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PART 1 – GENERAL INFORMATION 
 
1.1 Security Requirement 
 

There is a security requirement associated with the requirement. For additional information, 
consult Part 4, Evaluation Procedures and Basis of Selection, and Part 6, Resulting Contract 
Clauses. 

 
1.2 Statement of Work 
 

The Work to be performed is detailed in Annex A – Statement of Work. 
 

The requirement is for up to 1040 hours that the Contracting Authority may fulfill in part or in its 
entirety by the awarding of up to two (2) contracts, each up to 520 hours, as follows: up to 260 
hours over a one-year initial period and up to 260 hours over a one-year option period.  

1.3 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. 

 
PART 2 – BIDDER INSTRUCTIONS 
 
2.1 Standard Instructions, Clauses and Conditions 
 

a) 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 
(https://buyandsell.gc.ca/policy-and-guidelines/standard-acquisition-clauses-and-conditions-
manual) Manual issued by Public Works and Government Services Canada. 
 

b) 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. 

 
c) 2003 (2014-03-01) Standard Instructions – Goods or Services – Competitive Requirements, 

is incorporated by reference into and forms part of the bid solicitation. 
 

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

e) Delete: sixty (60) days 
Insert: (90) calendar days 

 
2.1.1 SACC Manual Clauses 
 
2.2 Submission of Bids 
 

Bids must be submitted only to the Public Works and Government Services Canada (PWGSC) 
Bid Receiving Unit by the date and time and at the place indicated on page 1 of the bid 
solicitation. 

NOTE: It is at the bidders' discretion to use the Bid Form provided in Annex E, or to use their own form to 
submit the bid as long as it meets the standards of the Basis of payment set out in Annex B.  
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2.3  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 the spending of public 
funds. In order to comply with Treasury Board policies and directives on contracts awarded to 
FPS, bidders must provide the information required in Annex E, before contract award. If the 
answer to the questions and, as applicable the information required have not been received by 
the time the evaluation of bids is completed, Canada will inform the Bidder of a time frame within 
which to provide the information. Failure to comply with Canada’s request and meet the 
requirement within the prescribed time frame will render the bid non-responsive. 

 
2.4 Enquiries – Bid Solicitation 
 

All enquiries must be submitted in writing to the Contracting Authority no later than (6) calendar 
days before the bid closing date. Enquiries received after that date 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. 

 
2.5 Applicable Laws 
 

Any resulting contract must be interpreted and governed, and the relations between the parties 
determined, by the laws in force in the province of 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, the applicable laws specified shall be deemed acceptable to the 
bidders. 

 
2.6 Basis for Canada’s Ownership of Intellectual Property 
 

Canada has determined that any intellectual property rights arising from performance of the Work 
under the contract will vest in Canada, on the following grounds: the Translation Bureau has 
opted to own the intellectual property rights in any material subject to copyright that is created or 
developed as part of the Work, with the exception of computer software or any documentation 
pertaining to such software. 

 
PART 3 – BID PREPARATION INSTRUCTIONS 
 
3.1 Bid Preparation Instructions 
 

a) Multiple identical bids from the same Bidder will be accepted in response to this bid 
solicitation. 

b) A bidder may obtain a maximum of two (2) contracts arising from this bid solicitation. 
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i. The Bidder must clearly indicate the number of contracts on which it is bidding (maximum 
of 2). 

ii. By bidding on more than one contract, the Bidder undertakes to perform them 
concurrently. 

iii. A Bidder who omits to indicate a number of contracts is deemed to bid on a single 
contract. 

iv. The Bidder must provide the services of one interpreter for each contract on which it is 
bidding. 

3.2 Section I: Financial Bid 
 

a) Bidders must submit their financial bid in accordance with the Annex B: Basis of Payment set 
out in Annex B. The applicable taxes’ rate must be shown separately. 

b) At their discretion, they may use Annex E to submit their bid. (The use of Annex E is 
optional). 

3.3 Section II: Certifications 

a) Bidders must submit the certifications required under Part 5. 

b) At their discretion, they may use Annex E to submit their bid. (The use of Annex E is 
optional).  

 
PART 4 – EVALUATION PROCEDURES AND BASIS OF SELECTION 
 
4.1 Evaluation Procedures 
 

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

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

Bidders must submit their financial bid in accordance with the Annex B of the resulting contract: 
Basis of Payment. The total amount of Applicable Taxes must be shown separately. 

 
4.2 Basis of Selection 
 
4.2.1 Basis of Selection – Lowest Evaluated Price  
 

a) The Bidder must be registered in the Translation Bureau Inventory of Suppliers and have a 
Procurement Business Number (PBN) obtained from «Buy and Sell» website.  

b) Responsive bids will be ranked by evaluated price, the responsive bid with the lowest 
evaluated price being ranked first. 

 
c) A Contract will be awarded to the responsive Bidder who meets all the conditions of this bid 

solicitation, starting with the bidder ranked first.  
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d) If two or more bids are equal, the Contract will be shared equally among the Bidders who 
submitted identical bids. 

 
e) Up to two (2) contracts will be recommended for award under this bid solicitation. 

 
4.3 Security Requirement 
 

a) The Contractor/Offeror must, at all times during the performance of the Contract/Standing 
Offer, hold a valid Designated Organization Screening (DOS), issued by the Canadian 
Industrial Security Directorate (CISD), Public Works and Government Services Canada 
(PWGSC).  
 

b) The Contractor/Offeror personnel requiring access to PROTECTED information, assets or 
sensitive work site(s) must EACH hold a valid RELIABILITY STATUS, granted or approved by 
CISD/PWGSC. 
 

c) The Contractor/Offeror MUST NOT remove any PROTECTED information or assets from the 
identified work site(s), and the Contractor/Offeror must ensure that its personnel are made 
aware of and comply with this restriction. 
 

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

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

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

 
 
PART 5 – CERTIFICATIONS 
 

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

b) 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.  

 
c) 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. 

 
5.1 Mandatory Certifications Required Precedent to Contract Award 
 
5.1.1 Integrity Provisions - Associated Information 
 

By submitting a bid, the Bidder certifies that the Bidder and its affiliates are in compliance with the 
provisions as stated in Section 01 Integrity Provisions - Bid of Standard Instructions 2003. The 
associated information required within the Integrity Provisions will assist Canada in confirming 
that the certifications are true.  

5.1.2 Former Public Servant –Competitive Requirements 

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 the spending of public 
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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. 

 
5.1.3 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://www.labour.gc.ca/eng/standards_equity/eq/emp/fcp/list/inelig.shtml) 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. 
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PART 6- RESULTING CONTRACT CLAUSES 
 

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

 
6.1 Security Requirement 
 

The following security requirement check list (SRCL) as per Annex D, and related clauses apply 
and form part of the Contract. 

 
6.2 Statement of Work 
 

The Work to be performed is detailed in Annex A – Statement of Work. 
 
6.3 Service  
 
6.3.1 Cancellation/Reassignment 
 

Should an assignment be cancelled or modified in total or in part less than two full working days 
before it is scheduled to take place, the Translation Bureau will endeavour to reassign the 
Contractor to another event, subject to the following: 

a) if the Contractor is available, Canada will pay, for the replacement assignment, the rate 
already agreed in the contract for the cancelled original assignment, as well as the remainder 
of the unused hours, if applicable, of the original assignment; 

b) if the Contractor refuses the replacement assignment or is not available to perform it, the 
Contractor will not be paid and Canada will be released of any contractual and financial 
responsibility towards the Contractor regarding the cancelled assignment; 

c) if the Translation Bureau cannot reassign the Contractor when the Contractor is available, 
Canada will pay the Contractor no more than the hours scheduled for a maximum period of 
two workings days, regardless of the number of days the event was scheduled for; 

Should the assignment be cancelled two working days or more before the event is to be held, 
Canada will be released of any contractual and financial responsibility towards the Contractor 
regarding the cancelled assignment. 

 
6.3.2 Continuity of service 

If a Contractor is bona fide unable (due to illness or incapacity) to honour an assignment 
scheduled pursuant to the contract, the Contractor must arrange to be replaced by a certified 
contractor registered in the Translation Bureau’s Inventory and having the required security 
clearance. The Contractor must provide his/her replacement with all relevant information 
pertaining to the assignment and may, at his/her discretion, agree with his/her replacement upon 
a compensation different than the one provided for in the contract. However, the Contractor 
agrees to bind his/her replacement by the same conditions by which the Contractor is bound 
under the Contract. Prior to the start of the assignment, the Contractor must inform the Project 
Authority (or his/her representative) in writing of the Contractor’s intention to be replaced in order 
to obtain the Project Authority (or his/her representative) consent.  

 
All subcontractors must also fulfill the security requirements. 
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6.4 Task Authorization 

The Work to be performed under the Contract will be on an “as and when requested basis” using 
Task Authorizations (TA). The Work described in the TA must be in accordance with the scope of 
the Contract. 

 
6.4.1 Task Authorization Process 
 
6.4.1.1 Assignment Process 

The Project Authority and the Contractor will agree on a process for the transmittal of Task 
Authorizations (TA), which must contain an acknowledgement process and an authorization 
process.  If such a transmittal process is not agreed upon, the Project Authority may use a TA 
similar to the model given in Annex C 

1) The Project Authority (or his/her representative): 

a) communicates normally by email to offer assignments to the Contractor, such email 
containing all necessary details about the assignment;      

 
b) For last minute assignments, the Project Authority (or his/her representative) may rather 

communicate by phone with the Contractor, provided that he/she also sends the details 
of the assignment to the Contractor by email;  

 
c) Gives the Contractor a deadline for accepting or refusing to perform the assignment. 

 
2) The Contractor signifies, within the prescribed deadline, his/her refusal or acceptance to 

perform the work to the Project Authority (or his/her representative) by email.  

3) When the Project Authority (or his/her representative), instead, contacts the Contractor by 
phone, given the short deadline before an assignment – see article 1) a), above – the 
Contractor must: 

a) indicate, over the phone and in the given deadline, whether he/she accepts or refuses 
to perform the assignment; and 

b) in the case of a refusal, send a written confirmation by email, at the coordinates and in 
the deadline given by the Project Authority (or his/her representative). 

 
4) The Contractor is deemed to have refused the work should the Contractor’s confirmation 

email not be received within the prescribed deadline. The Contractor assumes full 
responsibility for late deliveries caused by the use of emails. 

5) The Contractor may refuse up to a maximum of 5% of the total number of hours of the initial 
period of the contract without penalty and up to a maximum of 5% of the total number of 
hours without penalty for any optional year, if exercised. The Project Authority (or his/her 
representative) will advise the Contractor when he/she reaches the 4 % mark. Refusal to 
perform a task beyond the 5% limit may result in termination for default of said contract. In 
such a case, the Contractor’s name may be removed from the Translation Bureau’s approved 
suppliers list of ASL interpreters until the contract’s end date.  
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6) B9053C (2011-05-16) Task Authorization - Order of Ranking   

___ (the number will be inserted at contract award) contracts were awarded as a result of Public 
Works and Government Services Canada bid solicitation number: EN930-13T005/A. The 
contractors' order of ranking is as follows: 

a) Ranked first:____________ 

b) Ranked second: ___________ 

 

6.4.1.2 Task Authorization Limit 

The Project Authority may authorize individual task authorizations up to a limit of $ 40,000.00, 
Goods and Services Tax or Harmonized Sales Tax included, inclusive of any revisions.  

 
Any task authorization to be issued in excess of that limit must be authorized by the Project 
Authority and Contracting Authority before issuance. 

 
6.4.1.3 Canada’s Obligation – All Work Performed under Task Authorizations 
 

a) In this clause, 

i. “Maximum Contract Value” means the amount specified in the “Limitation of Expenditure” 
clause set out in the Contract;  

ii. “Minimum Contract Value” means 10% of the maximum contract value 

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 subsection C. In consideration of such obligation, the Contractor agrees to 
stand in readiness throughout the contract period to perform the Work described in the 
Contract. Canada’s maximum liability for Work performed under the Contract 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 total cost of the Work requested. 
 

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

 
6.4.1.4 Limitation of Expenditure – Cumulative Total of all Task Authorizations 
 

a) Canada’s total liability to the Contractor under the Contract for all approved Task 
Authorizations, inclusive of any revisions, must not exceed the sum of $ (will be inserted at 
contract award). Customs duties are included and applicable taxes are extra. 
 

b) 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.  
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6.5 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 (SACC) Manual: (https://buyandsell.gc.ca/policy-
and-guidelines/standard-acquisition-clauses-and-conditions-manual) issued by Public Works and 
Government Services Canada. 

 
6.5.1 General Conditions 
 

2010B (2014-03-01) General Conditions – Professional Services (Medium Complexity) applies to 
and forms part of the Contract. 

 
6.6 Term of Contract 
 

The period of the Contract will begin following acceptance of the Contractor’s bid. 
  
6.6.1 Period of Service 

The “Contract Period” is the entire period of time during which the Contractor is obliged to 
perform the Work, which includes: 

a) The work will begin following acceptance of the contractor’s bid and will continue for one (1) 
year. Target date for start of Contract: April 1, 2014. 

During the Initial Contract Period, Canada will not be using the contract from July1, 2014 to 
August 29, 2014, and from December 23, 2014 to January 8, 2015; 

b) the period during which the Contract is extended, if Canada chooses to exercise any option (if 
any) set out in the Contract. 

During the Option period, Canada will not be using the contract from July 1, 2015 to August 
27, 2015, and from December 22, 2015 to January 7, 2016 (should the option be exercised). 

6.6.2 Option to Extend the Contract: 
a) The Contractor grants to Canada the irrevocable option to extend the term of the Contract by 

one (1) additional one-year period 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 set out in the Basis of Payment. 

b) Canada may exercise this option at any time by sending a written notice to the Contractor at 
least 15 calendar days before the Contract expiry date. The option may only be exercised by 
the Contracting Authority by notice in writing, and will be evidenced, for administrative 
purposes only, through a contract amendment 

6.6.3 Optional Goods and/or Services 

The Contractor grants to Canada the irrevocable option to acquire the services described in 
Annex A of the Contract under the same terms and conditions and at the prices and/or rates 
stated in the Contract. The option may be exercised only by the Contracting Authority and will be 
evidenced, for administrative purposes only, through a contract amendment. 
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6.7 Authorities 
 
6.7.1 Contracting Authority 

The Contracting Authority for the Contract is: 

Jean-Damascène Gasake 
Linguistic Services Division 
Acquisitions Branch 
Public Works and Government Services Canada 
Place du Portage III, 10C1 
11, Laurier Street, Gatineau, Quebec, K1A 0S5     
Telephone:   819-956-1435 
FAX:      819-956-2675       
E-mail:   jean.gasake@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. 

6.7.2 Project Authority 

The Project Authority for the Contract is: 

Name : 
Telephone :    
Fax :    
E-mail : 
 
The Project Authority (or the authorized representative thereof) is the representative of the 
department or agency for which the Work is being carried out under the Contract and is 
responsible for all matters concerning the performance of the Work, invoicing and the 
professional content of the Work carried out under the Contract. 

 
6.8 Payment 
 
6.8.1   Firm Price Task Authorization  
 

In consideration of satisfactory completion by the Contractor of its obligations under the approved 
TA, the Contractor will be paid the firm price per hour stipulated in the approved TA, as 
determined in accordance with the Basis of Payment in Annex B. Customs duties are included 
and GST or HST is extra, if applicable. 
 
Canada will not pay the Contractor for any design changes, modifications or interpretations of the 
Work unless they have been approved, in writing, by the Project Authority before their 
incorporation into the Work. 

Broadcasting  

It is understood that the applicable rate will prevail whether the Contractor's services are 
broadcasted or not. When there is broadcasting* of the event, the Contractor must provide the 
required services, whether the Contractor was previously informed or not of the broadcasting. 
 

*Broadcasting: broadcast on television, over the Internet or by videoconference, as well as 
audio or video recording in any possible format for immediate or future broadcast. 
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6.8.2 Method of Payment – Approved TAs  
 

For 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) the Work delivered has been accepted by Canada. 

6.9 Invoicing Instructions 

The Contractor must submit invoices in accordance with the information required in section 10 of 
2010B General Conditions - Professional Services (Medium Complexity). 

6.9.1 Additional Invoicing Instructions  
 

a)  Invoices cannot be submitted until all Work identified on the invoice is completed. 

b) Each invoice must refer to the TA number, if applicable, for which the services are being 
invoiced. 

c) Invoices must be distributed as follows: 

The original must be sent to the Project Authority or his or her representative for verification 
and payment. 

6.10 Certifications 
 

Compliance 
 

Compliance with the certifications provided by the Contractor in its bid is a condition of the 
Contract and subject to verification by Canada during the entire contract period. If the Contractor 
does not comply with any certification or 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. 

 
6.11 Applicable Laws 
 

The Contract must be interpreted and governed, and the relations between the parties 
determined, by the laws in force in Ontario. 

 
NOTE:  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 Canadian 
province or territory specified and inserting the Canadian province or territory of their choice. If 
no change is made, the Bidder acknowledges that the applicable laws specified are 
acceptable 
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6.12 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) 2010B (2014-03-01) General Conditions – Professional Services (Medium Complexity); 
c) Annex A, Statement of Work; 
d) Annex B, Basis of Payment 
e) Annex D, Security Requirements Checklist; 
f) The signed Task Authorizations (Annex C); 
g) The Contractor’s bid dated ________ (will be added at contract award). 

 
6.13. SACC Manual Clauses 
 

A9117C (2007-11-30) – T1204 – Direct Request by Client Department 
C0711C (2008-05-12) – Time Verification 
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ANNEX A: STATEMENT OF WORK 

A.1  SCOPE OF WORK 

For each contract, the provision, on an as-and-when-requested basis, of visual interpretation 
services [English toward ASL and ASL toward English] of up to 520 hours, as follows: up to 260 
hours over a one-year initial period and up to 260 hours over a one-year option period, for the 
Closed Captioning and Visual Interpretation Service, Interpretation and Parliamentary Translation 
Directorate (Translation Bureau). 
 
Those services are to be provided as and when requested through Tasks Authorizations (TA), on 
Tuesdays, Wednesdays AND Thursdays from 8:00 a.m. to 5:00 p.m* in the National Capital 
Region, except for the following statutory holidays: January 1, Good Friday, Easter Monday, 
Victoria Day, Canada Day, the first Monday of August, Labour Day, June 24, Thanksgiving, 
Remembrance Day, Christmas Day and Boxing Day.  

 
* Eastern Standard Time or Eastern Daylight Saving Time, as applicable. 

  
For each contract, the Contractor must provide the services of one interpreter. 

 
Speciality: INT30 

A.1.1  SERVICE STANDARDS 

The Translation Bureau considers that the provision of interpretation services requires the 
following number of interpreters: 

a) up to one hour: one interpreter 

b) from one hour to four hours: two interpreters 

c) more than four hours: three interpreters 

Translation Bureau guidelines on team size, established over many years of professional 
practice, ensure optimal quality of service delivery.  Based on the workload, the nature of the 
assignment, the terminology used, the Consumer’s interpreting needs, etc., the Translation 
Bureau may decide to assign a different number of interpreters. 

A.1.2  ASSIGNMENT 

An assignment corresponds to each time block indicated under the heading «Work Detail» of the 
TA for which services are provided during the same working day regardless of the fact that the 
event runs for more than one day or not. If required, the Contracting Authority’s representative 
can allocate the same reference number to more than one assignment when services are 
provided to the same client over several working days spread over one or several weeks. 

In as much as administrative and operational requirements will allow, the TB will endeavour to 
optimize service delivery conditions. However, the TB reserves the right to assign the number of 
Contractors, in ASL or any other visual language, it deems necessary to meet the client’s needs 
should more than one language be required during the same assignment. Consequently, 
Contractors cannot claim any financial compensation should the TB assign a different number of 
Contractors in one language or another. 
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A.2  REGION 

The work is to be performed in the National Capital Region. 

The Translation Bureau considers an assignment to be « local » if it takes place within a 50 km 
radius of 171 Slater Street, Ottawa, Ontario. 

A.3 BASIC REQUIREMENT 

Bidders must be registered in the Translation Bureau Inventory of Suppliers and have a 
Procurement Business Number (PBN) obtained from «Buy and Sell» website. 

The interpreting work (assignments) must be performed by interpreters who have received TB 
Accreditation as ASL Conference Interpreters. Any work performed by interpreters who are not 
accredited by the TB will result in termination of the contract. 

A.4 PROFESSIONAL REQUIREMENTS 
 

a) The Contractor must ensure that Interpreter performs the duties of their profession impartially, 
since the role of the interpreter is to facilitate communication, not to provide counsel. 
Interpretation is a professional and confidential service. The Contractor must treat as 
confidential, during as well as after the performance of work under the contract, any 
information to which the Interpreter becomes privy. 

b) The Contractor must also report to the Project Authority (or his/her representative) any 
particular request from a client or any information passed along by a client that can affect the 
delivery of services provided as part of the current assignment or any other future 
assignment. 

c) In addition to having a very good knowledge of Canadian current events and how the federal 
government works, the Contractor must demonstrate a very high degree of flexibility with 
respect to scheduling and the demands of the work, be capable of working as part of a team 
and of maintaining good interpersonal relations and maintain a well-groomed appearance in 
keeping with the nature of the workplace. 

d) One or two days prior to the assignment, the Contractor must get in touch with the Client or 
one of the Contact Persons in order to confirm assignment information (date, time, location, 
etc.). The Contact Persons names will be determined from event to event, and given to the 
Contractor by the Project Authority (or his/her representative). 

Contractors must arrive at assignment location early enough to allow for security or building 
access procedures, to familiarize themselves with the work environment, etc. 

A.5  ORDER OF PRIORITY IN ASSIGNMENTS  
 

Should more than one Contract be awarded under the Request for proposal leading to this 
contract, the method of allocation of assignments will be as follows: 

The initial assignment will be offered to the Contractor whose hourly rate is the lowest, as per the 
conditions of the established contracts under the Request for proposal. The value of the 
assignment will be subtracted from the total dollars allocated to that Contractor. Each subsequent 
assignment will be assigned to the Contractor with the greatest balance of allocated funds. 

Should the selected Contractor refuse an assignment under his/her Contract, the next Contractor, 
under the same process, will be offered the assignment. 
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A.6  BASIS OF PAYMENT 
 

The Contractor will be paid for the number of hours actually worked. Any quarter of an hour that is 
engaged outside of the assignment scheduled time will be paid in full upon written rationale 
(email) from the Contractor and can be subject to verification. 

 
A.7  G1005C (2008-05-12)    INSURANCE 
 

The Contractor is responsible for deciding if insurance coverage is necessary to fulfill its 
obligation under the Contract and to ensure compliance with any applicable law. Any insurance 
acquired or maintained by the Contractor is at its own expense and for its own benefit and 
protection. It does not release the Contractor from or reduce its liability under the Contract.  

A.8  A9068C (2010-01-11)    SITE REGULATIONS 
 

The Contractor must comply with all regulations, instructions and directives in force on the site 
where the Work is performed.   
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ANNEX B: BASIS OF PAYMENT 

 
 
B.1 BASIS OF PAYMENT 

In consideration of the Work satisfactorily performed in accordance with the Contract, and in 
accordance with the individual Task Authorizations, the Contractor will be paid in accordance with the 
following. 

 
B.2 ALL-INCLUSIVE RATES 
 

The firm all-inclusive hourly rates must include all expenditures associated with the delivery of the 
services required under the Contract, including research, quality assurance, reports, photocopying, 
courier services, costs and time associated with the receipt and delivery of the documents described 
in the Statement of Work, membership in professional associations, reference manuals, Internet 
security and network services and Internet access fees, costs and time associated with quality 
assurance and certification, training, computers, software, technology upgrades, printing, telephone 
services and all other related expenditures. No other fees, costs or amounts will be paid. 

 

B.2.1 During Contract Period:  
 
Table 1: Initial contract period of one (1) year  
Period Description Quantity Unit Price Extended Price 

One year from 
contract award date 

ASL Interpretation 
services 
Specialty: INT 30 

Up to 

260 Hours 

$ (the amount  will 
be inserted at 
contract award) 

$ (the amount  will be 
inserted at contract 
award) 

Estimated GST/HST (if applicable) $ 

Total for Initial contract $ 

 

Table 2: Optional period [one (1) year]  
Period Description Quantity Unit Price Extended Price 

One year from the 
expiry of the Initial 
Contract Period 

ASL Interpretation 
services 
Specialty: INT 30 

Up to 

260 Hours 

$ (the amount  will 
be inserted at 
contract award) 

$ (the amount  will be 
inserted at contract 
award) 

Estimated GST/HST (if applicable) $ 

Total for Optional Period $ 

 
 
  



  

Page 19 of 24 
 

ANNEX C: TASK AUTHORIZATION FORM 
(Provided as an example) 

 
TASK AUTHORIZATION NO: 
 
Please confirm your availability for the following assignment by returning the duly completed TA, and that 
by the, (time and date will be indicated on the TA). In the absence of a reply within the prescribed period, 
you will be deemed to have refused the work (as per the Assignment Process Clause of the Contract).  
 
1.0 TASK AUTHORIZATION (TA) 
 
Contractor: 
 

TA Amendment 
No: Contract No: 

 
2.0 WORK DETAIL 
Date: 
Time From:                 To: 
Work location: 
Department: 
Title: 

Client:  
Contact: 
Reference N0:  
Teamer: 

NOTE:  
Approximate of participants: 
Documentation: 
Security/ Access: 
 
3.0 DESCRIPTION OF THE TASK / WORK TO BE PERFORMED: As per Annex A –Statement 
of work as outlined in the contract 
 
4.0 BASIS OF PAYMENT Hourly Rate No. of hours Extended Price 
 This task is estimated at:     
Check Either Option 
 
[        ] The contractor hereby confirm and accept the Task Authorization identified above  
 
[        ] The contractor does not accept the Task Authorization identified above for the following 
         reasons: 
         Explain:  
 
Authorized Contractor Representative to confirm 
 

Name: 
Title: 
Date: 

 
 
Translation Bureau Representative 
 

Name: 
Date: 
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ANNEX D: SECURITY REQUIREMENTS CHECKLIST 
 

 
Enclosed herewith is a copy of the security requirements check list. 
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Annex E: Bid 
EN930-13T005/A 

 
E.1 BID FORM [Optional (see article 3.1 b) and article 3.2 b) of Part 3)] 

INITIAL PERIOD  
(one year) 

HOURLY RATE TOTAL (excluding GST/HST) APPLICABLE 
GST/HST  (if any) 

Up to 260 hours $ $                                    % 

(A) 

OPTIONAL PERIOD 
1 (one year) 

HOURLY RATE TOTAL (excluding GST/HST) APPLICABLE 
GST/HST  (if any) 

Up to 260 hours $ $                                    % 

(B) 

THE TOTAL VALUE OF THE BID, GST/HST EXCLUDED, IS $       
[Sum of (A) and (B)]                     

The bidder is bidding on        contract (s) [Maximum of two (2) contracts] 

A bidder who omits to indicate a number of contracts is deemed to bid on a single contract. 

APPLICABLE LAWS 

The contract will be interpreted and governed by the laws in force in the province of Ontario.  

NOTE:   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 Canadian 
province or territory specified and inserting the Canadian province or territory of their choice. If 
no change is made, the Bidder acknowledges that the applicable laws specified are 
acceptable. 
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E.2 CERTIFICATION 

Bidders must submit a complete list of all individuals who are directors of the bidder (see "Integrity 
Provisions Certification") and must submit the other certifications found below. 

a) If those certifications are not completed and submitted with the bid, the Contracting Authority 
will so inform the Bidder and provide the Bidder with a time frame within which to submit this 
completed certification. Failure to comply with the request of the Contracting Authority and 
submit the completed certifications will render the bid non-responsive. 

b) Compliance with the certifications bidders provide to Canada is subject to verification by 
Canada during the bid evaluation period (before award of a contract) and after award of a 
contract. The Contracting Authority will have the right to ask for additional information to verify 
bidders' compliance with the certifications before award of a contract; 

c) The bid will be declared non-responsive if any certification made by the Bidder is untrue, 
whether made knowingly or unknowingly. Failure to comply with the certifications or to comply 
with the request of the Contracting Authority for additional information will also render the bid 
non-responsive. 

E.3  INTEGRITY PROVISIONS – CERTIFICATIONS REQUIRED PRECEDENT TO CONTRACT 
AWARD 

a) Bidders should provide, with their bids or promptly thereafter, a complete list of names of all 
individuals who are currently directors of the Bidder.  If such a list has not been received by 
the time the evaluation of bids is completed, the Contracting Authority will inform the Bidder of 
a time frame within which to provide the information.  Bidders must submit the list of directors 
before contract award, failure to provide such a list within the required time frame will render 
the bid non-responsive. 

 
COMPLETE LIST OF BIDDER’S DIRECTORS 
1 4 
2 5 
3 6 

 
b) The Contracting Authority may, at any time, request that a Bidder provide properly completed 

and Signed Consent Forms (Consent to a Criminal Record Verification form – PWGSC-
TPSGC 229) for any or all individuals named in the aforementioned list within a specified 
delay.  Failure to provide such Consent Forms within the delay will result in the bid being 
declared non-responsive. 

E.4  A3025T (2013-07-10) FORMER PUBLIC SERVANT – COMPETITIVE REQUIREMENTS 

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 the spending of 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. 

E.4.1 Definitions: 
a) 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 
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Canadian Armed Forces or a former member of the Royal Canadian Mounted Police. A 
former public servant may be: 

i. an individual; 

ii. an individual who has incorporated; 

iii. a partnership made of former public servants; or 

iv. a sole proprietorship or entity where the affected individual has a controlling or major 
interest in the entity. 

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

c) "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 Pension Continuation Act , 1970, c.R-10, and the Royal Canadian Mounted 
Police Superannuation Act, R.S., 1985, c.R-11, the Members of Parliament Retiring 
Allowances Act , R.S., 1985, c.M-5, and that portion of pension payable to the Canada 
Pension Plan Act, R.S., 1985, c.C-8. 

E.4.2 Former Public Servant in Receipt of a Pension: 

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

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

i. name of former public servant; 
ii. date of termination of employment or retirement from the Public Service. 

c) 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.  

E.4.3 Work Force Adjustment Directive: 

a) Is the Bidder a FPS who received a lump sum payment pursuant to the terms of a work force 
adjustment directive? Yes (   ) No (   ) 

b) If so, the Bidder must provide the following information: 
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i. name of former public servant; 

ii. conditions of the lump sum payment incentive; 

iii. date of termination of employment; 

iv. amount of lump sum payment; 

v. rate of pay on which lump sum payment is based; 

vi. period of lump sum payment including start date, end date and number of weeks; 

vii. number and amount (professional fees) of other contracts subject to the restrictions 
of a work force reduction program. 

c) 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. 

E.5 FEDERAL CONTRACTORS PROGRAM FOR EMPLOYMENT EQUITY - BID CERTIFICATION 
REQUIRED PRECEDENT TO CONTRACT AWARD 

a) 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://www.labour.gc.ca/eng/standards_equity/eq/emp/fcp/list/inelig.shtml) available from 
Human Resources and Skills Development Canada (HRSDC) - Labour's website. 

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

Certification 

By submitting a bid, the Bidder certifies that the information submitted by the Bidder in response to 
the above requirements is accurate and complete.  

The bid must contain no condition.  
Any condition, whatsoever, will render the bid non-responsive. 

We hereby offer to sell and/or provide to Canada, in accordance with the conditions set out herein, 
the services listed in section 3 entitled “Work” and on any other page attached hereto, at the price(s) 
indicated. 

BIDDER'S NAME (IN BLOCK LETTERS): 
   
 
      
  BIDDER’S SIGNATURE   DATE 
     
 PHONE NUMBER 
 










