +      $63,450.00           + $30,000.00
=   $1,100,925.00
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PART 4 - EVALUATION PROCEDURES AND BASIS OF SELECTION 

1. Evaluation Procedures

(a) Bids will be assessed in accordance with the entire requirement of the bid solicitation 
including the technical and financial evaluation criteria.

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

1.1 Technical Evaluation

1.1.1 Mandatory Technical Criteria 

Refer to Attachment 1 to Part 4.

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.

1.2 Financial Evaluation

1.2.1  The volumetric data included in the pricing schedule detailed in Attachment 1 to Part 3 
are provided for bid evaluated price determination purposes only.  They are not to be considered 
as a contract guarantee.

1.2.2      For bid evaluation and contractor(s) selection purposes only, the evaluated price of a bid 
will be determined in accordance with the Pricing Schedule detailed in Attachment 1 to Part 3.

1.2.3 Mandatory Financial Criteria 

Refer to Attachment 1 to Part 4.

2. Basis of Selection

2.1 Basis of Selection - Lowest Evaluated Price per Point

1. To be declared responsive, a bid must:

(a) comply with all the requirements of the bid solicitation; 
(b) meet all the mandatory evaluation criteria; and
(c) obtain the required minimum number of points specified in Attachment 1 to Part 4 

for the point rated technical criteria.

2. Bids not meeting (a) or (b) or (c) will be declared non-responsive. Neither the responsive 
bid obtaining the highest number of points nor the one with the lowest evaluated price will 
necessarily be accepted.
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3. The evaluated price per point of a responsive bid will be determined by dividing its 
evaluated price by the overall score it obtained for all the point rated technical criteria detailed in 
Attachment 1 to Part 4.

4. The responsive bid with the lowest evaluated price per point will be recommended for 
award of a contract. In the event two or more responsive bids have the same lowest evaluated 
price per point, the responsive bid that obtained the highest overall score for all the point rated 
technical criteria detailed in Attachment 1 to Part 4 will be recommended for award of a contract
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ATTACHMENT 1 to PART 4
EVALUATION PROCEDURES

1. Mandatory Technical Criteria

The bid must meet the mandatory technical criteria specified below. The Bidder* must provide the 
necessary documentation to support compliance with this requirement.  

The term “Bidder” for the purposes of the Evaluation Procedures includes the parent, 
subcontractors, subsidiaries and affiliates entities.

Bids which fail to meet the mandatory technical criteria will be declared non-responsive. Each 
mandatory technical criterion should be addressed separately.

Mandatory Technical Criteria (MT)
Mandatory Technical Criterion

MT1
The Bidder must identify a Transaction Management Team comprised of a Senior 
Transaction Manager (Contract lead), Transaction Manager(s) (Broker(s)), Affiliate 
Broker(s) and a Lease Administrator. The Market Researcher(s) and Strategic Market 
Planner(s), Analyst(s) (Support) are as and when required personnel but must be 
available upon request.

MT2 The Bidder must demonstrate that:

MT2.1: The Senior Transaction Manager is a member in good standing with either 
the l’Organisme d’autoréglementation du courtage immobilier du Québec (OACI) or 
the Real Estate Council of Ontario (“RECO”) and meets the registration requirements 
of the Real Estate and Business Brokers Act, 2002, S.O. 2002, Schedule C, as 
amended or successor acts then in effect;

MT2.2: The Affiliate Broker is a member in good standing with either OACI or the
RECO and meets the registration requirements of the Real Estate and Business 
Brokers Act, 2002, S.O. 2002, Schedule C, as amended or successor acts then in 
effect. The membership must be to the association that the Transaction Manager 
(Office) is not a member;

MT2.3: The Transaction Managers (Office and Retail) are members in good standing 
with either OACI or RECO and meets the registration requirements of the Real Estate 
and Business Brokers Act, 2002, S.O. 2002, Schedule C, as amended or successor 
acts then in effect;

MT2.4: The Retail Affiliate Broker is a member in good standing with either OACI or 
RECO and meets the registration requirements of the Real Estate and Business 
Brokers Act, 2002, S.O. 2002, Schedule C, as amended or successor acts then in 
effect. The membership must be to the association that the Transaction Manager 
(Retail) is not a member;

The Bidder must submit a copy of all required licenses with their bid to demonstrate 
compliance.
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MT3 The Bidder must demonstrate that the proposed Transaction Management Team  
meets the following requirements:

MT3.1: The Senior Transaction Manager must have a minimum of five (5) years’ 
experience (prior to bid closing) in the position of senior lead point of contact in 
conducting lease transactions in Canada and must be located in either the City of 
Ottawa, Ontario or the City of Gatineau, Québec;

MT3.2: The Transaction Manager (Office) must have a minimum of five (5) years’ 
experience (prior to bid closing) in leasing office space in Canada and must be 
located in either the City of Ottawa, Ontario or the City of Gatineau, Québec;

MT3.3: The Affiliate Broker must have a minimum of five (5) years’ experience (prior 
to bid closing) in leasing office space in Canada and must be located in either the 
City of Ottawa, Ontario or the City of Gatineau, Québec;

MT3.4: The Transaction Manager (Retail) has a minimum of five (5) years’ 
experience (prior to bid closing) in commercial retail transactions in Canada and must 
be located in either the City of Ottawa, Ontario or the City of Gatineau, Québec;

MT3.5: The Retail Affiliate Broker, has a minimum of five (5) years’ experience (prior 
to bid closing) in commercial retail transactions in Canada and must be located in 
either the City of Ottawa, Ontario or the City of Gatineau, Quebec;

MT3.6: The Transaction Manager (Office) has completed at least one (1) office lease 
transaction of five thousand rentable square metres (5,000m2r) and office lease
transactions totaling fifty thousand rentable square metres (50,000m2r) within the past 
five (5) year period;

MT3.7: The Transaction Manager (Retail) has completed at least one (1) retail lease 
transaction for five hundred rentable square metres (500 m2r) and retail lease
transactions totaling five thousand rentable square metres (5,000m2r) within the past 
five (5) year period;

MT3.8: The successful Bidder must be a member in good standing of the OACI or the 
RECO and have an affiliation agreement with a firm or representative in possession 
of a broker’s license from the industry organization they are not a member of, being 
either OACI or RECO;

MT3.9 The Lease Administrator must have a minimum of three (3) years’ experience 
in lease document preparation;

MT3.10 The support group, comprised of possibly a Market Researcher, Strategic 
Planner and Analyst must each have three (3) years’ experience in their respective 
Real Estate field.   

To demonstrate compliance in each of the above experience areas, the Bidder must 
provide each team member’s resume and provide, as a minimum, the following 
information on the MT3.6 and MT3.7 lease transactions:

� Dates involved (year and month);
� Client name and contact information (name, telephone/or fax number/or e-mail 
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address);
� Property or building name and details (location, type of use- retail or office space, 
private or government owner);
� Lease term
� Square Metres
� Transaction value; and
� Role of individual and the type of services provided (agent for landlord, agent for 
tenant or dual agency).

2.   Point Rated Technical Criteria

Bids which meet all the mandatory technical criteria will be evaluated and scored as specified in 
the tables inserted below. Please refer to the numerical rating guide provided below (tables 1 to 
11). 

Each point rated technical criterion (RT1 to RT6 inclusively) should be addressed separately. 

Bids which fail to obtain the required minimum number of points specified in each point rated 
technical criterion will be declared non-responsive. Bids which fail to obtain a minimum total of 70 
points (70%) overall for the point rated technical criteria will be declared non-responsive. 

Note: Dollar values identified herein are Canadian dollars and are based upon a “Net” rate per 
rentable sq. m2.

Point Rated Technical Criterion Minimum 
Number of 
Points

Maximum 
Number of 
Points

RT1 Proposed Transaction Management Team 105 150
The Bidder should describe the depth of the Transaction 
Management Team and back-up capacity proposed to deliver all 
elements of the resulting Contract including all its Annexes and
explain how it will be effective. The Bidder should describe its 
approach to include at minimum the following;
- identify the various positions proposed for its team;
- provide a description of the functions of each position;
- identify head office functional support.

This will be rated to the extent that the proposed project team 
composition demonstrates an effective approach to delivering the 
required services.

RT2 Bidder’s Understanding of the Requirements 105 150

The Bidder’s technical bid should describe the Bidder’s 
understanding of the stated requirements of the RFP and 
approach to Providing Strategic Analytical Transactional Leasing 
Services by providing information on the following:
� �
1) Outlining relevant issues and challenges required to
complete a real estate lease transaction on behalf of PWGSC in 
the Cities of Ottawa, Ontario and Gatineau, Quebec;

35 50
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2) Outlining and indicating how the Bidder will address and 
manage critical issues, including potential Conflicts of Interest, 
Market Impacts and Political Pressures;

3) Indicating how the Bidder’s corporate values and processes 
will ensure best value for Canada;

35

35

50

50

RT3 Project Team Experience in Office Real Estate Transactions 70 100
The Bidder should demonstrate the Transaction Management
Team’s experience by providing an example of an office space 
lease transaction where the project team approach was utilized
within the last two (2) years (prior to bid closing) in Canada. The
cited lease transaction must involve at least 5,000 m2 of office 
space or a net transaction value of at least $5M five million
dollars with at least two members of the proposed project team 
having participated. The example must meet the stated 
requirement in order to be evaluated.

The Bidder should provide the following information on the cited 
lease project: 
� Dates involved (year and month);
� Client name and contact information (name, telephone/or fax 
number/or e-mail address);
� Property or building name and details (location, type of use 
for office space, private or government owner);
� Lease term;
� Transaction value; and
� Role of individuals and the type of services provided (agent 
for landlord, agent for tenant or dual agency).

The following information will be rated:

1) Description of the lease project and its relevance to the 
Statement of Work. 

2) Provision of a full complement of leasing services including, 
but not limited to, analysis, market research, options and lease 
acquisitions proposals.

35

35

50

50

RT4 Experience in Retail Real Estate Transactions 70 100
The Bidder should demonstrate the Transaction Management 
Team’s experience by providing one example where the project 
team or a member have, within the last two years (prior to bid 
closing), conducted a retail space lease transaction in Canada.
The cited lease project should involve at least 500m2r of 
commercial space for a net transaction value of $500,000.00.
The Bidder should provide the following information on the cited 
lease project: 
� Dates involved (year and month);
� Client name and contact information (name, telephone/or fax 
number/or e-mail address);
� Property or building name and details (location, type of use 
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in retail);
� Lease term; and
� Transaction value.

The following information will be rated:

1) Description of the lease project and its relevance to the 
Statement of Work;

2) Provision of a full complement of leasing services including, 
but not limited to, analysis, market research, options and 
lease acquisitions proposals.

35

35

50

50

RT5 Commercial Retail Space Planning 70 100
The Bidder is to explain its understanding of the strategic 
considerations in developing a Retail Leasing Plan in the context 
of a Federal Government complex.

The following information will be rated:

1) The Bidder’s considerations are appropriate to the Federal 
Government Program; 

2) The extent in which the Bidder’s Retail Leasing Plan 
addresses relevant issues and risk;

35

35

50

50

RT6 Tenant Representation 70 100
The Bidder should demonstrate the project team’s experience by 
providing one example where the project team or firm have, 
within the last two (2) years, conducted a transaction as a Tenant 
Representative in Canada. The cited lease project should involve 
at least 5,000m2 of office space with a net transaction value of at 
least five million dollars ($5,000,000.00) or at least 500m2 of 
retail space with a net transaction value of five hundred thousand 
dollars ($500,000.00).

Total of all of the point rated technical criteria 490 700

2.1 Rating Guide:

RT1: Bidder’s Understanding of the Requirements:

The Bidder’s technical bid should describe the Bidder’s understanding of the stated requirements 
of the Statement of Work (SOW) and its approach to RT1 the related leasing services by 
providing information on the following:

Table 1 RT1
The Bidder should describe the depth of the project team and back-up capacity proposed to 
deliver all elements of this RFP by describing the roles and responsibilities of the proposed 
individuals and their ability to deal with an increased workload and their resource back-up plan.

This will be rated to the extent that the proposed team composition demonstrates an effective and 
efficient approach to delivering the required services. Up to a maximum of one hundred fifty (150) 
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points.

Score Description
0% Unsatisfactory response. Information does not support team approach.

10% Unsatisfactory response. Rated criterion is minimally addressed; roles and 
responsibilities are not defined.

30% Unsatisfactory response. Rated criterion is moderately addressed. Identifies team with 
roles and responsibilities but no mention of back-up plan or workload increase issue.

50% Criterion barely addressed. Certain elements of the aforementioned criterion although 
addressed lack detail. The Bidder does not provide all services in the make-up of the
team.

70% Satisfactory response. The Bidder provides a good understanding in addressing how 
their team approach will meet PWGSC’s objectives. Resource issues are identified and 
back-up capacity is adequate.

80% Rated criterion is well addressed. The Bidder provides a good understanding of a team 
approach along with detail for resource back-up and capacity issues. Roles and 
responsibilities are identified and rationale has merit.

90% Rated criterion is very well addressed. The Bidder provides a very good rationale and 
persuasive detail of the team’s multi-disciplinary approach and back-up plan will meet 
PWGSC’s objectives. They provide a good rationale for meeting increased workloads 
and their response is considered to a have a good level of merit.

100% Superior response. Requirement is exceeded. The Bidder provides an excellent 
rationale, identifying in detail the depth of the team, their roles and responsibilities along 
with their back-up plan. Increased workload and capacity issues are addressed and
supported. The response provides persuasive detail for each of the elements of the 
criterion and is considered to have outstanding merit.

RT2: Bidder’s Understanding of the Requirements

The Bidder’s technical bid should describe the Bidder’s understanding of the stated requirements 
of the Request for Proposal and approach to Providing Strategic Analytical Transactional Leasing 
Services by providing information on the following:

Table 2 RT2.1
Identify relevant issues and challenges required to complete a real estate lease transaction on 
behalf of PWGSC in the Cities of Ottawa, Ontario and Gatineau, Quebec;

The issues and challenges may be some of the following, but are not limited to: PWGSC’s 
Departmental mandate, compliance with legislation, regulations and policies (such as 
accessibility, sustainability, standards, etc.) PWGSC’s opportunities to capitalize upon optimum 
market opportunities while maximizing the long-term economic advantage to the Crown and 
providing best value to the Canadian taxpayer.

Score
0% Unsatisfactory response, information not provided, no issues or challenges outlined, 

rated criterion not addressed.

10% Unsatisfactory response, rated criterion is minimally addressed. The Bidder identifies 
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issues or challenges but fails to provide detail.

30% Unsatisfactory response, rated criterion is moderately addressed. The Bidder identifies 
issues but does not indicate how they will consider those issues in conducting leasing 
services.

50% The Bidder provides a general understanding in identifying issues or challenges with 
some detail but barely addressed the criterion. The Bidder does not indicate how they 
will consider those issues in conducting the leasing services.

70% Satisfactory response. The Bidder provides a good understanding by addressing the 
issues or challenges identified, provides details to substantiate their understanding of 
the issues. Based on this understanding, the Bidder indicates how they will consider 
those issues in conducting the leasing services. 

80% Rated criterion is well addressed. The Bidder provides a good understanding by 
addressing the issues or challenges identified, and provides details in depth to 
substantiate their understanding of the issues. Based on this understanding, the Bidder 
gives a general outline of how they will develop their strategies for leasing services.

90% Rated criterion is explicitly addressed. The Bidder provides a very good understanding 
by addressing the issues or challenges identified, and they provide details in depth to 
substantiate their understanding of the issues/challenges. Based on this understanding, 
the Bidder outlines a detailed strategy as to how they will implement these strategies for 
lease services.

100% Superior response, rated criterion is dealt with in depth and the requirement is 
exceeded. The Bidder provides a very good understanding in addressing the issues or 
challenges. They provide a fully developed detail plan to substantiate their 
understanding of the issues/challenges and how they will implement these strategies for 
lease services.

Table 3 RT2.2
Outlining and indicating how the Bidder will address and manage critical issues, including 
potential conflicts of interest, Market Impacts, etc.;

Score
0% Unsatisfactory response, information not provided, no critical issues provided.

10% Unsatisfactory response, rated criterion is minimally addressed. Limited understanding 
of the issues. The Bidder identifies only mentions the terms of risks and conflict of 
interest.

30% Unsatisfactory response, rated criterion is moderately addressed. The Bidder’s limited 
identification of potential conflict of interest and proposed solution is weak. No mention 
of Market impact or floor dimensions.

50% Certain elements of the rated criterion lack detail and barely address the issues and 
principles. The Bidder does not indicate how they will consider those issues in 
conducting the leasing services.

70% Satisfactory response. The Bidder provides a good understanding in addressing the 
main issues of risk, conflict of interest, Market Impact and larger floor plates. Based on 
this understanding, the Bidder indicates how they will consider those issues in 
conducting the leasing services. 
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80% Rated criterion is well addressed. The Bidder provides a good understanding by 
addressing the issues or challenges identified and provides details in depth to 
substantiate their understanding of the issues. Based on this understanding, the Bidder 
describes how they will develop in concert with issues their strategies for leasing 
services.

90% Rated criterion is very well addressed. The Bidder provides a very good understanding 
by addressing the issues or challenges identified, they provide details in depth to 
substantiate their understanding of the issues/challenges. Based on this understanding, 
the Bidder outlines how they will incorporate into their strategies for lease services.

100% Superior response. Requirement is exceeded. The Bidder provides an excellent 
understanding and addresses all of the issues while providing in depth detail 
substantiating their understanding of the issues while highlighting how they will 
incorporate it h their activities. Based on this understanding, the Bidder provides in 
detail how they will implement these strategies for lease services. The proposed 
solutions are both sound and viable.

Table 4 RT2.3
Indicate how the Bidder’s corporate values and processes will ensure best value to Canada

Score
0% Unsatisfactory response. Information not provided.

10% Unsatisfactory response, rated criterion is minimally addressed. No documented values 
or ethics with no defined process, the Bidder only mentions the terms.

30% Unsatisfactory response. Rated criterion is moderately addressed. Processes are not 
structured. 

50% Certain elements of the rated criterion lack detail and barely address the subject matter. 
The Bidder does not indicate how they will include these elements in conducting leasing 
services.

70% Satisfactory response. The Bidder provides a good understanding in addressing how 
their corporate values and processes lend itself to ensuring best value for Canada. 
Processes are defined. Based on this understanding, the Bidder indicates how they will 
consider those elements in conducting the leasing services. 

80% Rated criterion is well addressed. The Bidder provides a good understanding in 
addressing how their corporate values and processes lend itself to ensuring best value 
to Canada. The Bidder indicates how these values and processes will aid in their 
strategies for leasing services.

90% Rated criterion is very well addressed and is dealt with in depth. The Bidder provides a 
very good rationale of how its values and processes provide best value to Canada. 
Based on this rationale, the Bidder describes how they will incorporate these elements 
into their strategies for lease services.

100% Superior response. Requirement is exceeded. The Bidder provides an excellent 
rationale by identifying in detail their values and highlighting how they will be 
incorporated into their leasing activities. Their processes are detailed and support the 
objective of best value to Canada. The Bidder describes how they will develop an 
activity schedule, market intelligence, leasing acquisition strategies and negotiation 
strategies for lease services. The proposed approach and methodology is consistent 
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with the objective.



Solicitation No. - N° de l'invitation Amd. No. - N° de la modif. Buyer ID - Id de l'acheteur 
EP157-140570/A  419ZG 
   

Client Ref. No. - N° de réf. du client File No. - N° du dossier CCC No. /N° CCC - FMS No./N° VME 
EP157-140570 402ZG. EP157-140570  
   

                            

 Page 27 

RT3: Project Team Experience in Real Estate Transactions

The Bidder should demonstrate the project team’s experience by providing an example of an
office space lease transaction in Canada where the project team approach was utilized. The cited 
lease transaction must involve at least 5,000 m2 of office space or a net transaction value of at 
least $5 million with at least two members of the proposed project team having participated. The
example must meet the stated requirement in order to be evaluated.

Table 5 RT3.1
Description of the lease transaction and its relevance to the SOW;

Score
0% Unsatisfactory response. Lack of detail information provided for transaction. Does not 

meet the value threshold of $5M or does not meet the 5,000 m2 requirement.

10% Unsatisfactory response. Information provided does not relate to SOW.

30% Unsatisfactory response. Transaction’s complexity and relevance to the SOW are 
minimally addressed.

50% Unsatisfactory response. Criterion barely addressed. The transaction moderately 
addresses the requirements of the SOW. Services identified, detail provided and 
demonstrated experience does not align itself with the SOW.

70% Satisfactory response. The transaction meets the requirements of the SOW and 
demonstrates compliment of services with adequate relevance to the SOW. 

80% Well addressed. The transaction addresses the compliment of services and provides 
descriptive relevance to the SOW.

90% Very well addressed. The transaction demonstrates a full range of services and team 
involvement. Provides persuasive detail of experience in successfully completing the 
transaction and related requirements of the SOW.

100% Superior response. Demonstrates an integrated service team with experience in 
successfully completing the transaction. All elements of the SOW are addressed and 
fully articulated. Comprehensive alignment of services identified and detailed.

Table 6 RT3.2
Provision of a full complement of leasing services including, but not limited to, analysis, market 
research, options and lease acquisitions proposals and description of each member’s roll and 
responsibility in successfully completing the lease transaction.

This criterion will be rated to the extent that the proposed team’s multi-disciplinary approach 
demonstrates an effective and efficient methodology to delivering the required services;

Score
0% Unsatisfactory response. Information provided does not support a multi-disciplinary 

approach and does not define roles and responsibilities. Does not meet the value 
threshold of $5M or does not meet the 5,000 m2 requirement.

10% Unsatisfactory response. Rated criterion is minimally addressed. Information provided 
does not support a compliment of services. No detail provided.

30% Unsatisfactory response. Rated criterion moderately addressed. Team and areas of 
service identified but fails to provide supporting detail.
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50% Unsatisfactory response. Criterion barely addressed. Roles and responsibilities are 
identified with some detail provided. Team approach identified with minimal definition of 
participant’s services and their involvement in the transaction.

70% Satisfactory response. Multi-disciplinary team’s experience is adequate. Roles and 
responsibilities are defined. Experience in delivering the services is satisfactorily 
defined. Approach is limited to meeting the requirements of the SOW. 

80% Well addressed. The team’s Multi-disciplinary team’s approach is well defined. Roles 
and responsibilities are clear and logical. The services and experience of all the 
participants are defined. The Bidder defines how the team aligns itself with the SOW.

90% Very well addressed. The Bidder demonstrates experience in providing a Multi-
disciplinary team approach, clearly defines roles and responsibilities with emphasis on 
meeting the requirements of the SOW. Details the services provided and the 
participation of team members and clearly defines strategies for the successful 
completion of the transaction.

100% Superior response. Demonstrates an integrated Multi-disciplinary team and 
demonstrated experience in the successful completion the transaction, demonstrates a 
very logical and comprehensive plan outlining responsibilities, provides an action plan 
with timelines, strategies, etc. The Bidder’s approach is comprehensive and aligns itself 
to delivering the requirements of the SOW.

RT4 Experience in Retail Real Estate Transactions

Demonstrate the project team’s experience by providing one example where the project team or a 
member has, within the last two years (prior to bid closing), conducted a commercial retail space 
lease transaction in Canada. The cited lease project should involve at least 500m2 of commercial 
space for a net transaction value of at least $500,000.

Table 7 RT4.1
Description of the lease transaction and its relevance to the SOW, up to a maximum of fifty (50) 
points available;

Score
0% Unsatisfactory response. Lack of detail information provided for transaction. Does not 

meet the value threshold of $500K or does not meet the 500 m2 requirement.

10% Unsatisfactory response. Information provided does not relate to SOW.

30% Unsatisfactory response. Transaction’s complexity and relevance to the SOW are 
minimally addressed.

50% Unsatisfactory response. Criterion barely addressed. The transaction moderately 
addresses the requirements of the SOW. Services identified, detail provided and 
demonstrated experience does not align itself with the SOW.

70% Satisfactory response. The transaction meets the requirements of the SOW and 
demonstrates compliment of services with adequate relevance to the SOW. 

80% Well addressed. The transaction addresses the compliment of services and provides 
descriptive relevance to the SOW.

90% Very well addressed. The transaction demonstrates a full range of services and team 
involvement. Provides persuasive detail of experience in successfully completing the 



Solicitation No. - N° de l'invitation Amd. No. - N° de la modif. Buyer ID - Id de l'acheteur 
EP157-140570/A  419ZG 
   

Client Ref. No. - N° de réf. du client File No. - N° du dossier CCC No. /N° CCC - FMS No./N° VME 
EP157-140570 402ZG. EP157-140570  
   

                            

 Page 29 

transaction and related requirements of the SOW.

100% Superior response. Demonstrates an integrated service team with experience in 
successfully completing the transaction. All elements of the SOW are addressed and 
fully articulated. Comprehensive alignment of services identified and detailed.

Table 8 RT4.2
Provision of a full complement of leasing services including, but not limited to, analysis, market 
research, options and lease acquisitions proposals and description of each member’s roll and 
responsibility in successfully completing the lease transaction.

This criterion will be rated to the extent that the proposed team’s multi-disciplinary approach 
demonstrates an effective and efficient methodology to delivering the required services;

Score
0% Unsatisfactory response. Information provided does not support a multi-disciplinary 

approach and does not define roles and responsibilities. Does not meet the value 
threshold of $1M or does not meet the 500 m2 requirement.

10% Unsatisfactory response. Rated criterion is minimally addressed. Information provided 
does not support a compliment of services. No detail provided.

30% Unsatisfactory response. Rated criterion moderately addressed. Team and areas of 
service identified but fails to provide supporting detail.

50% Unsatisfactory response. Criterion barely addressed. Roles and responsibilities are 
identified with some detail provided. Team approach identified with minimal definition of 
participant’s services and their involvement in the transaction.

70% Satisfactory response. Multi-disciplinary team’s experience is adequate. Roles and 
responsibilities are defined. Experience in delivering the services is satisfactorily 
defined. Approach is limited to meeting the requirements of the SOW. 

80% Well addressed. The team’s Multi-disciplinary team’s approach is well defined. Roles 
and responsibilities are clear and logical. The services and experience of all the 
participants are defined. The Bidder defines how the team aligns itself with the SOW.

90% Very well addressed. The Bidder demonstrates experience in providing a Multi-
disciplinary team approach, clearly defines roles and responsibilities with emphasis on 
meeting the requirements of the SOW. Details the services provided and the 
participation of team members and clearly defines strategies for the successful 
completion of the transaction.

100% Superior response. Demonstrates an integrated Multi-disciplinary team and 
demonstrated experience in the successful completion the transaction, demonstrates a 
very logical and comprehensive plan outlining responsibilities, provides an action plan 
with timelines, strategies, etc. The Bidder’s approach is comprehensive and aligns itself 
to delivering the requirements of the SOW.
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RT5 Retail Planning

The Bidder is to explain its understanding of the strategic considerations in developing a Retail 
Leasing Plan in the context of a Federal Government complex.

TABLE 9 RT5.1
The Bidder’s understandings are appropriate to the Federal Government Program (maximum 
twenty-five (25) points; 

Score
0% Unsatisfactory response, information not provided no considerations provided.

10% Unsatisfactory response, rated criterion is minimally addressed. Limited understanding 
of the issue. 

30% Unsatisfactory response, rated criterion is moderately addressed. The Bidder’s limited 
identification of potential considerations are weak. 

50% Certain elements of the rated criterion lack detail and barely address the issue. The 
Bidder does not indicate how they will produce the retail leasing plan.

70% Satisfactory response. The Bidder shows a good understanding of the requirement. 
Provides elements of a retail leasing plan. 

80% Rated criterion is well addressed. The Bidder provides a good understanding of the 
strategic considerations and provides details to substantiate their understanding of the 
issues. Based on this understanding, the Bidder describes how they will develop in 
concert with issues their strategies for a retail leasing plan.

90% Rated criterion is very well addressed. The Bidder provides a very good understanding 
by addressing the strategic considerations identified; they provide details to substantiate 
their understanding of the issues/challenges in a Federal Complex. Based on this 
understanding, the Bidder outlines how they will incorporate into their strategies for a 
retail leasing plan.

100% Superior response. Requirement is exceeded. The Bidder provides an excellent 
understanding and addresses all of the issues while providing in depth detail 
substantiating their understanding of the issues while highlighting how they will 
incorporate it in their plan. Based on this understanding, the Bidder provides in detail 
how they will implement these strategies for a retail leasing plan. The proposed method 
is sound and viable.

Table 10 RT5.2
The extent in which the Bidder’s Retail Leasing Plan addresses relevant issues; 

Score
0% Unsatisfactory response, information not provided.

10% Unsatisfactory response, rated criterion is minimally addressed. Limited understanding 
of the issues. 

30% Unsatisfactory response, rated criterion is moderately addressed. The Bidder’s limited 
identification of potential risks are weak. 

50% Certain elements of the rated criterion lack detail and barely address the issue. The 
Bidder does not indicate how the retail leasing plan addresses Federal requirements for 
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leasing.

70% Satisfactory response. The Bidder shows a good understanding of the requirement. 
Provides an outline of a retail leasing plan identifying issues and risks. 

80% Rated criterion is well addressed. The Bidder provides a good understanding of the 
strategic considerations and provides details to substantiate their understanding of the 
issues and risks. Based on this understanding, the Bidder describes how they will 
develop their strategies for a retail leasing plan including solutions.

90% Rated criterion is very well addressed. The Bidder provides a very good understanding 
by addressing the strategic considerations identified, they provide details to substantiate 
their understanding of the issues/risks in a Federal Complex under accommodation 
program policies. Based on this understanding, the Bidder outlines how they will 
incorporate these into their strategies for a retail leasing plan.

100% Superior response. Requirement is exceeded. The Bidder provides an excellent 
understanding and addresses all of the issues while providing in depth detail 
substantiating their understanding of the issues while highlighting how they will 
incorporate it in their Retail Leasing Plan. Based on this understanding, the Bidder 
provides in detail how they will implement these strategies for a retail leasing plan 
avoiding the identified risks and issues. The proposed approach and methodology is 
consistent with the objective..

Table 11 RT6
The bidder should demonstrate the project team’s Tenant Representative experience by 
providing one example where the project team or firm have, within the last two (2) years, 
conducted a transaction as a Tenant Representative in Canada ,. The cited lease projects should 
involve at least 5000 m2 of office space with a transaction value of $5M and at least 500m2 of 
retail space with a transaction value of at least $500K.

Score
0% Unsatisfactory response, information not provided and no considerations provided.

10% Unsatisfactory response, rated criterion is minimally addressed. Limited understanding 
of the issue. 

30% Unsatisfactory response, rated criterion is moderately addressed. The Bidder’s limited 
identification of representation is weak. 

50% Certain elements of the criterion lack detail and barely address the issue. The Bidder 
does not indicate how they provided representation.

70% Satisfactory response. The Bidder shows a good understanding of representation 
considerations. Provides elements of a representation scenario. 

80% Rated criterion is well addressed. The Bidder provides a good understanding of the 
considerations and provides details to substantiate their actions in representation. 
Based on this understanding, the Bidder describes how they developed a representation 
plan for the transaction.

90% Rated criterion is very well addressed. The Bidder provides a very good understanding 
by addressing strategic considerations in their scenario, they provide details to 
substantiate their understanding of representation and fulfill their mandate.  
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100% Superior response. Requirement is exceeded. The Bidder provides an excellent 
understanding and addresses all of the issues while providing in depth detail 
substantiating their understanding of the issues while highlighting how they incorporated 
it in their plan. Based on this scenario, the Bidder provides in detail how they 
implemented these strategies in their representation plan. Their method is sound and 
viable.

3. Mandatory Financial Criteria

Bids must meet the mandatory financial criterion specified in the table inserted below.  Bids which 
fail to meet the mandatory financial criterion will be declared non-responsive.  

Mandatory Financial Criterion (MF)
Number Mandatory Financial Criterion
MF1 Bidder’s bid evaluated price must not be higher than 20% above the lowest bid 

evaluated price.
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PART 5 - CERTIFICATIONS

Bidders must provide the required certifications and documentation to be awarded a contract. 

The certifications provided by bidders to Canada are subject to verification by Canada at all 
times.  Canada will declare a bid non-responsive, or will declare a contractor in default, if any 
certification made by the Bidder is found to be untrue whether during the bid evaluation period or 
during the contract period.

The Contracting Authority will have the right to ask for additional information to verify the Bidder’s 
certifications.  Failure to comply with this request will also render the bid non-responsive or will 
constitute a default under the Contract.

1. Certifications Precedent to Contract Award

1.1 Code of Conduct and Certifications - Related documentation

By submitting a bid, the Bidder certifies that the Bidder and its affiliates are in compliance with the 
provisions as stated in Section 01 Code of Conduct and Certifications - Bid of Standard 
Instructions 2003.  The related documentation therein required will assist Canada in confirming 
that the certifications are true.

1.2 Federal Contractors Program for Employment Equity - Bid Certification

By submitting a bid, the Bidder certifies that the Bidder, and any of the Bidder's members if the 
Bidder is a Joint Venture, is not named on the Federal Contractors Program (FCP) for 
employment equity “FCP Limited Eligibility to Bid” list (http://publiservice.gc.ca/services/fcp-
pcf/index_f.htm) available from Human Resources and Skills Development Canada (HRSDC) -
Labour's website.

Canada will have the right to declare a bid non-responsive if the Bidder, or any member of the 
Bidder if the Bidder is a Joint Venture, appears on the “FCP Limited Eligibility to Bid” list at the 
time of contract award.

Canada will also have the right to terminate the Contract for default if a Contractor, or any 
member of the Contractor if the Contractor is a Joint Venture, appears on the “FCP Limited 
Eligibility to Bid”, list during the period of the Contract.  

Before contract award, the Bidder must provide the Contracting Authority with the certification 
relative to the Federal Contractors Program for employment equity included in Attachment 1 to 
Part 5, Certifications Precedent to Contract Award, completed in accordance with the instructions 
provided. 

1.3 Attachment 1 to Part 5, Certifications Precedent to Contract Award

The certifications included in Attachment 1 to Part 5, Certifications Precedent to Contract Award, 
should be completed and submitted with the bid, but may be submitted afterwards.  If any of 
these required certifications is not completed and submitted as requested, the Contracting 
Authority will so inform the Bidder and provide the Bidder with a time frame within which to meet 
the requirement.  Failure to comply with the request of the Contracting Authority and meet the 
requirement within that time period will render the bid non-responsive.
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Attachment 1 to Part 5
Certifications Precedent to Contract Award

1. Federal Contractors Program for Employment Equity - Certification

Insert the date: Date: ___________ (YYYY/MM/DD) If left blank, the date will be deemed to be 
the bid solicitation closing date.

The Bidder must complete A and B.

A. The Bidder must include in the certification one of the following statements:

A1.   The Bidder is not a Joint Venture.    
Or
A2.   The Bidder is a Joint venture.

B. The Bidder must include in the certification: “I, the Bidder, submitting the present information to 
the Contracting Authority, certify that the information provided is true as of the date indicated 
above.  The certifications provided to Canada are subject to verification at all times. I understand 
that Canada will declare a bid non-responsive, or will declare a contractor in default, if a 
certification is found to be untrue, whether during the bid evaluation period or during the contract 
period.  Canada will have the right to ask for additional information to verify the Bidder's 
certifications.  Failure to comply with such request by Canada will also render the bid non-
responsive or will constitute a default under the Contract.”

For A1, the Bidder must include in the certification: “The Bidder:” followed by the applicable 
statement among the statements B.1 to B.5 appearing below.

For A2: the Bidder must include in the certification for each member of the Joint Venture: 1) “ I,
[insert the name of the member of the Joint Venture], member of the Joint Venture: “ followed by 
the applicable statement among the statements B.1 to B.5 appearing below.

Choose only one of the following statements:
B1.  certifies having no work force in Canada.   

B2.  certifies being a public sector employer.   

B3.  certifies being a federally regulated employer being subject to the Employment Equity Act.

B4.  certifies having a combined work force in Canada of less than 100 employees (combined 
work force includes: permanent full-time, permanent part-time and temporary employees 
[temporary employees only includes those who have worked 12 weeks or more during a calendar 
year and who are not full-time students]).    

B5. certifies having a combined workforce in Canada of 100 or more employees; and 

B5.1. certifies already having a valid and current Agreement to Implement Employment 
Equity (AIEE) in place with HRSDC-Labour. 
Or
B5.2. certifies having submitted the Agreement to Implement Employment Equity (LAB1168)
to HRSDC-Labour.  As this is a condition precedent to contract award, proceed to 
completing the form Agreement to Implement Employment Equity (LAB1168), duly signing it, 
and transmit it to HRSDC-Labour.
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For further information on the Federal Contractors Program for Employment Equity visit HRSDC-
Labour's website.

2. Status and Availability of Resources

The Bidder certifies that, should it be awarded a contract as a result of the bid solicitation, every 
individual proposed in its bid will be available to perform the Work as required by Canada's 
representatives and at the time specified in the bid solicitation or agreed to with Canada's 
representatives.  If for reasons beyond its control, the Bidder is unable to provide the services of 
an individual named in its bid, the Bidder may propose a substitute with similar qualifications and 
experience.  The Bidder must advise the Contracting 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 
Bidder: death, sickness, maternity and parental leave, retirement, resignation, dismissal for cause 
or termination of an agreement for default.

If the Bidder has proposed any individual who is not an employee of the Bidder, the Bidder 
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 Bidder must, upon request 
from the Contracting Authority, provide a written confirmation, signed by the individual, of the 
permission given to the Bidder and of his/her availability.  

3. Education and Experience

The Bidder certifies that all the information provided in the résumés and supporting material 
submitted with its bid, particularly the information pertaining to education, achievements, 
experience and work history, has been verified by the Bidder to be true and accurate.  
Furthermore, the Bidder warrants that every individual proposed by the Bidder for the requirement 
is capable of performing the Work described in the resulting contract.
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PART 6 - SECURITY, FINANCIAL AND OTHER REQUIREMENTS

1. Security Requirement

1.1 Before award of a contract, the following conditions must be met:

a. the Bidder must hold a valid organization security clearance as indicated in Part 
7 - Resulting Contract Clauses; 

b. the Bidder'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 7 - Resulting Contract Clauses; 

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

d. the Bidder's proposed location of work performance or document safeguarding 
must meet the security requirement as indicated in Part 7- Resulting Contract 
Clauses; and

e. the Bidder must provide the address(es) containing the information below of 
proposed location(s) of work performance or document safeguarding.

i. Address:
ii. Street Number / Street Name, Unit / Suite / Apartment Number
iii. City, Province, Territory / State
iv. Postal Code / Zip Code
v. Country

If the information is not provided in or with the bid, the Contracting Authority will so inform
the Bidder and provide the Bidder with a time frame within which to meet the requirement.  
Failure to comply with the request of the Contracting Authority and meet the requirement 
within that time period will render the bid non-responsive.)

1.2 Bidders are reminded to obtain the required security clearance promptly.  Any delay in 
the award of a contract to allow the successful bidder to obtain the required clearance will 
be at the entire discretion of the Contracting 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 website.  

2. Financial Capability

SACC Manual clause A9033T (2012-07-16), Financial Capability
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3. Insurance Requirements

The Bidder must provide a letter from an insurance broker or an insurance company licensed to 
operate in Canada stating that the Bidder, if awarded a contract as a result of the bid solicitation, 
can be insured in accordance with the Insurance Requirements specified in Annex D.

If the information is not provided in the bid, the Contracting Authority will so inform the Bidder and 
provide the Bidder with a time frame within which to meet the requirement.  Failure to comply with 
the request of the Contracting Authority and meet the requirement within that time period will 
render the bid non-responsive.
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PART 7 - RESULTING CONTRACT CLAUSES 

The following clauses and conditions apply to and form part of any contract resulting from the bid 
solicitation.

1. Statement of Work

The Contractor must perform the Work in accordance with the Statement of Work in Annex A.

1.1 Destination of services

Real Property Branch
PWGSC
191 Promenade du Portage
Gatineau, QC

1.2 Task Authorization

1.2.1 Work described at Annex A, Statement of Work, will be performed under the Contract on 
an “as and when requested basis”.  

1.2.2  With respect to the Work mentioned under paragraph 1.2.1 of this clause,

a) an obligation will come into force only when the Contractor receives a Task 
Authorization (TA), inclusive of any revisions, authorized and issued in accordance 
with this clause, and only to the extent designated in the authorized TA;

b) the TA Authority and limit will be determined in accordance with paragraph 1.2.3 of 
this clause;

c) the Contractor must not commence work until a TA, inclusive of any revisions, has 
been authorized and issued in accordance with the Contract.  The Contractor 
acknowledges that work performed before a TA, inclusive of any revisions, has been 
authorized and issued in accordance with the Contract will be done at the 
Contractor’s own risk and expense;

d) the task description, inclusive of any revisions, included in an authorized TA must fall 
within the scope of the Statement of Work, in Annex A; and

e) the TA, inclusive of any revisions, will be authorized under the Contract through the 
use of Annex E “Task Authorization Form”.  An authorized TA is a completed Annex
E signed by the TA Authority. 

1.2.3 TA Authority and Limit

a) The Project Authority may authorize individual TAs, inclusive of any revisions, the 
sole applicable Contract basis of payment of which is Limitation of Expenditure up to 
a limit of $250,000.00, Applicable Taxes extra.  Any TA the total value of which would 
exceed that limit or any revision to a previously authorized TA that would increase the 
TA total value above that limit, or any revisions to any previously authorized TA the 
applicable Contract basis of payment of which is firm lot price must be authorized by 
the Contracting Authority before issuance to the Contractor. 
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b) The authority specified under paragraph 1.2.3a) of this clause is granted subject to 
the sum specified in the Contract under clause 6.2.1 “Limitation of Expenditure -
Cumulative Total of all authorized TAs not being exceeded.

1.2.4 TA Process 

a) For each task or revision of a previously authorized task, the Project Authority will 
provide the Contractor with a request to perform a task prepared using Annex E
“Task Authorization Form”, containing as a minimum:

1. the task or revised task description of the Work required, including:

i. the details of the activities or revised activities to be performed;
ii. a description of the deliverables or revised deliverables to be submitted; 

and
iii. a schedule or revised schedule indicating completion dates for the major 

activities or submission dates for the deliverables, or both, as applicable;  

2. the Contract security requirements applicable to the resource assigned to the
task or revised task; and

3. the Contract basis (bases) of payment applicable to the task or revised task.

b) Within five (5) calendar days of its receipt of the request, the Contractor must provide 
the Project Authority  with a signed and dated response prepared and submitted 
using the TA form received from the Project Authority, containing as a minimum:

1. the total estimated cost proposed for performing the task or, as applicable, revised 
task; 

a. a breakdown of that cost in accordance with Annex B and; 
b. for each resource proposed by the Contractor for the performance of the 

Work required:
a) the name of the proposed resource;
b) the resume of the proposed resource;
c) the level of effort as defined in Section 3 of Annex E and
d) a demonstration that the proposed resource meets : 

(1) the Contract security requirements (1.2.4 a)2. above);

c) TA Authorization 

1. The TA Authority will authorize the TA based on:

1. the request submitted to the Contractor pursuant to paragraph 1.2.4 a)
above; 

2. the Contractor’s response received, submitted pursuant to paragraph 
1.2.4b) above; and

3. the agreed total estimated cost for performing the task or, as applicable, 
revised TAs.
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2. The TA Authority will authorize the TA provided each resource proposed by the 
Contractor for the performance of the Work required meets all the requirements 
specified under paragraph 1.2.4 b) sub d) above.

d) The authorized TA will be issued to the Contractor by e-mail (as an email attachment 
in PDF format). 

1.2.5 Minimum Work Guarantee - All the Work - Authorized TAs

a) Definitions:
"Maximum Contract Value" means the sum specified in Contract clause 6.2.1
“Limitation of Expenditure - Cumulative Total of All Authorized TAs;” and
"Minimum Contract Value" means a fixed amount of $100,000.00.”

b) Canada's obligation under the Contract is to request Work in the amount of the 
Minimum Contract Value or, at Canada's option, to pay the Contractor at the end of 
the Contract in accordance with paragraph 1.2.5 c) of this clause.  In consideration of 
such obligation, the Contractor agrees to stand in readiness throughout the Contract 
period to perform the Work.  Canada's maximum liability for Work requested in 
authorized TAs, performed by the Contractor and accepted by Canada must not 
exceed the Maximum Contract Value, unless an increase is authorized in writing by 
the Contracting Authority.

c) In the event that Canada does not request Work in the amount of the Minimum 
Contract Value during the period of the Contract, Canada must pay the Contractor 
the difference between the Minimum Contract Value and the cost of the Work 
requested in authorized TAs, performed by the Contractor and accepted by Canada.

d) Canada will have no obligation to the Contractor under this clause if Canada 
terminates the Contract in whole or in part for default.

1.2.6 Periodic Usage Reports - Contracts with TAs 

a) The Contractor must compile and maintain detailed and current data on its 
performance of Work required and requested under TAs (inclusive of any revisions) 
authorized and issued under the Contract.  

b) No later than 15 calendar days after the end of each of the reporting periods below, 
the Contractor must submit to the Contracting Authority and Project Authority a 
periodic usage report containing, in an electronic spreadsheet (such as MSOffice 
Excel), the data elements specified in paragraphs 1.2.6 c) and 1.2.6 d) below in the 
order they are presented.  Where at the end of a reporting period, no changes are 
required to be made to the data contained in the periodic usage report submitted for 
the previous period, the Contractor must submit a  “NIL” report to the Contracting 
Authority and Project Authority.   

The 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; and
4th quarter: January 1 to March 31.
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A sample MSOffice spreadsheet containing the data elements contained in 
paragraphs 1.2.6 c) and 1.2.6 d) is provided in Annex F.

c) For each TA authorized and issued under the Contract, the data must contain the 
following data elements in the order presented:

�� the TA number appearing on the TA form;
�� the date the task was authorized appearing on the TA form;
�� the total estimated cost of the task (Applicable Taxes extra) before any revisions 

appearing on the TA form;
�� the following information appearing on the TA form must be included for each 

authorized revision, starting with revision 1, than 2, etc:
�� the TA revision number;
�� the date the revision to the task was authorized;
�� the authorized increase or decrease (Applicable Taxes extra);
�� the total estimated cost of the task (Applicable Taxes extra) after 

authorization of the revision;
�� the total cost incurred for the task (as last revised, as applicable), Applicable 

Taxes extra;
�� the total cost incurred and invoiced for the task (as last revised, as applicable), 

Applicable Taxes extra;
�� the  total amount of Applicable Taxes invoiced;
�� the total amount paid, Applicable Taxes included;
�� the start and completion date of the task (as last revised, as applicable); and
�� the active status (i.e., the percentage of the work completed) of the task (as last 

revised, as applicable) with an explanation (as applicable).

d) For all TAs authorized and issued under the Contract, the data must contain the 
following data elements in the order presented:

the sum (Applicable Taxes extra) specified in clause 6.2.1 “Limitation of Expenditure 
- Cumulative Total of all Authorized TAs” of the Contract (as last amended).

� the total cost incurred for all authorized tasks inclusive of any revisions, 
Applicable Taxes extra;

� the total cost incurred and invoiced for all authorized tasks inclusive of 
any revisions, Applicable Taxes extra; 

� the  total amount of Applicable Taxes invoiced for all authorized tasks 
inclusive of any revisions; and 

� the total amount paid for all authorized tasks inclusive of any revisions, 
Applicable Taxes extra.  

2. Standard Clauses and Conditions

All clauses and conditions identified in the Contract 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 PWGSC.
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2.1 General Conditions

2035 (2013-06-27), General Conditions - Higher Complexity - Services, apply to and form part of 
the Contract.

3. Security Requirement

3.1 The following security requirement (SRCL and related clauses) applies and form part of 
the Contract:

1. The Contractor must, at all times during the performance of the Contract, hold a valid 
Designated Organization Screening (DOS) with approved Document Safeguarding at 
the level of PROTECTED B, issued by the Canadian Industrial Security Directorate, 
PWGSC.

2. The Contractor personnel requiring access to PROTECTED information, assets or work 
site(s) must EACH hold a valid RELIABILITY STATUS, granted or approved by the 
Canadian Industrial Security Directorate (CISD), PWGSC.

3. The Contractor MUST NOT utilize its Information Technology systems to electronically 
process, produce or store PROTECTED information until the CISD/PWGSC has issued 
written approval.  After approval has been granted or approved, these tasks may be 
performed at the level of PROTECTED B (including an IT Link at the level of B).

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

5. The Contractor must comply with the provisions of the:

(a) Security Requirements Check List and security guide (if applicable), attached at 
Annex C;

(b) Industrial Security Manual (Latest Edition)

3.2 Contractor’s Site or Premises Requiring Safeguard Measures

The Contractor must diligently maintain up-to-date the information related to the 
Contractor’s site or premises where safeguard measures are required in the performance 
of the Work, for the following addresses:

Address:
Street Number / Street Name, Unit / Suite / Apartment Number 
City, Province, Territory / State
Postal Code / Zip Code
Country
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4. Term of Contract

4.1 Period of the Contract

The contract period will be from the date of the contract to March 31, 2019 inclusively, however, 
the Work will commence on April 1st, 2014.

4.2 Option to Extend the Contract

The Contractor grants to Canada the irrevocable option to extend the term of the Contract by up 
to three (3) additional 1-year period(s) under the same terms and conditions.  The Contractor 
agrees that, during the extended period of the Contract, it will be paid in accordance with the 
applicable provisions as set out in the Basis of Payment.

Canada may exercise this option at any time by sending a written notice to the Contractor at least
30 calendar days before the expiry date of the Contract.  The option may only be exercised by the 
Contracting Authority, and will be evidenced for administrative purposes only, through a contract 
amendment.

4.3 Option to Extend the Contract to Complete a Specific Task

1. The parties acknowledge that, in some exceptional circumstances, the Work to be 
performed under a TA may not be completed within the Period of the Contract. 

2. The Contractor will not be obligated to accept a new TA within last six (6) months of the
Period of the Contract if the Contractor is of the view that the Work under the TA cannot be 
completed within the period of the Contract.

3. In cases where the Work authorized under the TA cannot be completed within the Period 
of the Contract, the Contractor grants to Canada the irrevocable option to extend the term of the 
Contract for a period that Canada considers sufficient to complete the specific task(s). The terms 
and conditions of the Contract and TA will remain the same.

4. Canada may exercise this option at anytime by sending a written notice to the Contractor 
at least 30 calendar days before the expiry date of the Contract.

4.4 Termination on Thirty Days Notice

1.    Canada reserves the right to terminate the Contract at any time in whole or in part by 
giving thirty (30) calendar days written notice to the Contractor.

2.     In the event of such termination, Canada will only pay for costs incurred for services 
rendered and accepted by Canada up to the date of the termination.  Despite any other provision 
of the Contract, there will be no other costs that will be paid to the Contractor as a result of the 
termination.
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5. Authorities

5.1 Contracting Authority

The Contracting Authority for the Contract is: 
Daphne Lam
Supply Team Leader
Public Works and Government Services Canada
Acquisitions Branch
Professional Services Procurement Directorate (PSPD)
PDP III, Tower C
11 Laurier Street
Gatineau, QC
K1A 0S5

Telephone:  819-956-1074
E-mail address:  Daphne.Lam@tpsgc-pwgsc.gc.ca

The Contracting Authority is responsible for the management of the Contract and any changes to 
the Contract must be authorized in writing by the Contracting Authority.  The Contractor must not 
perform work in excess of or outside the scope of the Contract based on verbal or written 
requests or instructions from anybody other than the Contracting Authority.

5.2 Project Authority

5.2.1 The Primary Project Authority for the Contract is: 

Name: Jamie Becker
Title: Sr. Leasing Advisor

Organization: PWGSC - NCA Leasing
Address: Place des Explorateurs 4th Floor 

191 Promenade du Portage
Gatineau, QC K1A 0S5

Telephone: 819-934-3932
Facsimile: 819-956-6518
E-mail Address: jamie.becker@tpsgc-pwgsc.gc.ca

5.2.2 The Secondary Project Authority for the Contract is:  

Name: Christine Taschereau
Title: Manager

Organization: PWGSC - NCA Leasing
Address: Place des Explorateurs 4th Floor 

191 Promenade du Portage
Gatineau, QC K1A 0S5

Telephone: 819-956-2779
E-mail address: Christine.Taschereau@tpsgc-pwgsc.gc.ca
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5.2.3 The Tertiary Project Authority for the Contract is:

Name: Anne Morton
Title: Director

Organization: PWGSC - NCA Real Estate Services
Address: Place des Explorateurs 4th Floor 

191 Promenade du Portage
Gatineau, QC K1A 0S5

Telephone: 819-956-6471
E-mail address: Anne.Morton@tpsgc-pwgsc.gc.ca

The Project Authority is the representative of the department or agency for whom the 
Work is being carried out under the Contract and is responsible for all matters concerning 
the technical content of the Work under the Contract.  Technical matters may be 
discussed with the Project Authority; however, the Project Authority has no authority to 
authorize changes to the scope of the Work.  Changes to the scope of the Work can only 
be made through a contract amendment issued by the Contracting Authority. The order 
of contact for technical matters should be from Primary to Tertiary Technical 
Authority.

5.3 Contractor's Representative
(Fill in or delete as applicable)

Notice to the Bidder:  If the selected Bidder provides (in accordance with the article 3 of Part 2) 
information on its status with respect to being a Former Public Servant in receipt of a Public 
Service Superannuation Act (PSSA) pension, the full text of SACC Manual clause A3025C (2013-
03-21), Proactive Disclosure of Contracts with Former Public Servants, will form part of the 
Contract as article 6, and the articles below will be renumbered accordingly.

6. Payment

6.1 Basis of Payment

6.1.1 One of the following types of basis of payment will form part of the approved TA:

a) Firm Lot Price TA for work covered by clauses 5.1 or 5.2 of the SOW (based on a 
rate per rentable square meter)

When the applicable basis of payment specified in a TA authorized and issued under the Contract 
is a firm lot price, in consideration of the Contractor satisfactorily completing all of its obligations 
under the authorized TA, the Contractor will be paid the firm lot price stipulated in the authorized 
TA, as determined in accordance with the basis of payment cost elements in Annex B. Customs 
duties are included and Applicable Taxes are extra.

Canada will not pay the Contractor for any design changes, modifications or interpretations of the 
Work specified in the authorized TA, unless they have been authorized, in writing, by the TA
Authority before their incorporation into the Work specified in the authorized TA.   
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b) Firm Lot Price TA for work based on a daily rate for lease advisory consultancy 
services

When the applicable basis of payment specified in a TA authorized and issued under the Contract 
is a firm lot price, in consideration of the Contractor satisfactorily completing all of its obligations 
under the authorized TA, the Contractor will be paid the firm lot price stipulated in the authorized 
TA, as determined in accordance with the basis of payment cost elements in Annex B. Customs 
duties are included and Applicable Taxes are extra.

Canada will not pay the Contractor for any design changes, modifications or interpretations of the 
Work specified in the authorized TA, unless they have been authorized, in writing, by the TA
Authority before their incorporation into the Work specified in the authorized TA.   

c) TA subject to a Limitation of Expenditure for work based on a daily rate, for lease 
advisory consultancy services

When the basis of payment specified in a TA authorized and issued under the Contract is 
limitation of expenditure, the Contractor will be reimbursed for the costs reasonably and properly 
incurred in the performance of the Work specified in the authorized TA, as determined in 
accordance with the basis of payment cost elements, in Annex B, to the limitation of expenditure 
specified in the authorized TA. 

Canada's total liability to the Contractor under the authorized TA must not exceed the limitation of 
expenditure specified in the authorized TA. Customs duties are included and Applicable Taxes 
are extra.

No increase in the liability of Canada or in the price of the Work specified in the authorized TA 
resulting from any design changes, modifications or interpretations of the Work specified in the 
authorized TA will be authorized or paid to the Contractor unless these design changes, 
modifications or interpretations have been authorized, in writing, by the TA Authority before their 
incorporation into the Work specified in the authorized TA.  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 authorization of the TA Authority.  The Contractor must notify the TA 
Authority in writing as to the adequacy of this sum:

i. when it is 75 percent committed, or 
ii. four (4) months before the final delivery date specified in the authorized TA, or 
iii. as soon as the Contractor considers that the authorized TA funds are inadequate for 

the completion of the Work specified in the authorized TA,

whichever comes first.

If the notification is for inadequate authorized TA funds, the Contractor must provide to the TA
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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6.2 Canada’s Total Liability

6.2.1 Limitation of Expenditure - Cumulative Total of all Authorized TAs

1. Canada's total liability to the Contractor under the Contract for all authorized TAs, 
inclusive of any revisions, must not exceed the sum of  $ _______. (insert amount at 
contract award) Customs duties are included and the Applicable Taxes are extra.

2. No increase in the total liability of Canada will be authorized or paid to the Contractor 
unless  an increase has been approved, in writing, by the Contracting Authority. 

3. 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 sum is inadequate for the 
completion of the Work required and requested in all authorized TAs, inclusive of 
any revisions, the applicable basis of payment of which is limitation of 
expenditure (contract clause ___ (complete), TA subject to a Limitation of 
Expenditure),

whichever comes first.

4. 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.

6.3 Methods of Payment - Authorized TA

The following methods of payment will form part of the authorized TA:

6.3.1. For the work specified in an approved firm price TA:

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 was delivered to and accepted by Canada. 
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6.3.2. For the work specified in an approved TA subject to a limitation of expenditure:

1) 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 was delivered to and accepted by Canada. 

OR

2) Monthly Payments:

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.

6.4  SACC Manual Clauses

A9117C (2007-11-30), T1204 - Direct Request by Customer Department
C2000C (2007-11-30), Taxes - Foreign-based Contractor
C2605C (2008-05-12), Canadian Customs Duties and Sales Tax - Foreign-based Contractor
C0305C (2008-05-12), Cost Submission
C0705C (2010-01-11), Discretionary Audit

7. 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.

Each invoice must be supported by:

� a copy of time sheets to support the time claimed
� a copy of the release document and any other documents as specified in the 

Contract
� a copy of the monthly progress report
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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

8.      Certifications

8.1     Compliance

Compliance with the certifications and related documentation provided by the Contractor in its bid 
is a condition of the Contract and subject to verification by Canada during the term of the 
Contract. If the Contractor does not comply with any certification, provide the related 
documentation or if it is determined that any certification made by the Contractor in its bid is 
untrue, whether made knowingly or unknowingly, Canada has the right, pursuant to the default 
provision of the Contract, to terminate the Contract for default.

8.2 Federal Contractors Program for Employment Equity - Default by the Contractor

The Contractor understands and agrees that, when an Agreement to Implement Employment 
Equity (AIEE) exists between the Contractor and HRSDC-Labour, the AIEE must remain valid 
during the entire period of the Contract.  If the AIEE becomes invalid, the name of the Contractor 
will be added to the "FCP Limited Eligibility to Bid" list.  The imposition of such a sanction by 
HRSDC will constitute the Contractor in default as per the terms of the Contract.

9. Applicable Laws

The Contract must be interpreted and governed, and the relations between the parties 
determined, by the laws in force in ____________. (insert the name of the province or territory as 
specified by the Bidder in its bid, if applicable.)

10. 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 Articles of Agreement;
b) the general conditions 2035 (2013-06-27), General Conditions - Higher Complexity -

Services;
c) Annex A, Statement of Work;
d) Annex B, Basis of Payment;
e) Annex C, Security Requirements Check List;
f) Annex D, Insurance Requirements (if applicable);
g) the signed Task Authorizations (including all of its annexes, if any); and
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h) the Contractor's bid dated ______ (insert date of bid) (If the bid was clarified or amended,
or both insert at time of contract award, as applicable: “, as clarified on _____ ” “and” “,
as amended on ______ ” and insert the applicable date(s) )

11. Foreign Nationals

11.1 SACC Manual clause A2001C (2006-06-16), Foreign Nationals (Foreign 
Contractor)  

OR
11.1 SACC Manual clause A2000C (2006-06-16), Foreign Nationals (Canadian 

Contractor)  

12. Insurance – Specific Requirements

The Contractor must comply with the insurance requirements specified in Annex D.  The 
Contractor must maintain, or cause to be maintained the required insurance coverage for the 
duration of the Contract.  Compliance with the insurance requirements does not release the 
Contractor from or reduce its liability under the Contract.

The Contractor is responsible for deciding if additional insurance coverage is necessary to fulfill 
its obligation under the Contract and to ensure compliance with any applicable law.  Any 
additional insurance coverage is at the Contractor's expense, and for its own benefit and 
protection.

The Contractor must forward to the Contracting Authority within ten (10) days after the date of 
award of the Contract, a Certificate of Insurance evidencing the insurance coverage and 
confirming that the insurance policy complying with the requirements is in force.  Coverage must 
be placed with an Insurer licensed to carry out business in Canada.  The Contractor must, if 
requested by the Contracting Authority, forward to Canada a certified true copy of all applicable 
insurance policies.
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ANNEX A

STATEMENT OF WORK

1.0 TITLE:

Real estate leasing services for the Department of Public Works and Government Services 
Canada (PWGSC).  

2.0 INTRODUCTION:

The Real Property Branch (RPB) of PWGSC requires the services of a contractor to provide real 
estate leasing services in the National Capital Area (NCA). Services will be related to:

� office space for occupancy by federal government departments and agencies; 
� retail and office space for third-party2 occupancies in Federally-owned buildings managed

directly by PWGSC; this is referred to as Commercial Letting Services in this Statement of 
Work (SOW) ; and

� lease advisory/consultancy services in support of leasing/commercial letting 

Real Property Branch expects that the majority of leasing services required will entail negotiations 
with Lessors with respect to office space renewals.

3.0 BACKGROUND

RPB/PWGSC is the Government of Canada's real property service delivery manager and 
strategic advisor. RPB provides accommodation for approximately 241,000 federal employees in 
over 100 departments and agencies in locations across Canada. PWGSC’s real estate inventory 
is one of the largest and most diverse portfolios in Canada, comprising 374 owned buildings (3.2 
million square metres); 1,022 leased buildings (3.4 million square metres); and 21 lease-purchase 
buildings (500,000 square metres). PWGSC’s lease inventory in the NCA represents 
approximately 407 leases and 1.5 million square metres.

There is an increasing need and expectation on the part of government to be more efficient in its 
operations and more responsive to changing needs and opportunities. This translates into a need 
for PWGSC to maximize its flexibility and responsiveness through:

– Rigorous space and fit- up standards; 
– A new national project management system;
– Long-term accommodation strategies; 
– Supplementing our service-delivery capacity; 
– Adopting a corporate real estate model.

One initiative include adopting a more aggressive leasing strategy to secure competitive rates 
and improving long-term strategic program planning. PWGSC’s real estate approach is still 
evolving towards a corporate real estate function for the Government of Canada. The 
department’s objective is to support government operations in terms of office accommodation 

2
Refer to clause 3.2 below for definition
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needs for all federal departments and agencies while ensuring the best value for the Canadian 
taxpayer.

The challenge is continuing to find appropriate supply solutions to meet government program 
accommodation demand, changing Canadian demographics, as well as the impacts of 
technology advancements in the delivery of government programs and in the way Canadians 
expect to interact with government, will influence the composition and distribution of PWGSC’s 
portfolio. As a result, in order to properly fulfill its mandate, the RPB/PWGSC foresees a need to 
enhance its service management organization to appropriately supplement its service delivery 
capacity.

3.1 PWGSC NCA Office Accommodation Strategy:

The NCA Real Property Accommodation Strategy is a key component of the department’s long-
term planning framework for the management of office accommodation in the NCA. The strategy 
states that PWGSC will seek additional office space to meet the demands of federal departments 
and replace some of the aging assets in the National Capital Area. This new office space will be 
acquired using various approaches such as stimulating new construction and taking advantage of 
existing market opportunities.

3.2 Leasing versus Commercial Letting

By definition, a lease is a legally enforceable contract between an owner (lessor) and another 
party (lessee) for the possession or use of some good for a specified term in return for rent or 
other income.

In RPB, Leasing refers to the case where PWGSC is the Lessee (occupant) and a private sector 
owner is the Lessor of the real property.

Commercial Letting is one expression used within RPB to distinguish a particular type of leasing 
situation from the one described above. Commercial Letting refers to the case where PWGSC is 
the owner (Lessor or sub lessor) and the third party occupant is the Lessee (or sublessee). In this 
SOW, third parties are entities that rent or otherwise occupy space owned by PWGSC or subject 
to a lease by PWGSC but who are not provided this space under the Real Property Program. 
Third parties include those organizations on Schedule III of the Financial Administration Act, other 
levels of government and private organizations or individuals.

3.3 PWGSC Standards and Commitments:

PWGSC is diligent in how it conducts its business. It is committed to a spirit of fairness, 
transparency and integrity. PWGSC’s corporate values of Respect, Integrity, Excellence and 
Leadership along with the values set forth in the Values and Ethics Code for the Public Service, 
provide stakeholders with a clear sense of what the Department is about, what it stands for and 
what it believes in. 

PWGSC operates its real property within a context of policies, principles, standards and practices 
referred in Appendix 1 to this SOW. Wherever possible, PWGSC leverages its portfolio to meet 
broader public policy objectives. These include the promotion of a federal presence to ensure that 
Government of Canada services are accessible in all regions and communities across the 
country; the commitment through its Good Neighbour policy to strengthen the quality of life in 
Canada’s communities; the maintenance of heritage properties; and championing of sustainable 
development initiatives of importance to Canadians.
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PWGSC’s broad approach to sustainability extends beyond the environmental aspect to 
encompass long-term social and economic factors. PWGSC is committed to demonstrating the 
principles of sustainable development and to meeting or exceeding all applicable environmental 
laws, codes, regulations and principles of environmental sustainability. Through its Code of 
Environmental Stewardship, PWGSC will also, where appropriate, be compatible with local, 
provincial, territorial and international standards.

4.0 OBJECTIVE

PWGSC requires a contractor to provide, on an “as and when requested” basis, a Transaction 
Management Team of real estate professionals, comprised of a Senior Transaction Manager 
(Contract lead), Transaction Manager(s) (Office and Retail Broker), Lease Administrator and 
available Market Researchers/Strategic Market Planners/Analysts (Support) to provide real estate 
leasing services in the National Capital Area to supplement PWGSC in-house real estate leasing 
services resources and to address the significant increase in workload over the next five years. 
The requirement to provide services in both Provinces will require both an Affiliate Broker and 
Retail Affiliate Broker to be part of the Transaction Management Team. See 9.2 for more details.

5.0 SCOPE OF WORK

PWGSC may request work under this Contract by using the Task Authorization (TA) Process set 
out in the Contract. The services will include lease brokerage services related to:

a) office leasing services. This involves tendering through public advertising for new 
leases and/or negotiating directly with an identified Offeror for renewals, 
expansions, extensions, warehouse and/or storage agreements, parking, rooftop 
licenses, and subleases;

b) commercial letting services; and
c) lease advisory/consultancy services in support of lease/commercial letting 

operations

5.1 OFFICE LEASING SERVICES

STAGES FOR THE DELIVERY OF OFFICE LEASING SERVICES

5.1.1 Informal Project Information Session

When PWGSC is considering requesting the Contractor to do work under this part of the 
Contract, the Project Authority will invite the Contractor and Leasing Officer assigned to the task 
and may invite the Project Leader from the Accommodation Management Directorate to 
informally discuss PWGSC's needs, including space requirement, potential duration of the lease, 
and special requirements.

The Contractor must establish and keep records of the discussion and required delivery date.

5.1.2 Provision of Market Intelligence 

Based on PWGSC's needs discussed during the first informal meeting in 5.1.1 and within the 
timeframe agreed between the parties, the Contractor must provide the Project Authority with:

� pertinent and up-to-date market intelligence report in support of the leasing acquisition 
strategy and to enable PWGSC to capitalize upon optimum market opportunities; this 
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includes, but is not limited to, latest trends in rental rates, absorption statistics, 
vacancy rates, availability of space (current and future) and overall market demand; 

� a draft activity schedule with milestones and duration for each activity in accordance 
with the Lease Project File Checklist (referred in Appendix 1 to this SOW); and

� its proposed effective target rental rate3.
�

5.1.3 Follow-up Meeting

Upon receiving the information described in 5.1.2 above, the Project Authority will set up a 
meeting with the PWGSC Project Leader and Leasing Officer and the Contractor to review all this 
information and decide whether to request the Contractor to do work under the contract.

The Project Authority will also decide whether to approve or not the draft activity schedule 
submitted by the Contractor or suggest any changes before approving it. The Project Authority 
will then provide the Contractor with a copy of the approved schedule for the lease file. The 
Contractor must submit any subsequent proposed changes to the schedule to the Project 
Authority for approval.

5.1.4 Initial TA

If after the follow-up meeting mentioned above, the Project Authority decides to request the 
Contractor to do work under the Contract, he will issue a completed initial TA.

The Project Authority will ensure, as a minimum that the following information is in the initial TA:

� the name, address, and phone number of the PWGSC Project Leader and Leasing 
Officer; 

� the space requirement (in rentable square metres as defined by the space measure 
Standard in effect at the time the task authorization is issued), including circulation, 
parking requirements, and the number of personnel to be housed;

� the client Department or Agency’s needs in terms of lease duration and standard work 
hours; 

� special requirements, those special needs above base building (as defined in the 
PWGSC Generic Lease Documentation Package (GLDP)4) such as increased floor-
loading; raised floors; column spacing; unique electrical, data, telephone 
requirements; special HVAC requirements; roof/wall penetrations; antenna 
requirements; parking requirements; security requirements; location limitations; 
amenities requirements, etc;

� the location of space;
� the level of effort (number of days) for each activity; and
� the effective target rental rate agreed to by PWGSC and the Contractor.

The Contractor will commence work on receipt of the initial approved TA in accordance with the 
procedures of the TA clause contained in the Contract.  

3
Effective Target Rental Rate means the target rental rate net of financial concessions, such as a rent free period or a 

contribution toward the cost of leasehold improvement, calculated on a discounted basis to reflect the time value of 
money.
4
The Generic Lease Documentation Package (GLDP) is the standard departmental lease form for real property and is 

divided in three sections: the Invitation to Offer; the Offer and the Specimen Lease. A link to the GLDP template is 
provided for reference in Appendix 1 to this SOW. PWGSC reserves the right to update and revise the referenced GLDP 
template to conform to current regulations.



Solicitation No. - N° de l'invitation Amd. No. - N° de la modif. Buyer ID - Id de l'acheteur 
EP157-140570/A  419ZG 
   

Client Ref. No. - N° de réf. du client File No. - N° du dossier CCC No. /N° CCC - FMS No./N° VME 
EP157-140570 402ZG. EP157-140570  
   

                            

 Page 55 

5.1.5 Lease Acquisition Plan

The Contractor will develop and submit to the Project Authority, within the timeframe set out in the 
approved activity schedule, a lease acquisition plan along with information relevant to the 
transaction. This information includes, but is not limited to, comparables, historical and current 
trends, effective target rental rate, type of Lease, contents of existing leases if applicable, 
possible risks with the  plan. When requested by the Project Authority, the Contractor must 
prepare a letter for the signature of the Project Authority outlining the risks in the strategy.

Upon receiving this information, the Project Authority will set up a meeting, if he/she considers it 
necessary, with the PWGSC Project Leader and the Contractor to discuss the lease acquisition 
plan.
Should the Contractor and the Project Authority fail to reach an agreement on the lease 
acquisition plan, PWGSC reserves the right to continue this lease project with its own internal 
resources. In such case, PWGSC can cancel the TA and the Contractor will be paid in 
accordance with the Contract clauses and Annex B, Basis of Payment.  

5.1.6 Lease Process

If the Project Authority approves the lease acquisition plan, he/she must confirm the approval in 
writing. Upon receipt of written approval, the Contractor must; proceed to negotiate with the 
identified Offeror on such items as: lease format (Net/Semi), operating and maintenance (O&M), 
escalatable items, non-compliance items, base years, concessions, inducements, etc., or to 
proceed to tender call with the requirement using the PWGSC Generic Lease Documentation 
Package (GLDP) 3.

When the authority to conduct a tender call is given, public advertisements for notifying the public 
of lease transactions shall be done, where applicable, in accordance with Departmental Policy 
048 dated 2004-04-20 entitled "Advertising", an example Narrative is provided in this policy and is 
available on the PWGSC Internet site, as identified in Annex 1 of this document.

5.1.7 Preparation of Lease Offer Documentation

For Tenders calls the Contractor will utilize Part 1 of the GLDP. After a lease tender call and upon 
receipt of lease offers, the Contractor will evaluate the financial and technical offers. The 
Contractor must evaluate each lease offer with the objective of determining the most 
advantageous based on compliance with the GLDP, the price, and if applicable, the non-priced 
evaluation factors. The lease offers must only be evaluated in accordance with the evaluation 
methodology stated in the GLDP.

For Direct Negotiations, the Contractor will prepare the following sections of the GLDP:

� Part 2 - Offer to Lease: the Contractor must fill in the blanks contained in this section 
such as the name of the Offeror, the location, floor(s) and area to be leased, the 
negotiated rate and acceptance period.

� Part 3 - Specimen Lease: this part contains the lease terms and conditions clauses. The 
Contractor must fill in the blanks contained in this section such as, but not limited to, 
Cleaning Hours and Security requirement.  The Contractor will fill in the remaining 
information at stage 5.1.9.

The Contractor is required to prepare a GLDP that is tailored to the specific project by selecting 
the appropriate alternate clauses within the template and deleting those that do not apply in 
accordance with the previously completed negotiations. The Contractor must ensure that clauses 
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used are the current version at the time of the documentation and those applicable laws, 
regulations, and policies and other terms and conditions are accurately reflected. The Contractor 
must give written notice to the Project Authority concerning any problems identified in the GLDP. 
The Project Authority will be responsible for authorizing a change and seeking legal advice as 
required. 

The Contractor must then submit the lease offer documentation to the Offeror for its review and 
signature.  Upon receipt of the signed lease offer, the Contractor must review this document to 
ensure that it accurately reflects what was previously negotiated.  As applicable, the Contractor 
must ascertain the purpose of all changes made by the Offeror and report in writing to the Project 
Authority any discrepancies created by these. The Contractor must resolve these discrepancies 
to the Project Authority’s satisfaction before proceeding any further.

5.1.8 Preparation of Offer Summary and Recommendation for Approval

Upon receipt of a signed lease offer and when all issues or discrepancies are resolved as 
described in clause 5.1.7 above, the Contractor must prepare an offer summary and 
recommendation in the format to be identified by the Project Authority. The offer summary must, 
as a minimum, contain:

a. the negotiated effective rental rate expressed in rentable square metres for the fixed 
term and any additional terms;

b. costs that are not provided for in the annual rental such as utilities, operating and 
maintenance and taxes;

c. the length of the fixed term and any additional terms;
d. standard and non-standard base years for escalations;
e. reimbursable alterations (non-amortized) required;
f. base building and accessibility requirements; and
g. the comparison between the negotiated effective rental rate and the effective target 

rental rate as agreed to on the TA. 

Upon receipt of the lease offer summary and recommendations report from the Contractor, the 
Project Authority will seek approval of the lease offer by the appropriate Government authority. 
Where the Project Authority obtains that approval, he will authorize the Contractor, in writing, to 
proceed with preparing lease documents to be submitted to the Offeror, as described in clause 
5.1.9 below.

5.1.9 Preparation and Signing of the Lease

Upon approval by the appropriate Government authority, the Contractor must prepare:

� a draft letter that would communicate the acceptance of the lease offer (also referred 
to as  letter of award); and

� a draft lease, with all remaining information completed and based on the agreed 
upon terms and conditions of the lease offer (modified Specimen Lease).

The Contractor must submit one electronic copy of each of these two documents to the Project 
Authority for approval. The Contractor must also complete: the Total Consideration spreadsheet; 
the Lease Information Sheet (Stage 6) and Memorandum (Memo to Pay) in accordance with the 
lease (for these templates refer to Appendix 1 to this SOW).

On approval of the draft letter of award and draft lease by the Project Authority, the Contractor 
must forward the approved letter of award on PWGSC letterhead for signature by PWGSC with 
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one (1) original of the approved lease as well as the electronic version for printing by the Project 
Authority. Once the letter of award is signed, the Contractor will submit to the Offeror, now 
referred to as the Lessor, the letter of award and the lease for signature. Upon receipt of the 
signed lease from the Lessor, the Contractor must review the lease to ensure the Lessor has 
made no changes and submit all copies of the lease to the Project Authority for signature. If 
changes have been made by the Lessor, the Contractor will notify the Project Authority in writing 
of the changes. The Contractor will be required to assist the Project Authority to resolve the 
issues created by the Lessor’s changes to the lease. 

For all leases, the lease transaction is considered completed upon completion of the following 
requirements:

� signature of the lease by the Lessor and the appropriate PWGSC Authority; and
� the Contractor has submitted, to the Project Authority, a completed lease project file, 

including the signed lease and all supporting leasing documentation as per the Lease 
Project File Checklist (see Appendix 1 to this SOW). 

In the case where registration of the lease is required, the transaction is considered completed 
upon completion of the following additional requirements, prior to the submission of the 
completed project file as described above:

� the Contractor has prepared and submitted the request for lease registration to the 
Project Authority; and

� the Contractor has sent a written notification to the Lessor indicating the “notice of lease 
registration”. 

5.2 COMMERCIAL LETTING SERVICES

In accordance with federal policies and the principles of PWGSC’s National Investment Strategy, 
PWGSC seeks opportunities to earn revenue through the wider use of its real property. As an 
essential element in strategic portfolio planning, third-party occupancies are actively sought for 
space not required for immediate program use and where it is in keeping with management plan 
of the asset. Third-party commercial occupancies provide opportunities to meet the government’s 
objective of reducing the holding cost of vacant space.

PWGSC may require the Contractor to provide commercial letting services, in whole or in part, 
but not limited to, the following:

� retail and commercial space where there is a demonstrated demand from the public and 
harmony with the surrounding streetscape. Operations can range from multi-level retail 
shopping centers in major office towers to small ground-level retail tenancies in office 
buildings. Commercial space may include, but is not limited to, storage, process, 
telecommunications, and kiosks;

� office space temporarily not required for federal program use; and 
� temporary occupancies and licenses related to retail space and office related temporary 

occupancies and licenses over thirty (30) days in length.

Tasks may include, but are not limited to:

� market PWGSC-owned or administered space to prospective third-party tenants;
� evaluate and assess the performance and merchandising capabilities of commercial 

tenants, where applicable;
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� achieve rents comparable to similar commercial property and in line with PWGSC market 
target rental rate;

� evaluate each proposal from third-party tenants to ensure maximum revenue yield, 
optimum space utilization and compliance with PWGSC’s short and long term objectives 
for the asset;

� negotiate terms and conditions of new letting agreements with the existing or prospective 
third-party tenants when authorized by the Project Authority and prepare related 
documentation for approval by the Project Authority; and

� negotiate letting surrenders and sublets with third-party tenants when authorized by the 
Project Authority and prepare related documentation for approval by the Project 
Authority.

�
Related work instruments and templates such as the PWGSC letting agreement documentation 
and the justification form, stated in clauses 5.2.6 and 5.2.7 below, will be provided to the 
Contractor upon issuance of the first TA for commercial letting services.

STAGES FOR THE DELIVERY OF THE COMMERCIAL LETTING SERVICES

5.2.1 Informal Project Information Session

When PWGSC is considering requesting the Contractor to do work under this part of the 
Contract, the Project Authority will invite the Contractor and Commercial Operations Officer 
assigned to the task, to informally discuss PWGSC's needs including the overall marketing 
strategy for the asset and complexity of the project.

The Contractor must establish and keep records of the discussion and required delivery date.

5.2.2 Provision of Market Intelligence

Based on PWGSC's needs discussed during the first informal meeting in 5.2.1 and within the 
timeframe agreed between the parties, the Contractor must provide the Project Authority with:

� pertinent and up-to-date market intelligence report in support of the letting strategy and to 
enable PWGSC to capitalize upon optimum market opportunities; this includes, but is not 
limited to, latest trends in rental rates, absorption statistics, vacancy rates, availability of 
space (current and future) and overall market demand; 

� a draft activity schedule with milestones and duration for each activity in accordance with 
the Lease Project File Checklist (referred in Appendix 1 to this SOW);

� its proposed effective target rental rate5; and
� as applicable, a Marketing Plan i.e. the proposed method of soliciting a third-party tenant

�
5.2.3 Follow-up Meeting

Upon receiving the information described in 5.2.2 above, the Project Authority may set up a 
meeting with the Contractor and the Commercial Operations Officer assigned to the task, to 
review all this information and decide whether to request the Contractor to do work under the 
Contract.

5
Effective Target Rental Rate means the target rental rate net of financial concessions, such as a rent free period or a 

contribution toward the cost of leasehold improvement, calculated on a discounted basis to reflect the time value of 
money.
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The Project Authority will also decide whether to approve or not the draft activity schedule 
submitted by the Contractor or to suggest any changes before approving it.  The Project Authority 
will then provide the Contractor with a copy of the approved schedule for the letting file. The 
Contractor must submit any subsequent changes to the schedule to the Project Authority for 
approval.

5.2.4 Initial TA

If after the follow up meeting mentioned above, the Project Authority decides to request the 
Contractor to do work under the Contract, he will issue a completed initial TA.

The Project Authority will ensure, as a minimum that the following information is in the initial TA:

� building address and location of premises to be leased;
� floor plan and size of premises, and if applicable, plan of retail centre;
� status of premises (i.e. leased or vacant);
� operating and maintenance (O&M) and realty tax information;
� the level of effort (number of days); and
� the effective target rental rate agreed to by PWGSC and the Contractor.

For letting renewals, the following will also be included:

� copy of the current third party letting agreement (e.g. letting agreement, license 
agreement or other); and

� name and telephone number of the tenant contact.

The Contractor will commence work on receipt of the initial approved TA in accordance with the 
procedures of the TA clause contained in the Contract.

5.2.5 Letting Negotiation

Upon receipt of the initial TA, the Contractor must proceed with the Letting Negotiation with the 
prospective tenant(s) according to the approved activity schedule and the TA.

5.2.6 Preparation of Offer Summary and Recommendation for Approval

The Contractor must:

� prepare and submit a written assessment of the offer(s), including recommendations, 
to the Project Authority which should include at a minimum:

a. proposed tenant background and nature of the business;
b. tenant business plan and operating statement;
c. tenant credit report;
d. terms and conditions of the proposed deal including any inducement 

package, free rent period, fixturing period;
e. market rent analysis;
f. net effective rent calculation;
g. identification of the most advantageous offer or better suited to Canada’s 

needs (when multiple offers are received).
�� summarize the information stated above on PWGSC justification form (Offer 

Summary);
�� provide supporting documentation in the project file including a written market 

analysis that describes the nature, quality and location of the space, other local 
commercial or retail activity, local economic conditions and market activity; and
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�� ensure that investments required by PWGSC in third-party occupancies are based on 
an analysis of investment cost and anticipated future benefits including a 
consideration of risk.

�
Upon receipt of the offer summary, assessment and recommendations report from the 
Contractor, the Project Authority will seek approval of the offer by the appropriate Government 
authority. Where the Project Authority obtains that approval, he will authorize the Contractor, in 
writing, to complete negotiations as described in clause 5.2.7 below.

5.2.7 Preparation and Signing of the Letting Agreement

Upon receipt of the Project Authority’s approval to proceed, the Contractor must complete the 
negotiations by:

� selecting the most appropriate type of third-party agreement instrument such as a letting 
agreement, license agreement, service agreement or temporary occupancy agreement 
(referred to as a letting agreement thereafter);

� addressing the issues of ownership, liability, security and insurance;
� preparing and submitting the electronic version of the letting agreement documentation 

(letting agreement and covering letter) to the Project Authority for approval; 
� after PWGSC has printed the documentation and submitted to the Contractor, the 

Contractor shall submit the letting agreement documentation to the third-party tenant 
(now referred to as the Lessee) for signature;

� upon receipt of the signed letting agreement by the Lessee, reviewing the document to 
ensure the Lessee has made no changes and submit all copies of the letting agreement 
to the Project Authority for signature; 

if changes to the letting agreement have been made by the Lessee, notifying the Project 
Authority in writing of the changes by providing a summary of lease changes, as required,
assisting the Project Authority to resolve the issues created by the Lessee's changes to 
the letting agreement;

�
For all letting agreements, the transaction is considered completed upon completion of the 
following requirements:

� signature of the letting agreement by the Lessee and the appropriate PWGSC Authority; 
and

� the Contractor has submitted, to the Project Authority, a completed commercial letting 
project file, including the signed lease and all supporting documentation. 

In the case where registration of the letting agreement is required, the transaction is considered 
completed upon completion of the following additional requirements, prior to the submission of 
the completed project file as indicated above:

� the Contractor has prepared and submitted the request for the letting agreement 
registration to the Project Authority; and

� the Contractor has sent a written notification to the Lessee indicating the “notice of letting 
agreement registration”.

5.3 LEASE ADVISORY/CONSULTANCY SERVICES IN SUPPORT OF 
LEASE/COMMERCIAL LETTING OPERATIONS 

PWGSC may require the Contractor to provide a range of consulting services as part of projects 
delivered in house by PWGSC.  These services may include, but are not limited to: 
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� undertaking comprehensive analysis in order to determine the optimal solutions, 
and provide advice on how to structure the lease acquisition in a way that 
maximizes the benefits to PWGSC and the government as a whole. This analysis 
may include, but is not limited to the following factors: 

i)   the real estate and financial markets,
ii)  the macro economic environment,
iii) the local development trends and official plans,
iv) demographic trends.

� undertaking financial investment (cost benefit) and business analysis so as to 
demonstrate the viability of the proposed projects and the various options for 
undertaking that project; analysis should be undertaken using both PWGSC 
methodologies and industry best practices. The Contractor must bring their 
extensive understanding of financial markets to ensure that the analysis integrates 
the latest and most sophisticated lease transaction options. 

� researching and reporting of leasing knowledge areas and industry practices. 
� providing support in the development of post-project lessons learned exercises.
�� preparing of a list of potential lease acquisition opportunities which must be well 

defined and supported with appropriate data and information;
� developing an acquisition strategy specific to the leasing mandate. An acquisition 

strategy is a plan indicating the most appropriate solution for the mandate taking 
into consideration existing market factors, opportunities and pressures. The strategy 
is derived from information such as, but not limited to: general market data within 
defined geographical boundaries, availability of alternative space meeting the 
proposed commencement date, lease comparables, concurrent leases in the same 
building, current lease information (effective rental rate), vacancy and absorption
rates, Lessors’ operating and maintenance costs, Lessors’ past performance if 
known;

� developing a marketing strategy report with respect to the overall Commercial 
Letting operations in an asset.  This information includes, but is not limited to:

� the evaluation and assessment of the performance and merchandising 
capabilities of commercial tenants, where applicable;

� a proposed effective target rental rate comparable to similar commercial 
property;

� the evaluation of each current third-party tenant, in the context of the overall 
strategy for the asset, to ensure maximum revenue yield, optimum space 
utilization and compliance with PWGSC’s short and long term objectives for 
the asset;

� a recommendation for optimum space utilization for the currently occupied 
and vacant space with the asset;

� the risks associated with the marketing strategy;
� the selection of the most appropriate type of third-party letting agreement as 

defined in clause 5.2.7 above; and
� the identification, definition and programming of marketing opportunities 

(promotions) within retail designated space.
� providing an activity schedule with milestones and duration for each activity related 

to the TA;
� providing assistance in the tendering process for the leasing of Office space as 

described in clauses 5.3.1 and 5.3.2 below; and
• providing consultancy services in support of leasing or commercial letting projects 

delivered in-house by PWGSC. 
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Requirements for the above will be further defined in the TA.

5.3.1 Assisting in the development of lease tender call documentation - Leasing of 
Office Space 

The Contractor may be required to assist the Project Authority in preparing lease tendering 
documentation using the GLDP, or as directed by the Project Authority. The Contractor may be 
required to prepare a GLDP that is tailored to the specific acquisition by selecting the appropriate 
alternate clauses within the template and deleting those that do not apply in accordance with the 
previously completed negotiations. The Contractor must ensure that clauses used are the current 
version at the time of the documentation and that applicable laws, regulations, and policies and 
other terms and conditions are accurately reflected. The Contractor must give written notice to the 
Project Authority concerning any problems identified in the boilerplate. The Project Authority will 
be responsible for authorizing changes and seeking legal advice as required. 

5.3.2 Assisting in the review and evaluation of Offers - Leasing of Office Space

After a lease tender call and upon receipt of lease offers by the Project Authority, the Contractor 
may be required to assist the Project Authority with the financial and technical evaluation of the 
offers. If so requested, the Contractor must evaluate each lease offer with the objective of 
determining the most advantageous based on compliance with the GLDP, the price, and if 
applicable, the non-priced evaluation factors. The lease offers must only be evaluated in 
accordance with the evaluation methodology stated in the GLDP. If any element of a lease offer is 
not clear, the Contractor must notify the Project Authority and make recommendation for which 
clarifications need to be sought. The Contractor must draft a letter for the Project Authority 
outlining the clarifications required from the Offerors. The Project Authority will issue the letter. 

The Contractor may be required to assist the Project Authority in preparing a written 
recommendation identifying the winning Offeror consistent with the evaluation and award factors 
stated in the GLDP. This recommendation must include the annual rent for the space and the 
rentable rate per square meter. A present value price analysis as described in the GLDP must be 
prepared by the Contractor and submitted with the recommendation. 

The Contractor may be required to assist the Project Authority in preparing an offer summary and 
documenting all activities in the Financial and Technical Evaluation areas described above.

6.0 DELIVERABLES AND ACCEPTANCE CRITERIA

The Contractor must prepare and submit various deliverables in accordance with this SOW and 
under each specific TA. These deliverables, as well as the necessary content and format, will be 
identified in the TA. Electronic documents must be provided in the following software: Microsoft 
Word 2000, Excel 2000, Adobe Acrobat (latest edition) and Outlook 2007, accordingly.  PWGSC 
reserves the right to upgrade the above noted software from time to time.

In general, the Contractor must manage, keep records and provide monthly status reports to the 
Project Authority in electronic format, on all leasing transactions performed. Within five (5) 
working days from completion of a transaction, the Contractor must submit to the Project 
Authority a hard copy file containing all documents (e.g. records of decisions and minutes of 
meetings, lease agreements, offers, reports, approvals, related TA, etc). The Contractor must 
provide, upon request by the Project Authority, any documents related to this SOW required for 
the Project Authority’s retention in one or several of the electronic formats identified above. The 
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file submitted by the Contractor must be complete, accurate, and assembled in accordance with 
the work undertaken.   

The Project Authority’s acceptance of the work will be subject to the PWGSC Quality Monitoring 
Process included as part of Appendix 2 to this SOW.  The Contractor must provide 
documentation and address non-conformance as defined in the Quality Monitoring procedures.

7.0 REFERENCE DOCUMENTS AND COMPLIANCE

As a minimum, the documents referenced in Appendix 1 form a part of this SOW to the extent 
specified herein or in any TA issued pursuant to the Contract.

The Contractor must perform Work in accordance with the referenced guidelines, policies and 
procedures, unless otherwise directed by the Project Authority. The Project Authority will review 
the services and deliverables at stages specified in the TA to evaluate compliance. Services not 
performed in accordance with these policies, procedures and the SOW will not be considered 
acceptable and may be the basis for the termination of the TA. 

8.0 CONTRACT INITIATION

PWGSC will provide, to the Contractor, a Contract initiation for a period of up to three (3) weeks 
from the date of Contract award. This initiation is necessary to ensure:

� a thorough understanding, by the Contractor, of the Department of PWGSC, its structure, 
practices, regulations and operations as well as specifics of the SOW;

� planning and coordination of activities to implement the Contract;
� finalization of Contractor processes and procedures; and
� establishment of Contractor relationships and lines of communication with key parties 

involved in the management and delivery of lease brokerage services, including the 
Project Authority, other PWGSC employees, the Contractor and its subordinates.

9.0 CONTRACTOR MANAGEMENT OF THE CONTRACT

9.1  Overall management

The Contractor will be required to actively participate in the overall management of all activities 
related to this contract and will be directly responsible for the effective supervision and 
coordination of the efforts of its personnel.

The Contractor and its subcontractors acknowledge that they must not be eligible to serve as the 
prime or subcontractor for the implementation of any PWGSC RPB project(s) if the Contractor or 
its subcontractor is responsible for the project brief, solicitation or tender call documents for that 
particular project.

9.2  Contractor’s Transaction Management Team

The Contractor’s Personnel assigned to this Contract must: 

� Senior Transaction Manager: have a minimum of five (5) years experience in 
leasing office space in the Canadian real estate market, be located in the City of 
Ottawa or Gatineau and be a member in good standing with either the Organisme 
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d’autoréglementation du courtage immobilier du Québec (OACI) or the Real Estate 
Council of Ontario (“RECO”)*;

� Transaction Manager (Office): have a minimum of five (5) years experience in 
leasing office space in the Canadian real estate market, be located in the City of 
Ottawa or Gatineau and be a member in good standing with either the OACI or the 
RECO*;

� Affiliate Broker(s): have a minimum of five (5) years experience in leasing office 
space in the Canadian real estate market, be located in the City of Ottawa or 
Gatineau and be a member in good standing with the industry organization, either 
OACI or RECO* with which the Transaction Managaer is not registered;

� Transaction Manager (Retail): have a minimum of five (5) years experience in 
commercial retail transactions in the Canadian real estate market, be located in the 
City of Ottawa or Gatineau and be a member in good standing with either the OACI 
or the RECO*;

� Retail Affiliate Broker(s): have a minimum of five (5) years experience in commercial 
retail transactions in the Canadian real estate market, be located in the City of 
Ottawa or Gatineau and be member in good standing with the industry organization, 
either OACI or RECO with which the Transacting Manager (Retail) is not registered.

*If registered with RECO the individual must also meet the registration requirements of 
the Real Estate and Business Brokers Act, 2002, S.O. 2002, Schedule C, as amended 
or successor acts then in effect;

The Contractor’s Lease Administrator assigned to this Contract must:
� have three years’ experience in Lease document preparation; and �

The Contractor’s Market Researchers, Strategic Market Planners and Analysts assigned to this 
Contract must: 

� have three years’ experience in their respective Real Estate Field.

“Broker” is as defined in the Province of Ontario’s Real Estate and Business Brokers Act, 
2002.
(See http://www.e-
laws.gov.on.ca/html/statutes/english/elaws_statutes_02r30_e.htm).

9.3 Contractor’s responsibilities

The Contractor will be responsible for all work produced under this contract, including 
completeness, accuracy and adherence to all relevant policies, regulations and practices. 

9.4 Use of business cards, logo, insignia, etc.

The Contractor must ensure that their personnel do not use PWGSC logos or insignia on any 
business cards, cubicle/office signs or correspondence that would in any manner lead others to 
perceive Contractor personnel as being an employee of PWGSC.

10.0 OFFICIAL LANGUAGES

The Department is under the obligation to respect the spirit and the letter of the Official 
Languages Act. Therefore, the Contractor must have at least one resource on the project team, 
capable of providing services in both official languages, when required, to fulfill the requirements 
of this Contract. 
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11.0 TRAVEL AND LIVING EXPENSES

There are no travel and living expenses associated to this SOW.
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APPENDIX 1 - TO THE STATEMENT OF WORK

REFERENCE DOCUMENTS

The Contractor must familiarize itself with all regulations, policies, procedures and practices for 
which PWGSC is bound with. These documents are subject to revision at any time. This includes, 
but is not limited to, the following:

i. Federal Real Property and Federal Immovables Act:
http://laws.justice.gc.ca/en/F-8.4/
ii. TB Policy for the Management of Assets and Acquired Services:
http://www.tbs-sct.gc.ca/pubs_pol/dcgpubs/aas-gasa/fmaas-cpgasa/fmaas-cpgasa_e.asp
iii. TB Policy on Management of Real Property:
http://www.tbs-sct.gc.ca/pubs_pol/dcgpubs/aas-gasa/pmrp-pgbi/pmrp-pgbi_e.asp
iv. TB Accessibility Standard for Real Property:
http://www.tbs-sct.gc.ca/pubs_pol/dcgpubs/aas-gasa/asrp-nafbi/asrp-nafbi_e.asp
v. TB Appraisals and Estimates Standard for Real Property:
http://www.tbs-sct.gc.ca/pubs_pol/dcgpubs/aas-gasa/aesrp-neebi/aesrp-neebi_e.asp
vi. TB Reporting Standard for Real Property:
http://www.tbs-sct.gc.ca/pubs_pol/dcgpubs/aas-gasa/rsrp-nerbi/rsrp-nerbi_e.asp
vii. PWGSC Code of Conduct for Procurement 
http://www.tpsgc-pwgsc.gc.ca/app-acq/cndt-cndct/contexte-context-eng.html
viii.Government of Canada Workplace 2.0 Fit-up Standard:
http://www.tpsgc-pwgsc.gc.ca/biens-property/amng-ftp/index-eng.html

The information below is provided in PDF format as an attachment to this document:
The information below is provided in PDF format as an attachment to this document:

Documents Not Available on Internet
Document Title File Name

1.0  Documents strictly related to Commercial Letting Services :
1.1 Commercial Advertising in and on RPS Real Property Best Practice EN1-1.pdf
1.2 Food Services Policy EN1-2.pdf
1.3 Framework for Co-location Between the Federal Government and Other 

Levels of Government, Third Parties
EN1-3.pdf

1.4 Policy on Smoking in the Public Areas of Facilities with Non-federal 
Tenancies

EN1-4.pdf

1.5 Policy on Workplace Fitness Programs EN1-5.pdf
1.6    Third Party Occupancies Policy EN1-6.pdf
1.7    Workplace Day Care Centres Policy EN1-7.pdf

2.0  Framework and Processes for the Leasing of Real Property in PWGSC:
2.1 Framework and Processes for the Leasing of Real Property in PWGSC EN2-1.pdf
2.2 Framework and Processes for the Leasing of Real Property in PWGSC 

— Summary
EN2-2.pdf

3.0  Framework for Office Accommodation and Accommodation Services:
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Documents Not Available on Internet
Document Title File Name

3.1 Framework for Office Accommodation and Accommodation Services EN3-1.pdf
3.1.a Annexes A and B EN3-1a.pdf

4.0  Leasing Handbook on Lessee’s Improvements:
4.i Index EN4-0i.pdf
4.ii Foreword EN4-0ii.pdf
4.1 Chapter 1 EN4-1.pdf

4.1.a Appendix A to Chapter 1 EN4-1a.pdf
4.1.b Appendix B to Chapter 1 EN4-1b.pdf

4.2    Chapter 2 EN4-2.pdf
4.3    Chapter 3 EN4-3.pdf
4.4    Chapter 4 EN4-4.pdf
4.5    Chapter 5 EN4-5.pdf

4.5.a Appendix A to Chapter 5 EN4-5a.pdf
4.5.b Appendix B to Chapter 5 EN4-5b.pdf

4.6    Chapter 6 EN4-6.pdf
4.A-1Appendix 1 EN4-A1.pdf
4.A-2Appendix 2 EN4-A2.pdf
4.A-3Appendix 3 EN4-A3.pdf

5.0   National Project Management System (NPMS):
5.1 Lease Projects Roadmaps — Validation Checklists EN5-1.pdf
5.2 NPMS Reference Manual — Vol. 1 (Extract) EN5-2.pdf

6.0  Risk Management:
6.1 Integrated Risk Management (IRM) Policy (DP 082) EN6-1.pdf
6.2 Real Property Branch Risk Management Policy EN6-2.pdf
6.3 Risk Management Guide/Handbook — PWGSC EN6-3.pdf

7.0 Templates for Office Leasing Services:
7.1    PWGSC Generic Lease Documentation Package (GLDP)

7.1.a Generic Lease Documentation Package — Version 5.1 EN7-1a.pdf
7.1.b Optional Green Clauses EN7-1b.pdf
7.1.c Other Optional Clauses EN7-1c.pdf

7.2 Lease Information Sheet (Stage 6) EN7-2.pdf
7.3 Lease Project File Checklist EN7-3.pdf
7.4 Memorandum (Memo to Pay) EN7-4.pdf
7.5 Sample Recommendation to Award a Lease EN7-5.pdf
7.6 Total Consideration EN7-6.pdf

8.0 Other Subjects:
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Documents Not Available on Internet
Document Title File Name

8.1 Custodial Parking Policy EN8-1.pdf
8.2 Good Neighbour Policy (DP 084) EN8-2.pdf
8.3 Letters of Award Policy EN8-3.pdf
8.4 Policy on Acting on Behalf of a Custodian Department for a 

Lease/Letting/Licence
EN8-4.pdf



Solicitation No. - N° de l'invitation Amd. No. - N° de la modif. Buyer ID - Id de l'acheteur 
EP157-140570/A  419ZG 
   

Client Ref. No. - N° de réf. du client File No. - N° du dossier CCC No. /N° CCC - FMS No./N° VME 
EP157-140570 402ZG. EP157-140570  

                            
 

 Page 69 

APPENDIX 2 - TO THE STATEMENT OF WORK

QUALITY MONITORING PROCESS

Context 

RPB/PWGSC is responsible for the administration of Real Property for the federal government in 
accordance with the Federal Real Property and Federal Immovable Act. PWGSC must also conform to 
the requirements of the Treasury Board Secretariat. In addition, PWGSC must conform to the 
requirements of Section 34 of the Financial Administration Act with respect to ensuring that value for 
money is received in the purchase of goods and services.

Given the above requirements, this guide was developed to ensure the success of the Lease Brokerage 
Services Contract and assist PWGSC in ensuring that the Contractor achieves a high degree of quality in 
all aspects of service delivery.

Objectives and Guiding Principles

Quality Monitoring (QM) is based on the evaluation results and completeness of the lease project file 
submitted by the Contractor. The evaluation frequency is determined by the Project Authority. QM will 
facilitate the resolution of non-conformance and suggest potential improvements to the Contractor.

Evaluations will be carried out by a PWGSC employee or a group of employees selected by the Project 
Authority. Evaluators will assess the work performed by the Contractor and the quality of the 
documentation contained in the file against service delivery items identified in the QM checklist (refer to 
Attachment 1 to the QM Process), the SOW and relevant approved Task Authorization Form.  The Project 
Authority is responsible to make decisions.

The Evaluator may take into consideration input from such sources as PWGSC employees involved in the
leasing process. Other sources of input such as ad hoc surveys with Lessors and their representatives 
may also be initiated in an effort to gather feedback on the contractor’s performance as a representative 
of PWGSC.

Upon request, the Contractor may participate as an observer in the QM evaluation so that both parties 
are aware of specific issues that impact service delivery. This will provide a common understanding of 
observed non-conformances and identified concerns.

Process

The QM evaluation will focus on one of the services detailed in the SOW:
� Office Leasing Services (clause 5.1)
� Commercial Letting Services (clause 5.2)

The QM process describes the evaluation process for services provided under clauses 5.1 and 5.2 of the 
SOW. The evaluation process/criteria for Lease Advisory/Consultancy Services in support of 
Lease/Commercial Letting Operations (clause 5.3) will be determined by the Project Authority following a 
discussion with the Contractor. Final decision on the process and criteria for clause 5.3 will rest with the 
Project Authority.

Refer to Attachment 1 to the QM Process – Quality Monitoring Checklist template for a complete list of 
evaluation criteria.
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Within 5 working days from completion of a lease or commercial letting transaction, the Contractor must 
submit the lease/letting project file to the Project Authority as referred to in clause 6.0 of the SOW. 
Documentation contained in the file must represent the most recent version. If the most up-to-date 
version is not provided, the Evaluator will notify the Project Authority and record it in the QM Action Form 
(refer to Attachment 2 to the QM Process) as part of the non-conformance process. 

In some instances, the Project Authority may request the Contractor to submit a file related to an on-going 
transaction.  In these circumstances, the Project Authority will give a five (5) working days notice to the 
Contractor to submit the file as described above. However, the Contractor may request a delay/extension 
so as not to impede on active lease negotiations.

QM observed non-conformances

Upon request by the Project Authority, the Evaluator will identify the non-conformances, document these 
on the Quality Monitoring Action Form and submit the latter to the Contractor. The Project Authority may 
require the Contractor to attend a meeting to review the findings and overall conclusions of the 
evaluation, clarify any issues the Contractor may have with the findings and confirm the next steps. A 
follow-up meeting may take place once all non-conformances have been addressed.

At review completion, the Contractor must sign and return the Quality Monitoring Action Form as 
instructed by the Project Authority.  By signing this form, the Contractor acknowledges receipt of the non-
conformances and indicates its understanding of the findings.

All non-conformances must be addressed by the Contractor, to the Project Authority, within five (5) 
working days following receipt of the QM action form.  

If the Contractor is unable to address any or all of the non-conformances within the allocated timeframe, 
the Contractor must submit an estimated completion date to the Project Authority.  If the Project Authority 
accepts the response to the non-conformances and estimated completion date, the Project Authority will 
notify the Contractor.

The Contractor must resolve all raised non-conformances to the Project Authority’s satisfaction.  Once 
corrections have been completed, the Contractor must notify the Project Authority for review and 
closeout.  



Solicitation No. - N° de l'invitation Amd. No. - N° de la modif. Buyer ID - Id de l'acheteur 
EP157-140570/A  419ZG 
   

Client Ref. No. - N° de réf. du client File No. - N° du dossier CCC No. /N° CCC - FMS No./N° VME 
EP157-140570 402ZG. EP157-140570  

                            
 

 Page 71 

ATTACHMENT 1 TO THE QUALITY MONITORING PROCESS

Quality Monitoring Checklist

Lease or Commercial Letting Project File #:
Evaluator’s name:
Date of Evaluation:
File open by Contractor on:
File closed by Contractor on:

5.1  Office Leasing Services 
Targets Compliant Non-Compliant N/A
Negotiated Effective Rental Rate
Lease Term
Square Meters
Location vs. Client Boundary requirements
Associated documents provided by PWGSC for the lease 
project file.

On File Not on File N/A

Lease Project Approval Form
Investment Analysis Report
RPIB Minutes, Record of Decisions 
PWGSC’s Target Rental Rate
Title Search
Building Performance Report
Lease Compliance Report
Building Lessor’s Operational Costs
DM to DM Letter
Memo to Minister
Cleaning Specifications
Tenant Requirements
Space Requirement Package
Acceptance Confirmation Document from Client
Space Measurement Report
Signed Lease by PWGSC and Lessor
Associated documents prepared by the Contractor and 
required in the lease project file

Compliant
and on File

Non-Compliant
or Not on File

N/A

Draft and Signed Offer 
Recommendation Report
Total Consideration Report
Letter of Award
Memorandum (Memo to Pay)
Letter of Execution
Confirmation of delivery of insurance certificate to Property and 
Facilities Manager
Letter of Duly Executed Lease
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Lease Registration Letter to Legal Services (for leases longer 
than 3 years)
Notice of Lease Registration
Letter Informing Lessor of Registration
Offer Discrepancy Description
Options and Solutions Report
Offer Summary Report
Negotiation Strategy
Lease Information Sheet (Stage 6)
Approved Activity Schedule
Draft Lease Document
Final Lease Document
Other
File in Chronological Order 
Proper Clauses Retained and Deleted

5.2 Commercial Letting Services
Associated documents provided by PWGSC for the 
commercial letting project file.

On File Not on File N/A

Building Address & Location of Premises
Floor plan & Size of Premises
Status of Premises (leased or vacant)
Copy of current third party letting agreement 
Name and phone number of current tenant 
Letting Offer document
Target Rental Rate
Letting Control Sheet
Associated documents prepared by the Contractor and 
required in the commercial letting project file

Compliant
and on File

Non-Compliant
or Not on File

N/A

Approved Activity Schedule
Written evaluation and assessment of performance and 
merchandising capabilities.
Rate negotiated  as per PWGSC target
Written evaluation of third party proposal
Report on terms and conditions negotiated with existing and 
potential tenant
Written assessment of the offers including recommendations
Analysis Report of Investment Costs and anticipated future 
benefits including risk
PWGSC justification form
Draft letting agreement
Final letting agreement
Report of issues of ownership, liability, security and insurance
Lease registration letter to Legal Services

Notice of Letting Agreement registration
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Letter informing Lessee of registration

Completed by:
                                                                                                             
Evaluator’s Name Signature Date

Approved by:                                                                                                                        
Project Authority’s Name Signature Date
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ATTACHMENT 2 TO THE QUALITY MONITORING PROCESS

Quality Monitoring Action Form

Date:
Lease or Commercial Letting Project File #:

Quality Monitoring Action Form
Process / Service identified as a non-conformance:

Description of Findings:

Quality Monitoring Action Form
Process / Service identified as a non-conformance:

Description of Findings:

Completed 
by:

Evaluator’s Name Signature Date

Approved 
by:

Project Authority Signature Date

I understand the findings described above,

Contractor Signature Date
(Name, title, and signature of individual authorized to sign on behalf of the Contractor)
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ANNEX B

BASIS OF PAYMENT

A- Contract Period 

1.0 During the period of the Contract, the Contractor will be paid as specified below, for Work 
performed in accordance with the Contract.  

2.0 LABOUR

2.1- COMMISSION FEES FOR LEASE SERVICES:

2.1.1 Office lease acquisitions

For all work leading to and resulting in the signing of a lease for office space, as outlined in 
clause 5.1.9 of Annex A — Statement of Work (SOW), the Contractor will be paid a commission 
fee which will be calculated based on the applicable rate out of the forty all-inclusive fixed 
commission rates per rentable6 square metre (m2r) provided in Table 1 below.  

Table 1: Firm all-inclusive fixed commission rates per m2r

Rentable 
Lease Area 

Ranges  
(m2r)

Duration of Lease in years

1 2 3 4 5 6 7 8 9 10

1-500
501-1,000

1,001-1,500
1,501-2,000

Estimated cost for office space lease acquisitions:    $ (to insert at Contract award)

Parking spaces are not included in the calculation of rentable areas. For leases with a partial year 
term, commission fees for the partial year period will be pro-rated on a monthly basis, using the 
difference between the full year commission rate and the following year rate. Option years will not 
be considered for remuneration. 

For example, if we consider a 1,000 m2r lease with term of 5 years and 3 months.  If the 
commission rates are $35.00 for 5 year term and $40.00 for 6 year term, the commission fees will 
be calculated as follows:

6
For definition of «rentable» area, please refer to http://www.tpsgc-pwgsc.gc.ca/biens-property/lctn-ls/annx-schdl-b-eng.html.
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($35.00 X 1,000 m2r) +(($40.00 - $35.00) X 1,000 m2r / 12) x 3 months = $35,000 + $1,250 = 
$36,250

The same rationale applies to clause 2.1.2 below.

2.1.2 Commercial letting services

For all work leading to and resulting in the signing of a commercial letting agreement, as outlined 
in clause 5.2.7 of the SOW, the Contractor will be paid a commission fee which will be calculated 
based on the applicable rate out of twenty all-inclusive fixed commission rates per m2r provided in 
Table 2 below. 

Table 2: Firm all-inclusive fixed commission rates per m2r

Rentable 
Lease Area 

Ranges  
(m2r)

Duration of Lease (Years)

1 2 3 4 5 6 7 8 9 10
1-500

501-1,000

Estimated cost for commercial letting services:                $      (to insert at Contract award)

2.1.3 Conditions of payment for the work

2.1.3.1 Canada will pay the Contractor 100% of the all-inclusive commission fee calculated 
based on the applicable rate set out in Table 1 or Table 2 if Canada signs a lease for 
office space pursuant to clause 5.1.9 or a commercial letting agreement under clause 
5.2.7, of the SOW that meets all the requirements agreed to in the initial TA.

2.1.3.2 If the Contractor, at any stage, proposes an amendment to the requirements agreed to in 
the initial TA or presents to Canada a signed offer containing a proposed amendment 
related to any of the items listed below:

a) an effective rental rate higher than the target rental rate, for office space;
b) an effective rental rate lower than the target rental rate, for commercial 

letting;
c) the lease term and/or options to extend;
d) the lease commencement date;
e) the geographical boundaries;
f) the amount of rentable square meters to be leased and/or number of 

parking spaces;
g) the type of lease or letting agreement; and
h) the base building standards

the Technical Authority may accept or reject the proposed amendment.

If the Technical Authority accepts the proposed amendment by issuing an amended TA, 
Canada will pay the Contractor 75% of the commission fee calculated based on the 
applicable rate set out in Table 1 or Table 2 if Canada signs a lease for office space 
pursuant to clause 5.1.9 or a commercial letting agreement under clause 5.2.7.
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2.2 FEES FOR LEASE ADVISORY/CONSULTANCY SERVICES IN SUPPORT OF 
LEASE/COMMERCIAL LETTING OPERATIONS:

The Contractor will be paid one firm all-inclusive fixed daily rate for the provision of all lease 
advisory/consultancy work and services as follows:

Table 3: Firm all-inclusive daily rate

SERVICES FIRM ALL INCLUSIVE DAILY 
RATE $

ESTIMATED 
LEVEL OF 
EFFORT

ESTIMATED 
SERVICES 
AMOUNT

Lease advisory/ 
consultancy work

(To be inserted at Contract 
award)

(To be inserted 
at Contract 

award)

$(To be 
inserted at 
Contract 
award)

Estimated cost for Lease advisory/consultancy services $(to insert at 
Contract award)

For the purpose of this Contract, a day is defined as 7.5 hours of work, exclusive of meal breaks.  
Payment will be made for days actually worked, with no provision for annual leave, statutory 
holidays and sick leave. If time worked is more or less than a day, the fixed daily rate must be 
prorated to reflect the actual time worked.

Total Estimated Labour Cost: $________________ (To be inserted at Contract award)

3.0 Total Estimated Cost to a Limitation of Expenditure:   $ __________ (Amount to be 
Inserted at contract award). 

With the exception of the firm all inclusive commission rates per rentable square meter and daily rate,
specified above, the amounts shown in this section of the annex are estimates only.  Minor changes to 
these estimates will be accepted for billing purposes as the Work proceeds, provided that these changes 
have the prior approval of the Technical Authority, and provided that the total estimated cost of the 
Contract does not exceed the aforementioned Limitation of Expenditure.

4.0 Total Estimated Cost of GST or HST

The estimated GST or HST of $_________________ is included in the total estimated cost shown on 
page 1 of this Contract (Amount to be Inserted at contract award).
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ANNEX C

SECURITY REQUIREMENTS CHECK LIST

See attached document
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C
on

tra
ct

or
m

an
ag

es
 in

fo
rm

at
io

n 
sy

st
em

 a
cc

ou
nt

s,
 in

cl
ud

in
g 

no
tif

yi
ng

 a
cc

ou
nt

 m
an

ag
er

s 
w

he
n 

te
m

po
ra

ry
 a

cc
ou

nt
s 

ar
e 

no
 

lo
ng

er
 re

qu
ire

d 
an

d 
w

he
n 

in
fo

rm
at

io
n 

sy
st

em
 u

se
rs

 a
re

 
te

rm
in

at
ed

, t
ra

ns
fe

rr
ed

, o
r i

nf
or

m
at

io
n 

sy
st

em
 u

sa
ge

 o
r n

ee
d-

to
-

kn
ow

/n
ee

d-
to

-s
ha

re
 c

ha
ng

es
.

(H
)

Th
e

C
on

tra
ct

or
m

an
ag

es
 in

fo
rm

at
io

n 
sy

st
em

 a
cc

ou
nt

s,
 in

cl
ud

in
g 

de
ac

tiv
at

in
g:

 
(i)

te
m

po
ra

ry
 a

cc
ou

nt
s 

th
at

 a
re

 n
o 

lo
ng

er
 re

qu
ire

d;
 a

nd
 

(ii
)

ac
co

un
ts

 o
f t

er
m

in
at

ed
 o

r t
ra

ns
fe

rr
ed

 u
se

rs
.

(I)
Th

e 
C

on
tra

ct
or

m
an

ag
es

 in
fo

rm
at

io
n 

sy
st

em
 a

cc
ou

nt
s,

 in
cl

ud
in

g 
gr

an
tin

g 
ac

ce
ss

 to
 th

e 
sy

st
em

 b
as

ed
 o

n:
 

(i)
a 

va
lid

 a
cc

es
s 

au
th

or
iz

at
io

n;
 

(ii
)

in
te

nd
ed

 s
ys

te
m

 u
sa

ge
; a

nd
 

(ii
i)

ot
he

r a
ttr

ib
ut

es
 a

s 
re

qu
ire

d 
by

 th
e 

C
on

tra
ct

or
or

 
as

so
ci

at
ed

 m
is

si
on

s/
bu

si
ne

ss
 fu

nc
tio

ns
.

(C
E1

)T
he

 C
on

tra
ct

or
em

pl
oy

s 
au

to
m

at
ed

 m
ec

ha
ni

sm
s 

to
 s

up
po

rt 
th

e 
m

an
ag

em
en

t o
f i

nf
or

m
at

io
n 

sy
st

em
 a

cc
ou

nt
s.

A
C

-3
 A

C
C

ES
S 

EN
FO

R
C

EM
EN

T
(A

)
Th

e 
in

fo
rm

at
io

n 
sy

st
em

 e
nf

or
ce

s 
ap

pr
ov

ed
 a

ut
ho

riz
at

io
ns

 fo
r 

lo
gi

ca
l a

cc
es

s 
to

 th
e 

sy
st

em
 in

 a
cc

or
da

nc
e 

w
ith

 a
pp

lic
ab

le
 p

ol
ic

y.
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A
C

-4
 IN

FO
R

M
AT

IO
N

 F
LO

W
 E

N
FO

R
C

EM
EN

T
(A

)
Th

e 
in

fo
rm

at
io

n 
sy

st
em

 e
nf

or
ce

s 
ap

pr
ov

ed
 a

ut
ho

riz
at

io
ns

 fo
r 

co
nt

ro
lli

ng
 th

e 
flo

w
 o

f i
nf

or
m

at
io

n 
w

ith
in

 th
e 

sy
st

em
 a

nd
 b

et
w

ee
n 

in
te

rc
on

ne
ct

ed
 s

ys
te

m
s 

in
 a

cc
or

da
nc

e 
w

ith
 a

pp
lic

ab
le

 p
ol

ic
y.

A
C

-5
SE

PA
R

A
TI

O
N

 O
F 

D
U

TI
ES

(A
)

Th
e 

C
on

tra
ct

or
se

pa
ra

te
s 

du
tie

s 
of

 in
di

vi
du

al
s 

as
 n

ec
es

sa
ry

, t
o 

pr
ev

en
t m

al
ev

ol
en

t a
ct

iv
ity

 w
ith

ou
t c

ol
lu

si
on

.
(B

)
Th

e 
C

on
tra

ct
or

do
cu

m
en

ts
 s

ep
ar

at
io

n 
of

 d
ut

ie
s.

(C
)

Th
e 

C
on

tra
ct

or
im

pl
em

en
ts

 s
ep

ar
at

io
n 

of
 d

ut
ie

s 
th

ro
ug

h 
as

si
gn

ed
 

in
fo

rm
at

io
n 

sy
st

em
 a

cc
es

s 
au

th
or

iz
at

io
ns

.
A

C
-6

 L
EA

ST
 P

R
IV

IL
EG

E
Th

e 
C

on
tra

ct
or

em
pl

oy
s 

th
e 

co
nc

ep
t o

f l
ea

st
 p

riv
ile

ge
, a

llo
w

in
g 

on
ly

 
au

th
or

iz
ed

 a
cc

es
se

s 
fo

r u
se

rs
 (a

nd
 p

ro
ce

ss
es

 a
ct

in
g 

on
 b

eh
al

f o
f 

us
er

s)
 w

hi
ch

 a
re

 n
ec

es
sa

ry
 to

 a
cc

om
pl

is
h 

as
si

gn
ed

 ta
sk

s 
in

 
ac

co
rd

an
ce

 w
ith

 o
rg

an
iz

at
io

na
l m

is
si

on
s 

an
d 

bu
si

ne
ss

 fu
nc

tio
ns

.
(C

E1
)

Th
e 

C
on

tra
ct

or
ex

pl
ic

itl
y 

au
th

or
iz

es
 a

cc
es

s 
to

C
an

ad
a’

s 
in

fo
rm

at
io

n 
to

 o
nl

y 
th

os
e 

w
ith

 th
e 

ap
pr

op
re

ia
te

 s
ec

ur
ity

 c
le

ar
an

ce
 

an
d 

a 
ne

ed
 to

 k
no

w
.

A
C

-8
 S

YS
TE

M
 U

SE
 N

O
TI

FI
C

AT
IO

N
(C

)
Th

e 
in

fo
rm

at
io

n 
sy

st
em

, f
or

 p
ub

lic
ly

 a
cc

es
si

bl
e 

sy
st

em
s:

 

(i)
di

sp
la

ys
 th

e 
sy

st
em

 u
se

 in
fo

rm
at

io
n 

w
he

n 
ap

pr
op

ria
te

, 
be

fo
re

 g
ra

nt
in

g 
fu

rth
er

 a
cc

es
s;

(ii
)

di
sp

la
ys

 re
fe

re
nc

es
, i

f a
ny

, t
o 

m
on

ito
rin

g,
 re

co
rd

in
g,

 o
r 

au
di

tin
g 

th
at

 a
re

 c
on

si
st

en
t w

ith
 p

riv
ac

y 
ac

co
m

m
od

at
io

ns
 fo

r 
su

ch
 s

ys
te

m
s 

th
at

 g
en

er
al

ly
 p

ro
hi

bi
t t

ho
se

 a
ct

iv
iti

es
; a

nd
(ii

i)
in

cl
ud

es
 in

 th
e 

no
tic

e 
gi

ve
n 

to
 p

ub
lic

 u
se

rs
 o

f t
he

 in
fo

rm
at

io
n 

sy
st

em
, a

 d
es

cr
ip

tio
n 

of
 th

e 
au

th
or

iz
ed

 u
se

s 
of

 th
e 

sy
st

em
.

(C
E1

)T
he

 C
on

tra
ct

or
pe

rm
its

 a
ct

io
ns

 to
 b

e 
pe

rfo
rm

ed
 w

ith
ou

t 
id

en
tif

ic
at

io
n 

an
d 

au
th

en
tic

at
io

n 
on

ly
 to

 th
e 

ex
te

nt
 n

ec
es

sa
ry

 to
 

ac
co

m
pl

is
h 

m
is

si
on

/b
us

in
es

s 
ob

je
ct

iv
es

.

A
C

-1
7

R
EM

O
TE

 A
C

C
ES

S
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C
on

tr
ol

s
D

es
cr

ip
tio

n
Va

lid
at

io
n

Su
pp

or
tin

g 
Ev

id
en

ce
 / 

C
om

pe
ns

at
in

g 
Sa

fe
gu

ar
d

(A
)

Th
e 

C
on

tra
ct

or
do

cu
m

en
ts

 a
llo

w
ed

 m
et

ho
ds

 o
f r

em
ot

e 
ac

ce
ss

 to
 

th
e 

in
fo

rm
at

io
n 

sy
st

em
.

(B
)

Th
e 

C
on

tra
ct

or
es

ta
bl

is
he

s 
us

ag
e 

re
st

ric
tio

ns
 a

nd
 im

pl
em

en
ta

tio
n 

gu
id

an
ce

 fo
r e

ac
h 

al
lo

w
ed

 re
m

ot
e 

ac
ce

ss
 m

et
ho

d.
(C

)
Th

e 
C

on
tra

ct
or

au
th

or
iz

es
 re

m
ot

e 
ac

ce
ss

 to
 th

e 
in

fo
rm

at
io

n 
sy

st
em

 p
rio

r t
o 

co
nn

ec
tio

n.
(D

)
Th

e 
C

on
tra

ct
or

en
fo

rc
es

 re
qu

ire
m

en
ts

 fo
r r

em
ot

e 
co

nn
ec

tio
ns

 to
 

th
e 

in
fo

rm
at

io
n 

sy
st

em
.

(C
E6

) T
he

 C
on

tra
ct

or
en

su
re

s 
th

at
 u

se
rs

 p
ro

te
ct

 in
fo

rm
at

io
n 

ab
ou

t 
re

m
ot

e 
ac

ce
ss

 m
ec

ha
ni

sm
s 

fro
m

 u
na

ut
ho

riz
ed

 u
se

 a
nd

 
di

sc
lo

su
re

.

A
C

-1
8 

W
IR

EL
ES

S 
A

C
C

ES
S

(C
E4

)T
he

 C
on

tra
ct

or
do

es
 n

ot
 a

llo
w

 u
se

rs
 to

 in
de

pe
nd

en
tly

 c
on

fig
ur

e 
w

ire
le

ss
 n

et
w

or
ki

ng
 c

ap
ab

ili
tie

s.
A

C
-2

0 
U

SE
 O

F 
EX

TE
R

N
A

L 
IN

FO
R

M
AT

IO
N

 S
YS

TE
M

S
(A

)
Th

e 
C

on
tra

ct
or

es
ta

bl
is

he
s 

te
rm

s 
an

d 
co

nd
iti

on
s,

 c
on

si
st

en
t w

ith
 

an
y 

tru
st

 re
la

tio
ns

hi
ps

 e
st

ab
lis

he
d 

w
ith

 o
th

er
 o

rg
an

iz
at

io
ns

 
ow

ni
ng

, o
pe

ra
tin

g,
 a

nd
/o

r m
ai

nt
ai

ni
ng

 e
xt

er
na

l i
nf

or
m

at
io

n 
sy

st
em

s,
 a

llo
w

in
g 

au
th

or
iz

ed
 in

di
vi

du
al

s 
to

 a
cc

es
s 

th
e 

in
fo

rm
at

io
n 

sy
st

em
 fr

om
 th

e 
ex

te
rn

al
 in

fo
rm

at
io

n 
sy

st
em

s.
(B

)
Th

e 
C

on
tra

ct
or

es
ta

bl
is

he
s 

te
rm

s 
an

d 
co

nd
iti

on
s,

 c
on

si
st

en
t 

w
ith

 a
ny

 tr
us

t r
el

at
io

ns
hi

ps
 e

st
ab

lis
he

d 
w

ith
 o

th
er

 o
rg

an
iz

at
io

ns
 

ow
ni

ng
, o

pe
ra

tin
g,

 a
nd

/o
r m

ai
nt

ai
ni

ng
 e

xt
er

na
l i

nf
or

m
at

io
n 

sy
st

em
s,

 a
llo

w
in

g 
au

th
or

iz
ed

 in
di

vi
du

al
s 

to
 p

ro
ce

ss
, s

to
re

, 
an

d/
or

 tr
an

sm
it 

or
ga

ni
za

tio
n-

co
nt

ro
lle

d 
in

fo
rm

at
io

n 
us

in
g 

th
e 

ex
te

rn
al

 in
fo

rm
at

io
n 

sy
st

em
s.

(C
E2

)T
he

 C
on

tra
ct

or
lim

its
 th

e 
us

e 
of

 o
rg

an
iz

at
io

n-
co

nt
ro

lle
d 

po
rta

bl
e 

st
or

ag
e 

m
ed

ia
 b

y 
au

th
or

iz
ed

 in
di

vi
du

al
s 

on
 e

xt
er

na
l i

nf
or

m
at

io
n 

sy
st

em
s.

IA
-2

 ID
EN

TI
FI

C
AT

IO
N

 A
N

D
 A

U
TH

EN
TI

C
AT

IO
N

(O
R

G
A

N
IZ

AT
IO

N
A

L 
U

SE
R

S)
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in

g 
Sa

fe
gu

ar
d

(A
)

Th
e 

in
fo

rm
at

io
n 

sy
st

em
 u

ni
qu

el
y 

id
en

tif
ie

s 
an

d 
au

th
en

tic
at

es
 

or
ga

ni
za

tio
na

l u
se

rs
 (o

r p
ro

ce
ss

es
 a

ct
in

g 
on

 b
eh

al
f o

f 
or

ga
ni

za
tio

na
l u

se
rs

).
IA

-4
 ID

EN
TI

FI
ER

 M
A

N
A

G
EM

EN
T

(A
)

Th
e 

C
on

tra
ct

or
m

an
ag

es
 in

fo
rm

at
io

n 
sy

st
em

 id
en

tif
ie

rs
 fo

r u
se

rs
 

an
d 

de
vi

ce
s 

by
 re

ce
iv

in
g 

au
th

or
iz

at
io

n 
fro

m
 a

 d
es

ig
na

te
d 

or
ga

ni
za

tio
na

l o
ffi

ci
al

 to
 a

ss
ig

n 
a 

us
er

 o
r d

ev
ic

e 
id

en
tif

ie
r.

(B
)

Th
e 

C
on

tra
ct

or
m

an
ag

es
 in

fo
rm

at
io

n 
sy

st
em

 id
en

tif
ie

rs
 fo

r u
se

rs
 

an
d 

de
vi

ce
s 

by
 s

el
ec

tin
g 

an
 id

en
tif

ie
r t

ha
t u

ni
qu

el
y 

id
en

tif
ie

s 
an

 
in

di
vi

du
al

 o
r d

ev
ic

e.
(C

)
Th

e 
C

on
tra

ct
or

m
an

ag
es

 in
fo

rm
at

io
n 

sy
st

em
 id

en
tif

ie
rs

 fo
r u

se
rs

 
an

d 
de

vi
ce

s 
by

 a
ss

ig
ni

ng
 th

e 
us

er
 id

en
tif

ie
r t

o 
th

e 
in

te
nd

ed
 p

ar
ty

 
or

 th
e 

de
vi

ce
 id

en
tif

ie
r t

o 
th

e 
in

te
nd

ed
 d

ev
ic

e.
(C

E4
)T

he
 C

on
tra

ct
or

m
an

ag
es

 u
se

r i
de

nt
ifi

er
s 

by
 u

ni
qu

el
y 

id
en

tif
yi

ng
 

th
e 

us
er

 a
s 

ei
th

er
, e

m
pl

oy
ee

, c
on

tra
ct

or
, f

or
gi

en
 n

at
io

na
l, 

et
c.

M
P-

3 
M

ED
IA

 M
A

R
K

IN
G

(A
)

Th
e 

C
on

tra
ct

or
m

ar
ks

, i
n 

ac
co

rd
an

ce
 w

ith
 o

rg
an

iz
at

io
na

l p
ol

ic
ie

s 
an

d 
pr

oc
ed

ur
es

, r
em

ov
ab

le
 in

fo
rm

at
io

n 
sy

st
em

 m
ed

ia
 a

nd
 

in
fo

rm
at

io
n 

sy
st

em
 o

ut
pu

t i
nd

ic
at

in
g 

th
e 

di
st

rib
ut

io
n 

lim
ita

tio
ns

, 
ha

nd
lin

g 
ca

ve
at

s,
 a

nd
 a

pp
lic

ab
le

 s
ec

ur
ity

 m
ar

ki
ng

s 
(if

 a
ny

) o
f t

he
 

in
fo

rm
at

io
n.

M
P-

4 
M

ED
IA

 S
TO

R
AG

E
(A

)
Th

e 
C

on
tra

ct
or

ph
ys

ic
al

ly
 c
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or
ga

ni
za

tio
n-

de
fin

ed
 ty

pe
s 

of
 d
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ed
 c
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tro
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C
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t 
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de
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al
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 p
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 m
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 o
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es
.
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ip
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Va
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Su
pp

or
tin

g 
Ev

id
en

ce
 / 

C
om

pe
ns

at
in

g 
Sa

fe
gu

ar
d

(A
)

Th
e 

C
on

tra
ct

or
sa

ni
tiz

es
 in

fo
rm

at
io

n 
sy

st
em

 m
ed

ia
, b

ot
h 

di
gi

ta
l 

an
d 

no
n-

di
gi

ta
l, 

pr
io

r t
o 

di
sp

os
al

, r
el

ea
se

 o
ut

 o
f o

rg
an

iz
at

io
na

l 
co

nt
ro

l, 
or

 re
le

as
e 

fo
r r

eu
se

.
(B

)
Th

e 
C

on
tra

ct
or

em
pl

oy
s 

sa
ni

tiz
at

io
n 

m
ec

ha
ni

sm
s 

w
ith

 s
tre

ng
th

 
an

d 
in

te
gr

ity
 c

om
m

en
su

ra
te

 w
ith

 th
e 

cl
as

si
fic

at
io

n 
or

 s
en

si
tiv

ity
 o

f 
th

e 
in

fo
rm

at
io

n.
(C

E1
)T

he
 C

on
tra

ct
or

tra
ck

s,
 d

oc
um

en
ts

, a
nd

 v
er

ifi
es

 m
ed

ia
 s

an
iti

za
tio

n 
an

d 
di

sp
os

al
 a

ct
io

ns
.

(C
E2

)T
he

 C
on

tra
ct

or
te

st
s 

sa
ni

tiz
at

io
n 

eq
ui

pm
en

t a
nd

 p
ro

ce
du

re
s 

to
 

ve
rif

y 
co

rr
ec

t p
er

fo
rm

an
ce

 [A
ss

ig
nm

en
t: 

or
ga

ni
za

tio
n-

de
fin

ed
 

fre
qu

en
cy

].
(C

E4
)T

he
 C

on
tra

ct
or

sa
ni

tiz
es

 in
fo

rm
at

io
n 

sy
st

em
 m

ed
ia

 c
on

ta
in

in
g 

se
ns

iti
ve

 in
fo

rm
at

io
n 

in
 a

cc
or

da
nc

e 
w

ith
 a

pp
lic

ab
le

 G
C

 p
ol

ic
ie

s,
 

st
an

da
rd

s,
 a

nd
 p

ro
ce

du
re

s.
(C

E6
)T

he
 C

on
tra

ct
or

de
st

ro
ys

 in
fo

rm
at

io
n 

sy
st

em
 m

ed
ia

 th
at

 c
an

no
t b

e 
sa

ni
tiz

ed
.
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R
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e 
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, d
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se
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 re
vi
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up
da

te
s 
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, d
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en
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se
cu

rit
y 
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an
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ng

 p
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y 
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 a
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pu
rp

os
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 s
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t c
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at
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(A
)

Th
e 

C
on

tra
ct

or
de

ve
lo

ps
 a

 s
ec

ur
ity

 p
la

n 
fo

r t
he

in
fo

rm
at

io
n 

sy
st

em
 th

at
:  

(a
)

Is
 c

on
si

st
en

t w
ith

 th
e 

C
on

tra
ct

or
’s

en
te

rp
ris

e 
ar

ch
ite

ct
ur

e;
  

(b
)

Ex
pl

ic
itl

y 
de

fin
es

 th
e 

au
th

or
iz

at
io

n
bo

un
da

ry
 fo

r t
he

 
sy

st
em

;  
(c

)
D

es
cr

ib
es

 th
e 

op
er

at
io

na
l c

on
te

xt
 o

f t
he

 in
fo

rm
at

io
n 

sy
st

em
 in

 te
rm

s 
of

 m
is

si
on

s 
an

d 
bu

si
ne

ss
 p

ro
ce

ss
es

;  
(d

)
Pr

ov
id

es
 th

e 
se

cu
rit

y 
ca

te
go

riz
at

io
n 

of
 th

e 
in

fo
rm

at
io

n 
sy

st
em

 in
cl

ud
in

g 
su

pp
or

tin
g 

ra
tio

na
le

;  
(e

)
D

es
cr

ib
es

 th
e 

op
er

at
io

na
l e

nv
iro

nm
en

t f
or

 th
e 

in
fo

rm
at

io
n

sy
st

em
;  

(f)
D

es
cr

ib
es

 re
la

tio
ns

hi
ps

 w
ith

 o
r c

on
ne

ct
io

ns
 to

 o
th

er
 

in
fo

rm
at

io
n 

sy
st

em
s;

  
(g

)
Pr

ov
id

es
 a

n 
ov

er
vi

ew
 o

f t
he

 s
ec

ur
ity

 c
on

tro
l r

eq
ui

re
m

en
ts

 
fo

r t
he

 s
ys

te
m

;  
(h

)
D

es
cr

ib
es

 th
e 

se
cu

rit
y 

co
nt

ro
ls

 in
 p

la
ce

 o
r p

la
nn

ed
 fo

r 
m

ee
tin

g 
th

os
e 
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ire
m

en
ts

 in
cl

ud
in

g 
a 

ra
tio

na
le
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r t

he
 

ta
ilo

rin
g 

an
d 

su
pp

le
m

en
ta

tio
n 

de
ci

si
on

s;
 a

nd
 

(i)
Is

 re
vi

ew
ed

 a
nd

 a
pp

ro
ve

d 
by

 th
e 

au
th

or
iz

in
g 

of
fic

ia
l o
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de
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ed

 re
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en

ta
tiv

e 
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r t

o 
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 im

pl
em

en
ta

tio
n.

(B
)

Th
e 

C
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tra
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up

da
te

s 
th

e 
pl

an
 to

 a
dd
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ss

 c
ha

ng
es

 to
 th
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n 
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st
em

/e
nv

iro
nm

en
t o

f o
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 p
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n 

or
 s

ec
ur

ity
 c

on
tro
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(C
E1

)T
he

 C
on

tra
ct

or
:

(a
)

D
ev

el
op

s 
a 

se
cu

rit
y 

C
on

ce
pt

 o
f O

pe
ra

tio
ns

 (C
O

N
O

P
S

) f
or

 th
e 

in
fo

rm
at

io
n 

sy
st

em
 c

on
ta

in
in

g,
 a

t a
 m

in
im

um
: 

(i)
th

e 
pu

rp
os

e 
of

 th
e 

sy
st

em
;

(ii
)

a 
de

sc
rip

tio
n 

of
 th

e 
sy

st
em

 a
rc

hi
te

ct
ur

e;
(ii

i)
th

e 
se

cu
rit

y 
au

th
or

iz
at

io
n 

sc
he

du
le

; a
nd

(iv
)

th
e 

se
cu

rit
y 

ca
te

go
riz

at
io

n 
an

d 
as

so
ci

at
ed

 fa
ct

or
s 

co
ns

id
er

ed
 in

 d
et

er
m

in
in

g 
th

e 
ca

te
go

riz
at

io
n;

 a
nd

  

(b
)

R
ev

ie
w

s 
an

d 
up

da
te

s 
th

e 
C

O
N

O
PS

 a
nn

ua
lly

.
(C

E2
)T

he
 C

on
tra

ct
or

de
ve

lo
ps

 a
 fu

nc
tio

na
l a

rc
hi

te
ct

ur
e 

fo
r t

he
 

in
fo

rm
at

io
n 

sy
st

em
 th

at
 id

en
tif

ie
s 

an
d 

m
ai

nt
ai

ns
: 

(a
)

Ex
te

rn
al

 in
te

rfa
ce

s,
 th

e 
in

fo
rm

at
io

n 
be

in
g 

ex
ch

an
ge

d 
ac

ro
ss

 th
e 

in
te

rfa
ce

s,
 a

nd
 th

e 
pr

ot
ec

tio
n 

m
ec

ha
ni

sm
s 

as
so

ci
at

ed
 w

ith
 e

ac
h 

in
te

rfa
ce

;  
(b

)
U

se
r r

ol
es

 a
nd

 th
e 

ac
ce

ss
 p

riv
ile

ge
s 

as
si

gn
ed

 to
 e

ac
h 

ro
le

;
(c

)
U

ni
qu

e 
se

cu
rit

y 
co

nt
ro

l r
eq

ui
re

m
en

ts
;

(d
)

Ty
pe

s 
of

 in
fo

rm
at

io
n 

pr
oc

es
se

d,
 s

to
re

d,
 o

r t
ra

ns
m

itt
ed

 b
y 

th
e 

in
fo

rm
at

io
n 

sy
st

em
 a

nd
 a

ny
 s

pe
ci

fic
 p

ro
te

ct
io

n 
ne

ed
s 

in
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co

rd
an

ce
 w
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pp
lic
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le

 G
C

 le
gi

sl
at
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n 

an
d 
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S

 p
ol

ic
ie

s,
di

re
ct

iv
es

 a
nd

 s
ta

nd
ar

ds
; a

nd
(e

)
R

es
to

ra
tio

n 
pr

io
rit

y 
of

 in
fo

rm
at

io
n 

or
 in
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rm

at
io

n 
sy
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se

rv
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O
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B
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A
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O
U

R
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)
Th
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 ru
le
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 d
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cr
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e 
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si
bi

lit
ie
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an

d 
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ed
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av

io
ur

 w
ith

 re
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 to
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rm
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n 

an
d 

in
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rm
at

io
n 

sy
st

em
 u

sa
ge

.
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(A
)

Th
e 

C
on

tra
ct

or
pl

an
s 

an
d 

co
or

di
na

te
s 

se
cu

rit
y-

re
la

te
d 

ac
tiv

iti
es

 
af

fe
ct

in
g 

th
e 

in
fo

rm
at

io
n 

sy
st

em
 b

ef
or

e 
co

nd
uc

tin
g 

su
ch

 a
ct

iv
iti

es
 

in
 o

rd
er

 to
 re

du
ce

 th
e 

im
pa

ct
 o

n 
or

ga
ni

za
tio

na
l o

pe
ra

tio
ns

 (i
.e

., 
m

is
si

on
, f

un
ct

io
ns

, i
m

ag
e,

 a
nd

 re
pu

ta
tio

n)
, o

rg
an

iz
at

io
na

l a
ss

et
s,

 
an

d 
in

di
vi

du
al

s.
(B

)
Th

e 
C

on
tra

ct
or

re
ce

iv
es

 s
ig

ne
d 

ac
kn

ow
le

dg
m

en
t f

ro
m

 u
se

rs
 

in
di

ca
tin

g 
th

at
 th

ey
 h

av
e 

re
ad

, u
nd

er
st

an
d,

 a
nd

 a
gr

ee
 to

 a
bi

de
 b

y 
th

e 
ru

le
s 

of
 b

eh
av

io
ur

, b
ef

or
e 

au
th

or
iz

in
g 

ac
ce

ss
 to

 in
fo

rm
at

io
n 

an
d 

th
e 

in
fo

rm
at

io
n 

sy
st

em
.

SA
-3

 L
IF

E 
C

YC
LE

 S
U

PP
O

R
T

(A
)

Th
e 

C
on

tra
ct

or
m

an
ag

es
 th

e 
in

fo
rm

at
io

n 
sy

st
em

 u
si

ng
 a

 s
ys

te
m

 
de

ve
lo

pm
en

t l
ife

 c
yc

le
 m

et
ho

do
lo

gy
 th

at
 in

cl
ud

es
 in

fo
rm

at
io

n 
se

cu
rit

y 
co

ns
id

er
at

io
ns

.
(B

)
Th

e 
C

on
tra

ct
or

de
fin

es
 a

nd
 d

oc
um

en
ts

 in
fo

rm
at

io
n 

sy
st

em
 

se
cu

rit
y 

ro
le

s 
an

d 
re

sp
on

si
bi

lit
ie

s 
th

ro
ug

ho
ut

 th
e 

sy
st

em
 

de
ve

lo
pm

en
t l

ife
 c

yc
le

.
(C

)
Th

e 
C

on
tra

ct
or

id
en

tif
ie

s 
in
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vi
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al
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ha
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 in
fo
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 p
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 m
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 d
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 c

on
fig

ur
at

io
n,

 in
st

al
la

tio
n,

 a
nd

 o
pe

ra
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at
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at
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f d
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N
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R
ES

(A
)

Th
e 

C
on

tra
ct

or
de

ve
lo

ps
, d
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, d
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 p

ur
po

se
, s

co
pe

, r
ol

es
, 

re
sp

on
si

bi
lit

ie
s,

 m
an

ag
em

en
t c

om
m

itm
en

t, 
co

or
di

na
tio

n 
am

on
g 

or
ga

ni
za

tio
na

l e
nt

iti
es

, a
nd

 c
om

pl
ia

nc
e.

IA
-1

 ID
EN

TI
FI

C
AT

IO
N

 A
N

D
 A

U
TH

EN
TI

C
AT

IO
N

 P
O

LI
C

Y 
A

N
D

 
PR

O
C

ED
U

R
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, d
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, d
oc

um
en

te
d 

id
en

tif
ic

at
io

n 
an

d 
au

th
en

tic
at

io
n 

po
lic

y 
th

at
 a

dd
re

ss
es

 p
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t c
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 c
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, d
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, d
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at
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at
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at
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 d
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, c
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 re
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R
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 d
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 c
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 a

gr
ee
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 c
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 d
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l c
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 d
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)
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nd

 d
oc

um
en

ts
 th

e 
us

e 
of

 p
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 c
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 d
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 c
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 C
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 d
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l c
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at
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f d
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f d
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, d
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, d
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 d
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t r
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ns
 o

r p
er

so
nn

el
.
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C
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s
D
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Va

lid
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io
n

Su
pp

or
tin

g 
Ev

id
en

ce
 / 

C
om

pe
ns

at
in

g 
Sa

fe
gu

ar
d

(B
)

Th
e 

C
on

tra
ct

or
en

su
re

s 
th

at
 p

er
so

nn
el

 p
er

fo
rm

in
g 

m
ai

nt
en

an
ce

 
on

 th
e 

in
fo

rm
at

io
n 

sy
st

em
 h

av
e 

re
qu

ire
d 

ac
ce

ss
 a

ut
ho

riz
at

io
ns

 o
r 

de
si

gn
at

es
 o

rg
an

iz
at

io
na

l p
er

so
nn

el
 w

ith
 re

qu
ire

d 
ac

ce
ss

 
au

th
or

iz
at

io
ns

 a
nd

 te
ch

ni
ca

l c
om

pe
te

nc
e 

de
em

ed
 n

ec
es

sa
ry

 to
 

su
pe

rv
is

e 
in

fo
rm

at
io

n 
sy

st
em

 m
ai

nt
en

an
ce

 w
he

n 
m

ai
nt

en
an

ce
 

pe
rs

on
ne

l d
o 

no
t p

os
se

ss
 th

e 
re

qu
ire

d 
ac

ce
ss

 a
ut

ho
riz

at
io

ns
.

(A
)

Th
e 

C
on

tra
ct

or
de

ve
lo

ps
, d

is
se

m
in

at
es

, a
nd

 re
vi

ew
s/

up
da

te
s 

[A
ss

ig
nm

en
t: 

or
ga

ni
za

tio
n-

de
fin

ed
 fr

eq
ue

nc
y]

 a
 fo

rm
al

, 
do

cu
m

en
te

d 
m

ed
ia

 p
ro

te
ct

io
n

po
lic

y 
th

at
 a

dd
re

ss
es

 p
ur

po
se

, 
sc

op
e,

 ro
le

s,
 re

sp
on

si
bi

lit
ie

s,
 m

an
ag

em
en

t c
om

m
itm

en
t, 

co
or

di
na

tio
n 

am
on

g 
or

ga
ni

za
tio

na
l e

nt
iti

es
, a

nd
 c

om
pl

ia
nc

e.
(B

)
Th

e 
C

on
tra

ct
or

de
ve

lo
ps

, d
is

se
m

in
at

es
, a

nd
 re

vi
ew

s/
up

da
te

s 
[A

ss
ig

nm
en

t: 
or

ga
ni

za
tio

n-
de

fin
ed

 fr
eq

ue
nc

y]
 fo

rm
al

, d
oc

um
en

te
d 

pr
oc

ed
ur

es
 to

 fa
ci

lit
at

e 
th

e 
im

pl
em

en
ta

tio
n

of
 th

e 
m

ed
ia

 
pr

ot
ec

tio
n 

po
lic

y 
an

d 
as

so
ci

at
ed

 m
ed

ia
 p

ro
te

ct
io

n 
co

nt
ro

ls
.

(A
)

Th
e 

C
on

tra
ct

or
re

st
ric

ts
 a

cc
es

s 
to

 [A
ss

ig
nm

en
t: 

or
ga

ni
za

tio
n-

de
fin

ed
 ty

pe
s 

of
 d

ig
ita

l a
nd

 n
on

-d
ig

ita
l m

ed
ia

] t
o 

[A
ss

ig
nm

en
t: 

or
ga

ni
za

tio
n-

de
fin

ed
 li

st
 o

f a
ut

ho
riz

ed
 in

di
vi

du
al

s]
 u

si
ng

 
[A

ss
ig

nm
en

t: 
or

ga
ni

za
tio

n-
de

fin
ed

 s
ec

ur
ity

 m
ea

su
re

s]
.

(C
E1

) T
he

 C
on

tra
ct

or
em

pl
oy

s 
au

to
m

at
ed

 m
ec

ha
ni

sm
s 

to
 re

st
ric

t 
ac

ce
ss

 to
 m

ed
ia

 s
to

ra
ge

 a
re

as
 a

nd
 to

 a
ud

it 
ac

ce
ss

 a
tte

m
pt

s 
an

d 
ac

ce
ss

 g
ra

nt
ed

.
M

P-
4 

M
ED

IA
 S

TO
R

AG
E

(A
)

Th
e 

C
on

tra
ct

or
ph

ys
ic

al
ly

 c
on

tro
ls

 a
nd

 s
ec

ur
el

y 
st

or
es

 a
ll

of
 

C
an

ad
as

 in
fo

rm
at

io
n 

ei
th

er
 d

ig
ita

l a
nd

 n
on

-d
ig

ita
l m

ed
ia

w
ith

in
 

ap
pr

ov
ed

co
nt

ro
lle

d 
ar

ea
s 

an
d 

in
 a

cc
or

da
nc

e 
w

ith
 th

e 
R

C
M

P
 G

1-
00

1,
 S

ec
ur

ity
 E

qu
ip

m
en

t G
ui

de
(B

)
Th

e 
C

on
tra

ct
or

ph
ys

ic
al

ly
 p

ro
te

ct
s 

an
d 

se
cu

re
ly

 s
to

re
s 

Pr
ot

ec
te

d 
in

fo
rm

at
io

n 
sy

st
em

 m
ed

ia
 a

w
ai

tin
g 

de
st

ru
ct

io
n 

(e
ith

er
 o

n-
or

 o
ff-

si
te

) u
si

ng
 a

pp
ro

ve
d 

eq
ui

pm
en

t, 
te

ch
ni

qu
es

, a
nd

 p
ro

ce
du

re
s.

M
P-

5 
M

ED
IA

 T
R

A
N

SP
O

R
T
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C
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s
D
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lid
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Su
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g 
Ev

id
en

ce
 / 

C
om

pe
ns

at
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g 
Sa
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d

(A
)

Th
e 

C
on

tra
ct

or
pr

ot
ec

ts
 a

nd
 c

on
tro

ls
 C

an
ad

as
 in

fo
rm

at
io

n 
ei

th
er

 
on

di
gi

ta
l a

nd
 n

on
-d

ig
ita

l m
ed

ia
 d

ur
in

g 
tra

ns
po

rt 
ou

ts
id

e 
of

 
co

nt
ro

lle
d 

ar
ea

s 
in

ac
co

rd
an

ce
 w

ith
 th

e 
TB

S 
O

pe
ra

tio
na

l S
ec

ur
ity

 
St

an
da

rd
 o

n 
Ph

ys
ic

al
 S

ec
ur

ity
 a

nd
 th

e 
R

C
M

P 
G

ui
de

 G
1-

00
9,

 
St

an
da

rd
 fo

r t
he

 T
ra

ns
po

rt 
an

d 
Tr

an
sm

itt
al

 o
f S

en
si

tiv
e 

In
fo

rm
at

io
n 

an
d 

As
se

ts
C

M
-1

C
O

N
FI

G
U

R
AT

IO
N

 M
A

N
A

G
EM

EN
T 

PO
LI

C
Y 

A
N

D
 

PR
O

C
ED

U
R

ES
(A

)
Th

e 
C

on
tra

ct
or

de
ve

lo
ps

, d
is

se
m

in
at

es
, a

nd
 re

vi
ew

s/
up

da
te

s 
an

nu
al

ly
 a

fo
rm

al
, d

oc
um

en
te

d 
co

nf
ig

ur
at

io
n 

m
an

ag
em

en
t p

ol
ic

y 
th

at
 a

dd
re

ss
es

 p
ur

po
se

, s
co

pe
, r

ol
es

, r
es

po
ns

ib
ili

tie
s,

 
m

an
ag

em
en

t c
om

m
itm

en
t, 

co
or

di
na

tio
n 

am
on

g 
or

ga
ni

za
tio

na
l 

en
tit

ie
s,

 a
nd

 c
om

pl
ia

nc
e.

(B
)

Th
e 

C
on

tra
ct

or
de

ve
lo

ps
, d

is
se

m
in

at
es

, a
nd

 re
vi

ew
s/

up
da

te
s 

an
nu

al
ly

 a
 fo

rm
al

 d
oc

um
en

te
d 

pr
oc

ed
ur

e 
to

 fa
ci

lit
at

e 
th

e 
im

pl
em

en
ta

tio
n

of
 th

e 
co

nf
ig

ur
at

io
n 

m
an

ag
em

en
t p

ol
ic

y 
an

d 
as

so
ci

at
ed

 c
on

fig
ur

at
io

n 
m

an
ag

em
en

t c
on

tro
ls

.
IA

-2
 ID

EN
TI

FI
C

AT
IO

N
 A

N
D

 A
U

TH
EN

TI
C

AT
IO

N
 (O

R
G

A
N

IZ
AT

IO
N

A
L 

U
SE

R
S)

(A
)

Th
e 

in
fo

rm
at

io
n 

sy
st

em
 u

ni
qu

el
y 

id
en

tif
ie

s 
an

d 
au

th
en

tic
at

es
 

or
ga

ni
za

tio
na

l u
se

rs
 (o

r p
ro

ce
ss

es
 a

ct
in

g 
on

 b
eh

al
f o

f 
or

ga
ni

za
tio

na
l u

se
rs

).
(C

E8
) T

he
 in

fo
rm

at
io

n 
sy

st
em

 u
se

s 
[A

ss
ig

nm
en

t: 
or

ga
ni

za
tio

n-
de

fin
ed

 
re

pl
ay

-r
es

is
ta

nt
 a

ut
he

nt
ic

at
io

n 
m

ec
ha

ni
sm

s]
 fo

r n
et

w
or

k 
ac

ce
ss

 
to

 p
riv

ile
ge

d 
ac

co
un

ts
.

(C
E9

) T
he

 in
fo

rm
at

io
n 

sy
st

em
 u

se
s 

[A
ss

ig
nm

en
t: 

or
ga

ni
za

tio
n-

de
fin

ed
 

re
pl

ay
-r

es
is

ta
nt

 a
ut

he
nt

ic
at

io
n 

m
ec

ha
ni

sm
s]

 fo
r n

et
w

or
k 

ac
ce

ss
 

to
 n

on
-p

riv
ile

ge
d 

ac
co

un
ts

.
(C

E1
00

) T
he

 in
fo

rm
at

io
n 

sy
st

em
 u

se
s 

m
ul

tif
ac

to
r a

ut
he

nt
ic

at
io

n 
fo

r 
re

m
ot

e 
ac

ce
ss

 to
 p

riv
ile

ge
d 

ac
co

un
ts

.
IA

-3
 D

EV
IC

E 
ID

EN
TI

FI
C

A
TI

O
N

 A
N

D
 A

U
TH

EN
TI

C
AT

IO
N

(A
)

Th
e 

in
fo

rm
at

io
n 

sy
st

em
 u

ni
qu

el
y 

id
en

tif
ie

s 
an

d 
au

th
en

tic
at

es
 

[A
ss

ig
nm

en
t: 

de
fin

ed
 li

st
 o

f s
pe

ci
fic

 a
nd

/o
r t

yp
es

 o
f d

ev
ic

es
] 

be
fo

re
 e

st
ab

lis
hi

ng
 a

 c
on

ne
ct

io
n.
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C
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pe
ns

at
in
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(C
E1

) T
he

 in
fo

rm
at

io
n 

sy
st

em
 a

ut
he

nt
ic

at
es

 d
ev

ic
es

 b
ef

or
e 

es
ta

bl
is

hi
ng

 
re

m
ot

e 
an

d 
w

ire
le

ss
 n

et
w

or
k 

co
nn

ec
tio

ns
 u

si
ng

 b
id

ire
ct

io
na

l 
au

th
en

tic
at

io
n 

be
tw

ee
n 

de
vi

ce
s 

th
at

 is
 c

ry
pt

og
ra

ph
ic

al
ly

 b
as

ed
.

(C
E3

)T
he

 C
on

tra
ct

or
st

an
da

rd
iz

es
, w

ith
 re

ga
rd

 to
 d

yn
am

ic
 a

dd
re

ss
al

lo
ca

tio
n,

 D
H

C
P 

le
as

e 
in

fo
rm

at
io

n 
an

d 
th

e 
tim

e 
as

si
gn

ed
 to

 
de

vi
ce

s,
 a

nd
 a

ud
its

 le
as

e 
in

fo
rm

at
io

n 
w

he
n 

as
si

gn
ed

 to
 a

 d
ev

ic
e.

(A
)

Th
e 

C
on

tra
ct

or
m

an
ag

es
 in

fo
rm

at
io

n 
sy

st
em

 a
ut

he
nt

ic
at

or
s 

fo
r 

us
er

s 
an

d 
de

vi
ce

s 
by

 v
er

ify
in

g,
 a

s 
pa

rt 
of

 th
e 

in
iti

al
 a

ut
he

nt
ic

at
or

 
di

st
rib

ut
io

n,
 th

e 
id

en
tit

y 
of

 th
e 

in
di

vi
du

al
 a

nd
/o

r d
ev

ic
e 

re
ce

iv
in

g 
th

e 
au

th
en

tic
at

or
.

(B
)

Th
e 

C
on

tra
ct

or
m

an
ag

es
 in

fo
rm

at
io

n 
sy

st
em

 a
ut

he
nt

ic
at

or
s 

fo
r 

us
er

s 
an

d 
de

vi
ce

s 
by

 e
st

ab
lis

hi
ng

 in
iti

al
 a

ut
he

nt
ic

at
or

 c
on

te
nt

 fo
r 

au
th

en
tic

at
or

s 
de

fin
ed

 b
y 

th
e 

C
on

tra
ct

or
.

(C
)

Th
e 

C
on

tra
ct

or
m

an
ag

es
 in

fo
rm

at
io

n 
sy

st
em

 a
ut

he
nt

ic
at

or
s 

fo
r 

us
er

s 
an

d 
de

vi
ce

s 
by

 e
ns

ur
in

g 
th

at
 a

ut
he

nt
ic

at
or

s 
ha

ve
 s

uf
fic

ie
nt

 
st

re
ng

th
 o

f m
ec

ha
ni

sm
 fo

r t
he

ir 
in

te
nd

ed
 u

se
.

(A
)

Th
e 

in
fo

rm
at

io
n 

sy
st

em
 u

ni
qu

el
y 

id
en

tif
ie

s 
an

d 
au

th
en

tic
at

es
 n

on
-

or
ga

ni
za

tio
na

l u
se

rs
 (o

r p
ro

ce
ss

es
 a

ct
in

g 
on

 b
eh

al
f o

f n
on

-
or

ga
ni

za
tio

na
l u

se
rs

).
(A

)
Th

e 
C

on
tra

ct
or

tra
in

s 
pe

rs
on

ne
l i

n 
th

ei
r i

nc
id

en
t r

es
po

ns
e 

ro
le

s 
an

d 
re

sp
on

si
bi

lit
ie

s 
w

ith
 re

sp
ec

t t
o 

th
e 

in
fo

rm
at

io
n 

sy
st

em
.

(A
)

Th
e 

C
on

tra
ct

or
au

th
or

iz
es

, m
on

ito
rs

, a
nd

 c
on

tro
ls

 n
on

-lo
ca

l 
m

ai
nt

en
an

ce
 a

nd
 d

ia
gn

os
tic

 a
ct

iv
iti

es
.

(B
)

Th
e 

C
on

tra
ct

or
al

lo
w

s 
th

e 
us

e 
of

 n
on

-lo
ca

l m
ai

nt
en

an
ce

 a
nd

 
di

ag
no

st
ic

 to
ol

s 
on

ly
 a

s 
co

ns
is

te
nt

 w
ith

 o
rg

an
iz

at
io

na
l p

ol
ic

y 
an

d 
do

cu
m

en
te

d 
in

 th
e 

se
cu

rit
y 

pl
an

 fo
r t

he
 in

fo
rm

at
io

n 
sy

st
em

.
(C

)
Th

e 
C

on
tra

ct
or

em
pl

oy
s 

st
ro

ng
 id

en
tif

ic
at

io
n 

an
d 

au
th

en
tic

at
io

n 
te

ch
ni

qu
es

 in
 th

e
es

ta
bl

is
hm

en
t o

f n
on

-lo
ca

l m
ai

nt
en

an
ce

 a
nd

 
di

ag
no

st
ic

 s
es

si
on

s.
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g 
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ce
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C
om

pe
ns

at
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g 
Sa
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d

(A
)

Th
e 

C
on

tra
ct

or
ph

ys
ic

al
ly

 c
on

tro
ls

 a
nd

 s
ec

ur
el

y 
st

or
es

 
[A

ss
ig

nm
en

t: 
or

ga
ni

za
tio

n-
de

fin
ed

 ty
pe

s 
of

 d
ig

ita
l a

nd
 n

on
-d

ig
ita

l 
m

ed
ia

] w
ith

in
 [A

ss
ig

nm
en

t: 
or

ga
ni

za
tio

n-
de

fin
ed

 c
on

tro
lle

d 
ar

ea
s]

 
an

d 
in

 a
cc

or
da

nc
e 

w
ith

 th
e 

R
C

M
P

 G
1-

00
1,

 S
ec

ur
ity

 E
qu

ip
m

en
t 

G
ui

de
(B

)
Th

e 
C

on
tra

ct
or

ph
ys

ic
al

ly
 p

ro
te

ct
s 

an
d 

se
cu

re
ly

 s
to

re
s 

C
la

ss
ifi

ed
 

an
d 

Pr
ot

ec
te

d 
in

fo
rm

at
io

n 
sy

st
em

 m
ed

ia
 a

w
ai

tin
g 

de
st

ru
ct

io
n 

(e
ith

er
 o

n-
or

 o
ff-

si
te

) u
si

ng
 a

pp
ro

ve
d 

eq
ui

pm
en

t, 
te

ch
ni

qu
es

, a
nd

 
pr

oc
ed

ur
es

.
(C

E1
)T

he
 C

on
tra

ct
or

em
pl

oy
s 

cr
yp

to
gr

ap
hi

c 
m

ec
ha

ni
sm

s 
to

 p
ro

te
ct

 
in

fo
rm

at
io

n 
in

 s
to

ra
ge

.
(A

)
Th

e 
C

on
tra

ct
or

m
ai

nt
ai

ns
 a

cc
ou

nt
ab

ili
ty

 fo
r i

nf
or

m
at

io
n 

sy
st

em
 

m
ed

ia
 d

ur
in

g 
tra

ns
po

rt 
ou

ts
id

e 
of

 c
on

tro
lle

d 
ar

ea
s.

(B
)

Th
e 

C
on

tra
ct

or
re

st
ric

ts
 th

e 
ac

tiv
iti

es
 a

ss
oc

ia
te

d 
w

ith
 tr

an
sp

or
t o

f 
su

ch
 m

ed
ia

 to
 a

ut
ho

riz
ed

 p
er

so
nn

el
.

(C
E2

)T
he

 C
on

tra
ct

or
do

cu
m

en
ts

 a
ct

iv
iti

es
 a

ss
oc

ia
te

d 
w

ith
 th

e 
tra

ns
po

rt 
of

 in
fo

rm
at

io
n 

sy
st

em
 m

ed
ia

.
(C

E4
)T

he
 C

on
tra

ct
or

em
pl

oy
s 

cr
yp

to
gr

ap
hi

c 
m

ec
ha

ni
sm

s 
co

m
pl

ia
nt

 
w

ith
 th

e 
re

qu
ire

m
en

ts
 o

f c
on

tro
l S

C
-1

3 
to

 p
ro

te
ct

 th
e 

co
nf

id
en

tia
lit

y 
an

d 
in

te
gr

ity
 o

f i
nf

or
m

at
io

n 
st

or
ed

 o
n 

di
gi

ta
l m

ed
ia

 
du

rin
g 

tra
ns

po
rt 

ou
ts

id
e 

of
 c

on
tro

lle
d 

ar
ea

s.
(A

)
Th

e 
C

on
tra

ct
or

sa
ni

tiz
es

 in
fo

rm
at

io
n 

sy
st

em
 m

ed
ia

, b
ot

h 
di

gi
ta

l 
an

d 
no

n-
di

gi
ta

l, 
pr

io
r t

o 
di

sp
os

al
, r

el
ea

se
 o

ut
 o

f o
rg

an
iz

at
io

na
l 

co
nt

ro
l, 

or
 re

le
as

e 
fo

r r
eu

se
.

(C
E6

) T
he

 C
on

tra
ct

or
de

st
ro

ys
 in

fo
rm

at
io

n 
sy

st
em

 m
ed

ia
 th

at
 c

an
no

t b
e 

sa
ni

tiz
ed

. 
(A

)
Th

e 
in

fo
rm

at
io

n 
sy

st
em

 s
ep

ar
at

es
 u

se
r f

un
ct

io
na

lit
y 

(in
cl

ud
in

g 
us

er
 in

te
rfa

ce
 s

er
vi

ce
s)

 fr
om

 in
fo

rm
at

io
n 

sy
st

em
 m

an
ag

em
en

t 
fu

nc
tio

na
lit

y.
(C

E1
)T

he
 in

fo
rm

at
io

n 
sy

st
em

 p
re

ve
nt

s 
th

e 
pr

es
en

ta
tio

n 
of

 in
fo

rm
at

io
n 

sy
st

em
 m

an
ag

em
en

t-r
el

at
ed

 fu
nc

tio
na

lit
y 

at
 a

n 
in

te
rfa

ce
 fo

r 
ge

ne
ra

l (
i.e

., 
no

n-
pr

iv
ile

ge
d)

 u
se

rs
.
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in

g 
Sa

fe
gu

ar
d

(A
)

Th
e 

in
fo

rm
at

io
n 

sy
st

em
 p

ro
te

ct
s 

ag
ai

ns
t o

r l
im

its
 th

e 
ef

fe
ct

s 
of

 th
e 

fo
llo

w
in

g 
ty

pe
s 

of
 d

en
ia

l o
f s

er
vi

ce
 a

tta
ck

s:
 [A

ss
ig

nm
en

t: 
or

ga
ni

za
tio

n-
de

fin
ed

 li
st

 o
f t

yp
es

 o
f d

en
ia

l o
f s

er
vi

ce
 a

tta
ck

s 
or

 
re

fe
re

nc
e 

to
 s

ou
rc

e 
fo

r c
ur

re
nt

 li
st

].
(C

E2
)T

he
 in

fo
rm

at
io

n 
sy

st
em

 m
an

ag
es

 e
xc

es
s 

ca
pa

ci
ty

, b
an

dw
id

th
, o

r 
ot

he
r r

ed
un

da
nc

y 
to

 li
m

it 
th

e 
ef

fe
ct

s 
of

 in
fo

rm
at

io
n 

flo
od

in
g 

ty
pe

s 
of

 d
en

ia
l o

f s
er

vi
ce

 a
tta

ck
s.

(A
)

Th
e 

in
fo

rm
at

io
n 

sy
st

em
 p

ro
te

ct
s 

th
e 

in
te

gr
ity

 o
f t

ra
ns

m
itt

ed
 

in
fo

rm
at

io
n.

(C
E1

)T
he

 C
on

tra
ct

or
em

pl
oy

s 
cr

yp
to

gr
ap

hi
c 

m
ec

ha
ni

sm
s 

to
 re

co
gn

iz
e 

ch
an

ge
s 

to
 in

fo
rm

at
io

n 
du

rin
g 

tra
ns

m
is

si
on

 u
nl

es
s 

ot
he

rw
is

e 
pr

ot
ec

te
d 

by
 a

lte
rn

at
iv

e 
ph

ys
ic

al
 m

ea
su

re
s.

 T
he

 c
ry

pt
og

ra
ph

y 
m

us
t b

e 
co

m
pl

ia
nt

 w
ith

 th
e 

re
qu

ire
m

en
ts

 o
f c

on
tro

l S
C

-1
3.

(A
)

Th
e 

in
fo

rm
at

io
n 

sy
st

em
 p

ro
te

ct
s 

th
e 

co
nf

id
en

tia
lit

y 
of

 tr
an

sm
itt

ed
 

in
fo

rm
at

io
n.

(C
E1

) T
he

 C
on

tra
ct

or
em

pl
oy

s 
cr

yp
to

gr
ap

hi
c 

m
ec

ha
ni

sm
s 

to
 p

re
ve

nt
 

un
au

th
or

iz
ed

 d
is

cl
os

ur
e 

of
 in

fo
rm

at
io

n 
du

rin
g 

tra
ns

m
is

si
on

 u
nl

es
s 

ot
he

rw
is

e 
pr

ot
ec

te
d 

by
 a

lte
rn

at
iv

e 
ph

ys
ic

al
 m

ea
su

re
s.

 
(A

)
Th

e 
in

fo
rm

at
io

n 
sy

st
em

 p
ro

vi
de

s 
m

ec
ha

ni
sm

s 
to

 p
ro

te
ct

 th
e 

au
th

en
tic

ity
 o

f c
om

m
un

ic
at

io
ns

 s
es

si
on

s.
(A

)
Th

e 
in

fo
rm

at
io

n 
sy

st
em

 p
ro

te
ct

s 
th

e 
co

nf
id

en
tia

lit
y 

an
d 

in
te

gr
ity

 o
f 

in
fo

rm
at

io
n 

at
 re

st
.

(A
)

Th
e 

C
on

tra
ct

or
em

pl
oy

s 
m

al
ic

io
us

 c
od

e 
pr

ot
ec

tio
n 

m
ec

ha
ni

sm
s 

at
 in

fo
rm

at
io

n 
sy

st
em

 e
nt

ry
 a

nd
 e

xi
t p

oi
nt

s 
an

d 
at

 w
or

ks
ta

tio
ns

, 
se

rv
er

s,
 o

r m
ob

ile
 c

om
pu

tin
g 

de
vi

ce
s 

on
 th

e 
ne

tw
or

k 
to

 d
et

ec
t 

an
d 

er
ad

ic
at

e 
m

al
ic

io
us

 c
od

e:
  

(a
)

Tr
an

sp
or

te
d 

by
 e

le
ct

ro
ni

c 
m

ai
l, 

el
ec

tro
ni

c 
m

ai
l a

tta
ch

m
en

ts
, w

eb
 

ac
ce

ss
es

, r
em

ov
ab

le
 m

ed
ia

, o
r o

th
er

 c
om

m
on

 m
ea

ns
; o

r
(b

)
In

se
rte

d 
th

ro
ug

h 
th

e 
ex

pl
oi

ta
tio

n 
of

 in
fo

rm
at

io
n 

sy
st

em
 

vu
ln

er
ab

ilit
ie

s.
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C
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(B
)

Th
e 

C
on

tra
ct

or
up

da
te

s 
m

al
ic

io
us

 c
od

e 
pr

ot
ec

tio
n 

m
ec

ha
ni

sm
s 

(in
cl

ud
in

g 
si

gn
at

ur
e 

de
fin

iti
on

s)
 w

he
ne

ve
r n

ew
 re

le
as

es
 a

re
 

av
ai

la
bl

e 
in

 a
cc

or
da

nc
e 

w
ith

 o
rg

an
iz

at
io

na
l c

on
fig

ur
at

io
n 

m
an

ag
em

en
t p

ol
ic

y 
an

d 
pr

oc
ed

ur
es

.
(C

)
Th

e 
C

on
tra

ct
or

co
nf

ig
ur

es
 m

al
ic

io
us

 c
od

e 
pr

ot
ec

tio
n 

m
ec

ha
ni

sm
s 

to
:  

(a
)

Pe
rfo

rm
 p

er
io

di
c 

sc
an

s 
of

 th
e 

in
fo

rm
at

io
n 

sy
st

em
 [A

ss
ig

nm
en

t: 
or

ga
ni

za
tio

n-
de

fin
ed

 fr
eq

ue
nc

y]
 a

nd
 re

al
-ti

m
e 

sc
an

s 
of

 fi
le

s 
fro

m
 

ex
te

rn
al

 s
ou

rc
es

 a
s 

th
e 

fil
es

 a
re

 d
ow

nl
oa

de
d,

 o
pe

ne
d,

 o
r 

ex
ec

ut
ed

 in
 a

cc
or

da
nc

e 
w

ith
 o

rg
an

iz
at

io
na

l s
ec

ur
ity

 p
ol

ic
y;

 a
nd

  
(b

)
[S

el
ec

tio
n 

(o
ne

 o
r m

or
e)

: b
lo

ck
 m

al
ic

io
us

 c
od

e;
 q

ua
ra

nt
in

e 
m

al
ic

io
us

 c
od

e;
 s

en
d 

al
er

t t
o 

ad
m

in
is

tra
to

r; 
[A

ss
ig

nm
en

t: 
or

ga
ni

za
tio

n-
de

fin
ed

 a
ct

io
n]

] i
n 

re
sp

on
se

 to
 m

al
ic

io
us

 c
od

e 
de

te
ct

io
n.

(C
)

Th
e 

C
on

tra
ct

or
m

on
ito

rs
 th

e 
in

fo
rm

at
io

n 
sy

st
em

 c
on

ne
ct

io
ns

 o
n 

an
 o

ng
oi

ng
 b

as
is

 v
er

ify
in

g 
en

fo
rc

em
en

t o
f s

ec
ur

ity
 c

on
tro

l 
re

qu
ire

m
en

ts
.

(A
)

Th
e 

in
fo

rm
at

io
n 

sy
st

em
 m

on
ito

rs
 a

nd
 c

on
tro

ls
 c

om
m

un
ic

at
io

ns
 a

t 
th

e 
ex

te
rn

al
 b

ou
nd

ar
y 

of
 th

e 
sy

st
em

 a
nd

 a
t k

ey
 in

te
rn

al
 

bo
un

da
rie

s 
w

ith
in

 th
e 

sy
st

em
.

(B
)

Th
e 

in
fo

rm
at

io
n 

sy
st

em
 c

on
ne

ct
s 

to
 e

xt
er

na
l n

et
w

or
ks

 o
r 

in
fo

rm
at

io
n 

sy
st

em
s 

on
ly

 th
ro

ug
h 

m
an

ag
ed

 in
te

rfa
ce

s 
co

ns
is

tin
g 

of
 b

ou
nd

ar
y 

pr
ot

ec
tio

n 
de

vi
ce

s 
ar

ra
ng

ed
 in

 a
cc

or
da

nc
e 

w
ith

 a
n 

or
ga

ni
za

tio
na

l s
ec

ur
ity

 a
rc

hi
te

ct
ur

e.
(C

E 
1)

Th
e 

C
on

tra
ct

or
ph

ys
ic

al
ly

 a
llo

ca
te

s 
pu

bl
ic

ly
 a

cc
es

si
bl

e 
in

fo
rm

at
io

n 
sy

st
em

 c
om

po
ne

nt
s 

to
 s

ep
ar

at
e 

su
b-

ne
tw

or
ks

 w
ith

 
se

pa
ra

te
 p

hy
si

ca
l n

et
w

or
k 

in
te

rfa
ce

s.
(C

E 
2)

Th
e 

in
fo

rm
at

io
n 

sy
st

em
 p

re
ve

nt
s 

pu
bl

ic
 a

cc
es

s 
in

to
 th

e 
C

on
tra

ct
or

’s
 in

te
rn

al
 n

et
w

or
ks

 e
xc

ep
t a

s 
ap

pr
op

ria
te

ly
 m

ed
ia

te
d 

by
 m

an
ag

ed
 in

te
rfa

ce
s 

em
pl

oy
in

g
bo

un
da

ry
 p

ro
te

ct
io

n 
de

vi
ce

s.
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(A
)

Th
e 

C
on

tra
ct

or
co

nd
uc

ts
 b

ac
ku

ps
 o

f u
se

r-
le

ve
l i

nf
or

m
at

io
n 

co
nt

ai
ne

d 
in

 th
e 

in
fo

rm
at

io
n 

sy
st

em
 [A

ss
ig

nm
en

t: 
or

ga
ni

za
tio

n-
de

fin
ed

 fr
eq

ue
nc

y 
co

ns
is

te
nt

 w
ith

 re
co

ve
ry

 ti
m

e 
an

d 
re

co
ve

ry
 

po
in

t o
bj

ec
tiv

es
].

(A
)

Th
e 

C
on

tra
ct

or
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ANNEXE D

INSURANCE REQUIREMENTS

The Contractor confirms that any agent or broker of the Contractor, or affiliated with the Contractor, and 
that provides services under this contract, is compliant with the requirements of RECO's insurance 
program or the OACI insurance program as the case may be and that the Contractor, agent and broker 
have Errors and Omissions liability insurance in the amount of one million dollars ($1,000,000.00) per 
claim and three million dollars ($3,000,000.00) annual aggregate, and Commercial General Liability 
Insurance with a limit not less than $2,000,000 per occurrence. The Contractor shall arrange for the 
completion and submission of certificates of Commercial General Insurance and Errors and Omissions 
Liability insurance that will include policy provisions requiring insurers to give thirty (30) days' prior written 
notice to PWGSC in the event that such insurance is cancelled.
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ANNEX E

TASK AUTHORIZATION FORM 
SECTION 1.0- GENERAL INFORMATION

RELATED CONTRACT: LEASE BROKERAGE SERVICES, CONTRACT Nº: EP157-140570/001/ZG

CONTRACTOR NAME AND ADDRESS: (To be inserted at Contract award)

TASK AUTHORIZATION (TA) Nº:     ________ (Example: 001, 002, 003, etc.)
TA AMENDMENT Nº, AS APPLICABLE: _________(Example : 01, 02, 03, etc.)

PWGSC FILE Nº: ________________

TITLE:    __________________________
                        

REASON FOR AMENDMENT, AS APPLICABLE:
____________________________________________________________________________________
____________________________________________________________________________________
____________________________________________________________________________________

By signing this TA the Contractor certifies that there is no Conflict of Interest as per General 
Conditions 2035 (2013-06-27) Article 34 "Conflict of Interest and Values and Ethics Codes for the 
Public Service”

************************************************************************************************************************
SECTION 2.0- DESCRIPTION OF REQUIREMENT

Office lease services: ______________
Commercial letting Services                  ______________
Lease Advisory and Consultancy Services: ______________

DESCRIPTION: 

Lease term:__________________________________________________________________________
Option to extend, as applicable:__________________________________________________________ 
Lease commencement date:_____________________________________________________________ 
Geographical boundaries:_______________________________________________________________ 
Amount of rentable square meters and parking:______________________________________________ 
Additional information as defined in clauses 5.1.4 and 5.2.4 of the SOW:
____________________________________________________________________________________ 
____________________________________________________________________________________    
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Special requirements: 
____________________________________________________________________________________
___________________________________________________________________________________

Details of the activities to be performed:  As follows ____; See attached_______

Office Lease Services Commercial Letting Services Lease Advisory and 
Consultancy 

Services
5.1.5 Lease Negotiation 
Strategy Report

5.2.5 Letting Negotiation 5.3.1- Assisting in the 
development of lease 
tender documentation

5.1.6 Lease Negotiation 5.2.6 Preparation of Offer 
Summary and 
Recommendation for Approval

5.3.2- Assisting in the 
review and evaluation 
of Offers

5.1.7 Preparation of Lease 
Offer Documentation

5.2.7 Preparation and Signing 
of the Letting Agreement

5.1.8 Preparation of Offer 
Summary and 
Recommendation for 
Approval
5.1.9 Preparation and 
Signing of the Lease

************************************************************************************************************************
SECTION 3.0- DELIVERABLES, COMPLETION DATES AND TARGET RENTAL RATE

3.1- Description of the deliverables to be submitted for Office Lease services:  As follows ____; See 
attached _______

Office Lease Services Deliverables Level of effort in 
number of days for 

each activity
5.1.5 Lease Negotiation 
Strategy Report

-Lease negotiation strategy (including all 
information required as per the SOW)
-Letter outlining the risks in the strategy

5.1.6 Lease Negotiation -Negotiation with the identified Offeror
5.1.7 Preparation of Lease 
Offer Documentation

-Preparation of lease offer 
documentation using the PWGSC 
Generic Lease Documentation Package
-Submission of the offer to the Lessor for 
signature
-Review of the signed lease offer
-Report on discrepancies to the 
Technical Authority
-Assistance to resolve issues caused by 
changes (if any) to the lease
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Office Lease Services Deliverables Level of effort in 
number of days for 

each activity
5.1.8- Preparation of Offer 
Summary and 
Recommendation for 
Approval

-Preparation of Offer Summary

5.1.9- Preparation and 
signing of the Lease 

-Preparation of Recommendation Report
-Submission of draft  letter of award and 
draft copy of lease
-Submission of Total Consideration
-Submission of Lease Information Sheet
-Submission of Memo to Pay
-Submission of approved  letter of award 
on PWGSC letterhead
-Submission of electronic copy and 
original of approved lease
-Submission of letter of award (signed) 
and lease to the Lessor for signature
-Assistance to resolve issues caused by 
changes (if any) to the lease contract
-Submission of the request for lease 
registration
-Submission of the notice of lease 
registration letter to the Lessor, after 
registration
-Submission of a complete lease project 
file including signed lease and all 
supporting documentation.

The above table will be modified accordingly when initiating TA for Commercial Letting and Lease 
Advisory/Consultancy Services.

Name of Contractor’s proposed resource(s) assigned to task:
__________________________________________
__________________________________________
__________________________________________

3.2- Effective Target Rental Rate (to be inserted in the initial TA):

Effective Target Rental Rate means the target rental rate net of financial concessions, such as a rent free 
period or a contribution toward the cost of leasehold improvement, calculated on a discounted basis to 
reflect the time value of money.

For this TA, the Effective Target Rental Rate agreed to by Canada and the Contractor is: $________/m2r

************************************************************************************************************************
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SECTION 4.0- LABOUR/COST BREAKDOWN

The cost breakdown must be established in accordance with the basis of payment in Annex B.

4.1  Commission fees for completed lease/commercial letting transaction services:

TRANSACTION 
TYPE

DURATION OF 
LEASE 

YEARS

LEASE 
RENTABLE 

AREA
m2r

FIRM ALL INCLUSIVE 
RATE PER RENTABLE 

SQUARE METER
$/m2r

FIRM ALL 
INCLUSIVE 

COMMISSION FEE

$

    Total Commission Fee: $
Percentage of commission fees applicable as per Annex B: %

4.1.1- TOTAL COMMISSION FEE OF TASK: $______________

Remark(s):
____________________________________________________________________________________
____________________________________________________________________________________ 

4.2- Lease advisory/Consultancy services:

NAME FIRM ALL 
INCLUSIVE DAILY 

RATE

ESTIMATED 
DAYS

ESTIMATED 
COST

Total Estimated Cost - Labour: $

4.2.1- TOTAL ESTIMATED COST  OF TASK:             $____________    

************************************************************************************************************************
SECTION 5.0- TYPE OF PAYMENT:

______Firm price (based on a rate per rentable square meter):  $______________(GST/HST extra)

______Firm price based on a daily rate:            $______________(GST/HST extra)

______Firm all inclusive daily rates to a limitation of expenditure: $______________ (GST/HST extra)

************************************************************************************************************************
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SECTION 6.0- METHOD OF PAYMENT:

____Single payment
____Monthly payments
             
1.     Canada reserves the right to terminate this TA at any time in whole or in part by giving two (2) 
calendar days written notice to the Contractor.

2.     In the event of such termination, Canada will only pay for costs incurred for services rendered and 
accepted by Canada up to the date of the termination. Despite any other provision of the Contract, there 
will be no other costs that will be paid to the Contractor as a result of the termination.

************************************************************************************************************************
SECTION 7.0- APPROVALS:

AN APPROVED TA MUST BE SIGNED BY: A) THE TA APPROVAL AUTHORITY (OR, AS 
APPLICABLE, THE TA APPROVAL AUTHORITIES) SPECIFIED AT IN THE CLAUSE 1.2.3 OF THE 
CONTRACT; AND B) BY THE CONTRACTOR. 

APPROVED:   ________________________ ___________________   ________
Project Authority Signature Date

APPROVED: ________________________ ___________________ _________
(as applicable) PWGSC Contracting Authority Signature Date

ACCEPTED BY:________________________ ___________________ _________
Contractor                     Signature Date
(Name, title and signature of individual authorized to sign on behalf of Contractor)

APPROVED: ________________________ ___________________ _________
Financial Authority Signature Date
(Certified pursuant to sub-section 32(1) of Financial Administration Act)
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ANNEX F

Sample MS Office Excel Spreadsheet for
Periodic Usage Reports - Contracts with TAs

See attached document
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