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PART 1 — GENERAL INFORMATION
1.1 Introduction

The Request for Supply Arrangements (RFSA) is divided into six parts plus attachments and annexes,
as follows:

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

Part 2 Supplier Instructions: provides the instructions applicable to the clauses and conditions of the
RFSA;

Part 3 Arrangement Preparation Instructions: provides suppliers with instructions on how to prepare
the arrangement to address the evaluation criteria specified;

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

Part 5 Certifications: includes the certifications to be provided; and

Part 6 6A, Supply Arrangement, 6B, Bid Solicitation, and 6C, Resulting Contract Clauses:
6A, includes the Supply Arrangement (SA) with the applicable clauses and conditions;
6B, includes the instructions for the bid solicitation process within the scope of the SA;

6C, includes general information for the conditions which will apply to any contract entered into
pursuant to the SA.

The Annexes include the Requirement, the Basis of Payment and any other annexes.

1.2 Summary

Public Works and Government Services Canada requires the provision of Architecture and Interior
Design services for projects in the following locations in Atlantic Canada: Nova Scotia, New Brunswick,
Prince Edward Island and Newfoundland and Labrador. Any locations subject to any of the
Comprehensive Land Claim Agreements are excluded from the Supply Arrangement.

This Architecture and Interior Design Supply Arrangement includes six (6) Service Streams overall.
A1: Architecture - Very Low Complexity / Risk
A2: Architecture — Low Complexity / Risk
A3: Architecture - Medium Complexity / Risk
A4: Architecture — High Complexity / Risk
ID1 Interior Design — Lower Complexity / Risk
ID2Interior Design — Higher Complexity / Risk

Suppliers must identify the geographic area(s) in which they propose to provide services. Suppliers are
also requested to indicate at least one to a maximum of three Service Stream(s) for which they wish to

qualify. Suppliers are only required to submit one arrangement regardless of their number of proposed
Service Streams. Suppliers may propose a maximum of three out of six streams of service. Suppliers

may choose one or more geographic regions.
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There is no maximum to the number of Supply Arrangements that may be issued as result of this RFSA.

The Supply Arrangements will remain valid for a period of seven years or until such time as Canada no
longer considers it advantageous to use them. The period for awarding contracts under the Supply
Arrangement begins on the start date of the Supply Arrangement.

There are security requirements associated with this requirement. For additional information, consult
Part 1 - General Information, and Part 6A - Supply Arrangement. For more information on personnel and
organization security screening or security clauses, suppliers should refer to the Industrial Security
Program (ISP) of Public Works and Government Services Canada (http://ssi-iss.tpsgc-
pwgsc.gc.cal/index-eng.html) website.

As per the Integrity Provisions under section 01 of Standard Instructions 2008, suppliers must provide a
list of all owners and/or Directors and other associated information as required. Refer to section 4.21 of
the Supply Manual for additional information on the Integrity Provisions.

Suppliers must provide a list of names, and other related information as stipulated, pursuant to section
01 of Standard Instructions 2008.

The requirement is subject to the provisions of the World Trade Organization Agreement on Government
Procurement (WTO-AGP) and the North American Free Trade Agreement (NAFTA).

1.3 Security Requirements

Suppliers are informed that there is a strong possibility that some solicitations against the Supply
Arrangement might require that the consultants and their personnel possess a Facility Security
Clearance (FSC) at the SECRET level issued by the Canadian Industrial Security Directorate (CISD) of
Public Works and Government Services Canada (PWGSC).

Should the successful suppliers not have the level of security indicated above, PWGSC shall sponsor
the successful suppliers so CISD can initiate procedures for security clearance. CISD, by letter, shall
forward documentation to the successful suppliers for completion.

Suppliers desiring sponsorship should so indicate in their covering letter with their proposal.

Successful supplier(s) issued a Supply Arrangement as a result of this RFSA, not possessing the
required security clearance at time of a solicitation, will be bypassed in the selection process as detailed
in Part 6B. For all bid solicitations against this supply arrangement (RFSA Part 6C) that contain a
security requirement, it will be mandatory to meet the security requirements at the time of bid closing.
Suppliers are informed that there is a possibility that solicitations for certain government departments
(e.g. RCMP and Correctional Services Canada (CSC)) will require their personnel to undergo additional
security measures, including by not limited to a security standard screening process.

Note: There are multiple levels of personnel security screening associated with these solicitations.

1.4 Debriefings

Suppliers may request a debriefing on the results of the request for supply arrangements process.
Suppliers should make the request to the Supply Arrangement Authority within 15 working days of
receipt of the results of the request for supply arrangements process. The debriefing may be in writing,
by telephone or in person.
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1.5 Key Terms

“Supplier" (RFSA stage)
the person or entity (or, in the case of a joint venture, the persons or entities) submitting an
arrangement. It does not include the parent, subsidiaries or other affiliates of the Supplier, or
its subcontractors.

"Supplier"(SA stage)
means the person or entity whose name appears on the Supply Arrangement and who has
become a pre-qualified supplier and been issued a Supply Arrangement;

"Supply Arrangement”
means the written arrangement between Canada and the Supplier, these general conditions,
any referenced clauses and conditions, and any other document specified or referred to as
forming part of the Supply Arrangement;

"Supply Arrangement Authority"
means the person designated as such in the Supply Arrangement, or by notice to the Supplier,
to act as the representative of Canada in the management of the Supply Arrangement.

“Request for Supply Arrangement”
a procurement tool established by PWGSC for use by clients that allows buyers to solicit bids
from a pool of pre-qualified suppliers for specific requirements. The intent is to establish a
framework to permit expeditious processing of individual bid solicitations which result in legally
binding contracts for the goods and services described in those bid solicitations
Supply Arrangement

“Bid Solicitation”
an invitation, verbal or written, to suppliers to submit a bid, quotation or offer.

“Responsive bid”

A bid, tender, proposal or quotation that meets all the mandatory requirements stipulated in the
solicitation document.
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PART 2 — SUPPLIER INSTRUCTIONS
2.1 Standard Instructions, Clauses and Conditions

All instructions, clauses and conditions identified in the Request for Supply Arrangements
(RFSA) by number, date and title are set out in the Standard Acquisition Clauses and Conditions
Manual (SACC) issued by Public Works and Government Services Canada.

https://buyandsell.gc.cal/policy-and-guidelines/standard-acquisition-clauses-and-conditions-
manual

Suppliers who submit an arrangement agree to be bound by the instructions, clauses and conditions of
the RFSA and accept the clauses and conditions of the Supply Arrangement and resulting contract(s).

The 2008 (2014-09-25) Standard Instructions - Request for Supply Arrangements - Goods or Services,
are incorporated by reference into and form part of the RFSA.

Subsection 5.4 of 2008, Standard Instructions - Request for Supply Arrangements - Goods or Services,
is amended as follows:

Delete: 60 days
Insert: 120 days.

2.2 Submission of Arrangements

Arrangements must be submitted only to Public Works and Government Services Canada (PWGSC) Bid
Receiving Unit by the date, time and place indicated on page one of the Request for Supply
Arrangements.

Due to the nature of the Request for Supply Arrangements, transmission of arrangements by facsimile to
PWGSC will not be accepted.

2.3 Former Public Servant - Notification

Service contracts awarded to former public servants in receipt of a pension or a lump sum payment must
bear the closest public scrutiny and reflect fairness in the spending of public funds. Therefore, the bid
solicitation will require that you provide information that, were you to be the successful bidder, your
status with respect to being a former public servant in receipt of a pension or a lump sum payment, will
be required to report this information on the departmental websites as part of the published proactive
disclosure reports generated in accordance with Treasury Board policies and directives on contracts with
former public servants, Contracting Policy Notice 2012-2 and the Guidelines on the Proactive Disclosure
of Contracts.

24 Federal Contractors Program for Employment Equity - Notification

The Federal Contractors Program (FCP) for employment equity requires that some contractors make a
formal commitment to Employment and Social Development Canada (ESDC) - Labour to implement
employment equity. In the event that this Supply Arrangement would lead to a contract subject to the
Federal Contractors Program (FCP) for employment equity, the bid solicitation and resulting contract
templates would include such specific requirements. Further information on the Federal Contractors
Program (FCP) for employment equity can be found on Employment and Social Development Canada
(ESDC) - Labour's website.
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2.5 Enquiries - Request for Supply Arrangements

All enquiries must be submitted in writing to the Supply Arrangement Authority no later than seven (7)
calendar days before the Request for Supply Arrangements (RFSA) closing date. Enquiries received
after that time may not be answered.

Suppliers should reference as accurately as possible the numbered item of the RFSA to which the
enquiry relates. Care should be taken by suppliers 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 question(s) or may request that suppliers do so, so that the proprietary nature of the question(s) is
eliminated, and the enquiry can be answered to all suppliers. Enquiries not submitted in a form that can
be distributed to all suppliers may not be answered by Canada.

2.6 Applicable Laws

The Supply Arrangement (SA) and any contract awarded under the SA must be interpreted and
governed, and the relations between the parties determined, by the laws in force in Nova Scotia.

Suppliers may, at their discretion, substitute the applicable laws of a Canadian province or territory of
their choice without affecting the validity of the arrangement, 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
suppliers.
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PART 3 — ARRANGEMENT PREPARATION INSTRUCTIONS
31 Arrangement Preparation Instructions

Canada requests that suppliers provide the arrangement in separately bound sections as follows:

Section [ Technical Arrangement (six hard copies — one unbound original and five bound copies)
plus one electronic copy.

Section II: Certifications (one hard copy)

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

The maximum number of pages (including text and graphics) to be submitted is as follows. The
definition of a page is one side of a 216mm x 279mm (8.5” x 11”) sheet of paper. 279mm x 432 mm (11"
x 17”) fold-out sheets for spreadsheets, organization charts, etc. will be counted as two pages.

Maximum
RFSA Section Number of Pages (Range: dependent on

number of service
stream(s) identified

R1 Team Approach/Management of Services 4 pages

e There is only one R1 section per Arrangement.
¢ R1 is a maximum of 4 pages regardless of the number of proposed service
streams

o The limit includes the one page curriculum vitae of the identified key
contact

‘ R2 Past Experience of the Firm 3 pages/service stream

¢ Each project is limited to one page per service stream.

e |t is acceptable to use the same project in multiple service streams.

¢ The page limit remains at one page per project per service stream.
Please provide the one page project description per stream, even if itis a
duplicate.

319

‘ R3 Key Personnel Past Experience 3 pages/service stream

e Each individual is limited to one page per service stream.

o It is acceptable to use the same individual in multiple service streams. 319

e The page limit remains at one page per individual per service stream.
Please provide one c.v. per stream even if it is a duplicate.

Arrangement: Maximum number of pages

¢ The maximum number of pages is dependent on the number of service TOTAL
streams identified. 10 to 22
¢ Pages that extend beyond the page limitations and any other attachments
will be extracted from the arrangement and they will not be evaluated.
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The following are not part of the page limitation mentioned above:

e Covering letter

e Certifications requested in Part 5

¢ Front Page of the Request for Supply Arrangement document

¢ Front Page of the Revision(s) to the Request for Supply Arrangement document
e Mandatory Items M1 to M4

e Table of contents

¢ Attachment 2

Canada requests that suppliers follow the below format instructions when preparing their

arrangement

e use 8.5 x 11 inch (216 mm x 279 mm) paper;

¢ use a numbering system that corresponds to that of the Request for Supply Arrangements.
¢ Minimum font size — 11 point Times or equal

e Minimum margins -12 mm left, right, top and bottom

¢ Double-side submissions are preferred

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

1) use 8.5 x 11 inch (216 mm x 279 mm) paper containing fibre 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 Arrangement

Suppliers must identify in their arrangement their Service Stream(s) and the geographical region(s).

In the technical arrangement, suppliers should explain and demonstrate how they propose to meet the
requirements and how they will carry out the Work.

Section Il: Certifications

Suppliers must submit the certifications required under Part 5.
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PART 4 — EVALUATION PROCEDURES AND BASIS OF SELECTION
41 Evaluation Procedures
(a) Arrangements will be assessed in accordance with the entire requirement of the Request for
Supply Arrangements.

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

41.1 Technical Evaluation
The mandatory and point rated technical evaluations are included in Attachment 1.

4.2 Basis of Selection
The Basis of Selection is included in Attachment 1.
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PART 5 - CERTIFICATIONS

Suppliers must provide the required certifications and associated information to be issued a supply
arrangement (SA).

The certifications provided by suppliers to Canada are subject to verification by Canada at all times.
Canada will declare an arrangement non-responsive, or will declare a contractor in default in carrying
out any of its obligations under any resulting contracts, if any certification made by the Supplier is found
to be untrue whether made knowingly or unknowingly during the arrangement evaluation period, or
during the period of any supply arrangement arising from this RFSA and any resulting contracts.

The Supply Arrangement Authority will have the right to ask for additional information to verify the
Supplier’s certifications. Failure to comply and to cooperate with any request or requirement imposed by
the Supply Arrangement Authority may render the arrangement non-responsive, or constitute a default
under the Contract.

5.1 Certifications Precedent to Issuance of a Supply Arrangement

The certifications listed below should be completed and submitted with the arrangement, but may be
submitted afterwards. If any of these required certifications is not completed and submitted as
requested, the Supply Arrangement Authority will inform the Supplier of a time frame within which to
provide the information. Failure to comply with the request of the Supply Arrangement Authority and to
provide the certifications within the time frame provided will render the arrangement non-responsive.
5.1.1 Integrity Provisions - Associated Information

By submitting an arrangement, the Supplier certifies that the Supplier and its Affiliates are in compliance
with the provisions as stated in Section 01 Integrity Provisions - Arrangement of Standard Instructions
2008. The associated information required within the Integrity Provisions will assist Canada in confirming
that the certifications are true.

5.1.2 Additional Certifications Precedent to Issuance of a Supply Arrangement

5.1.2.1 Status and Availability of Resources

SACC Manual clause S3005T (2008-12-12) Status and Availability of Resources.

5.1.2.2 Education and Experience

SACC Manual clause S1010T (2008-12-12) Education and Experience
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ATTACHMENT 1 ARRANGEMENT EVALUATION PROCEDURES

Basis of Selection

1. Mandatory Criteria
(M1 -M4)

eEach arrangement will be examined to determine that it meets all mandatory criteria. Arrangements
which fail to meet the mandatory criteria will be given no further consideration and will be deemed
non-responsive.

eSuppliers must identify at least one Service Stream and one geographic area.

eldentifying more than three streams will deem your arrangement non-responsive.

—

2. Point Rated: Team
Approach and
Management of ServicesI

eArrangements will be evaluated and scored in accordance with the point rated technical criteria
described in R1.

eArrangements that fail to meet the minimum score of 60 points will not be considered any further.
*The rating of R1 is performed on a scale of 100 points.

(R1)

3. Point Rated: Service
Streams Qualification

(R2+R3)

eArrangements will be evaluated and scored in accordance with the point rated technical ctriteria
described in R2 and R3. Arrangements that fail to meet the minimum score of 40 points on each of
R2 and R3 individually will not qualify for that Service Stream.

eFailure to meet the minimim combined score of 120 will also not qualify for the Service Stream.
*R2 and R3 are rated out of 100 points for a total combined score of 200 points maximum.
eSuppliers must qualify for at least one service stream to be considered for a supply arrangement.

—

4. Conditions Precedent
to Issuance of Suppy
Arrangement

o|f required, compliant suppliers will be given written notification to provide the information required
in Part 5 Certifications by a specified date and time.

eFailure to provide the requested information by the date and time would deem the supplier non-
responsive.

—

5. Issuance of Supply
Arrangements

eSuppliers that comply with all the requirements of the Request for Supply Arrangement will be issued
Supply Arrangements.

—

Page 12 of - de 71



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

E0225-152290/A PWAL115
Client Ref. No. - N° de réf. du client File No. - N° du dossier CCC No./N° CCC - FMS No./N° VME
E0225-152290 E0225-152290

Mandatory Requirements (M)

Identify Geographic Region(s). Minimum 1
Failure to identify a reg_;ion will deem your arrang_]ement non-responsive.

Clearly indicate for which of the following provinces you wish to provide services:
Nova Scotia, New Brunswick, Prince Edward Island and Newfoundland & Labrador.

M2 Identify Service Stream(s) — Minimum 1 Maximum 3
Identifying more than three service streams will deem your arrangement non-responsive.

Architecture

e routine and straightforward projects

e often < $750 K construction value anticipated

e anticipated short construction time (e.g. often six months or less)

Very Low .little to no risk of sensitivity (e.g. environmental or media profile or heritage building or high
Complexity security) or low risk of a complex program, scheduling or phasing requirement
| Risk e sample project types may include: shed, warehouse, storage, maintenance building, general

purpose office building; low value upgrades, renovations or system replacements; studies or
investigations

e possibly single discipline projects
I A2 Architecture

e relatively straightforward projects
e often $750 K -$1.5 million construction value
e anticipated relatively short construction time (e.g. often between six and twelve months)

Low o low risk of sensitivity (e.g. environmental or media profile or heritage building or high security)
Complexity or a complex program, scheduling or phasing requirement
| Risk * sample projects may include: specialized storage facilities, manufacturing or processing

facilities, general purpose office building, simpler projects involving policing facilities; or
renovations to same

e likely more than one discipline projects
‘ A3 Architecture

e often $1.5 — $4.0 million construction value
e anticipated construction time often greater than twelve months
Medium e moderate risk of sensitivity (e.g. environmental or media profile or heritage building or high
Complexity security) ora comple>§ program, schedulipg or phasing requirement '
| Risk e sample projects may include: spemal mamtengnce garage, emergency opergt!ons cgqter,

general purpose office space with some special purpose space, policing facilities, minimum
security detention facilities; or renovations to same

o likely a multi-disciplinary project

Architecture

¢ highest complexity / risk category for projects delivered via this Supply Arrangement
e often greater than $4 million construction value

High e high risk of sensitivity (e.g. environmental or media profile or heritage building or high security)
Complexity or a complex program, scheduling or phasing requirement
| Risk e sample projects may include: laboratory or science facilities, medium or maximum security

detention center, policing facilities, general purpose office space with special purpose space;
or renovations to same
» most likely a multi-disciplinary project
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ID1 Interior Design

e smaller scale tenant fit-up, re-fit or space optimization — with mostly general purpose office
space — in leased or crown-owned facilities
Lower « smaller scale interiors only projects, e.g.: programming, space layouts; selecting new or
Complexity upgraded finishes, materials, or millwork; base building common area improvements (e.g.:
| Risk: lobbies, washrooms); furniture recommendations, furniture layouts and/or furniture
specifications and/or workstation prototypes

o lower risk of a complex program, scheduling or phasing requirement

ID2 Interior Design

elarger scale tenant fit-up, re-fit, or space optimization — with some special purpose
space, or other known complexities / unresolved issues — in leased or crown-owned

Hiaher facilities
Com?alexity e larger scale interiors only projects, e.g.: programming, space layouts; selecting new
| Risk: or upgraded finishes, materials, or millwork; base building common area

improvements (e.g.: lobbies, washrooms); furniture recommendations, furniture
layouts and/or furniture specifications and/or workstation prototypes
° higher risk of a complex program, scheduling or phasing requirement

‘ M Licensing Requirements
Applicable to suppliers applying for Architectural service streams A1, A2, A3, and A4

The supplier must be an architect, licensed in the province of Nova Scotia and/or New Brunswick and/or Prince
Edward Island and/or Newfoundland and Labrador, able to provide the necessary professional services to the
full extent that may be required by provincial law.

If the supplier is licensed to practice in only one of the four provinces and indicates they can provide services in
more than one province, then that supplier must be eligible and willing to become licensed in the province in
which they are not licensed.

‘ M4 Licensing Requirements
Applicable to suppliers applying for Interior Design ID1 and ID2

The supplier must be a member of the registered class or equal class of membership of the
regulating provincial Interior Design Association in the province of Nova Scotia and/or New
Brunswick.

If the supplier is a member in only one of the four provinces and indicates they can provide services
in more than one province, suppliers must be registered members, or be eligible and willing to
become registered members in any province in which they are indicating that they can provide
services where such Provincial Design Association exist (currently Nova Scotia or New Brunswick; or
Newfoundland & Labrador and/or Prince Edward Island should they form a regulating Provincial
Design Association, with either a Practice or Title Act, during the supply arrangement).
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Rated Requirements (R)

Arrangements meeting the mandatory requirements will be evaluated in accordance with the following
criteria.

The clarity of the writing will form part of the evaluation (use of language, document structure,
conciseness and completeness of the response).

Higher consideration will be given to the appropriate significant involvement of senior personnel in key
positions.

R1 Team Approach / Management of Services

Maximum 100 points Minimum 60 points

Failure to meet the minimum score will deem the supplier non-responsive.

The supplier must demonstrate how the team will be organized and managed in its approach and
methodology in the delivery of the Required Services on a typical project (demonstrating, for example,
means of ensuring continuous and consistent control, effective communication, and production
efficiency). See Annex A, requirement for an example of the types of Required Services that may be
requested on a project.

The supplier may provide background on their firm, its stability and longevity in order to substantiate
the below criteria.

The supplier should ensure that the narrative provided to address R1 covers the above-noted areas
with respect to their internal team and structure, but also with respect to their management of potential
sub-consultant teams during multi-disciplinary projects, to the extent that this is pertinent, given the
Service Streams for which they are applying.

a. Identify a Supply Arrangement Primary Contact; and define the roles and 15 points
responsibilities of Primary Contact; and provide a one page curriculum vitae (cv)
for Primary Contact

b. Assignment of the resources and availability of back-up personnel 20 points
c. Management and organization (reporting structure) proposed for typical 10 points
projects

d. Quality control techniques to be utilized by the supplier on each project 40 points
e. Demonstration of how the team intends to meet the 'Project Response Time 15 points

Requirements'
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Service Stream Qualification

Suppliers that meet the minimum score in R1 will proceed to the qualification process of their
identified Service Stream(s).

Suppliers must demonstrate an acceptable level of expertise and experience in the Service Stream for
which they wish to qualify.

For each identified
Service Stream:

R2:Past Experience of
the Firm

Minimum 40/100:

Repeat for a maximum
of three service streams.

A supplier must
qualify in at least
one service

stream to be
eligible for an SA.

Suppliers will not qualify
for a Service Stream if

they fail to meet the L
minimum scores: Minimum 40/100:

R3: Key Personnel
Expertise and Experience

Combine R2 +R3
Minimum 120/200:
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‘ R2 Past Experience of the Firm

Maximum 100 pts Minimum 40 pts

Demonstrate that the firm has recently completed, within the past 10 years, a range of projects,
similar in size and complexity to the Service Stream identified.

Projects should demonstrate participation at all stages of the design/construction process (preliminary,
concept, detailed design and tendering and construction). An example of the Required Services that
may be required on a specific project is provided in Annex A.

Project descriptions are limited to one page per project; pages exceeding this limitation will not be
reviewed. If more than three projects are submitted, only the first three projects, in the order of
appearance /received /presented, will be reviewed.

For each project provide the following client information - name, address, phone and email of client
contact at working level. If deemed necessary, references may be contacted to verify project details.

For projects which were carried in joint venture, indicate the responsibilities of each of the involved
firms, being specific regarding the roles and experience of the Supplier.

a. Provide a brief description of three (3) relevant projects. For each project 20 points
indicate the project title, supplier roles/responsibilities, names of key personnel

responsible for project delivery and the dates the services were provided and

how this project is comparable/relevant to the requested service stream.

b. Scope of services rendered, project objectives and description, constraints 40 points
and deliverables; budget and schedule control and management, design

philosophy and challenges overcome. Suppliers should describe their

experience in relation to architecture and interior design, but also in relation to

their role as prime consultant leading a multidisciplinary team, where applicable.

c. Describe the accomplishments, achievements and experience either as a 40 points
prime consultant or in a sub-consultant capacity on projects.
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‘ &1 Key Personnel Expertise and Experience

Maximum 100 points Minimum 40 points

The supplier should demonstrate that they have key personnel with the capability, capacity and
expertise in the identified Service Stream. Please demonstrate expertise/experience in accordance
with the following:

. Key Personnel Minimum Years of Experience as a licensed
Service Stream . . ) .
Architect or registered Interior Designer
AT, D s 6 years
A2, A3, A4 and ID2 ... s 10 years

A maximum of three key personnel may be proposed per identified Service Stream. The curriculum
vitae (cv) are limited to one page per person per Service Stream. Suppliers may propose the same
individual on multiple Service Streams; however, they are still limited to one per page per Service
Stream. Pages that exceed this one page per person per service stream limitation will not be
reviewed.

a. Each cv should clearly indicate the years of experience the key personnel has 40 points
on pertinent projects in the Service Stream identified. Also indicate the

professional accreditation of the key personnel and their membership in

provincial professional associations.

b. Identify the personnel's total years of experience, the number of years with 40 points
the firm and their role on past projects.

c¢. Accomplishments/achievements/awards 20 points
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Evaluation Summary

Criterion

of Services

R1: Team Approach / Management

Sub- Weight Rating Weighted
criterion Factor 0,2,4,6,8 or 10 Score
a 1.5 0-10 0-15
b 2 0-10 0-20
c 1 0-10 0-10
d 4 0-10 0-40
e 1.5 0-10 0-15

out of the 100 points available.

To be considered further, suppliers must achieve a minimum R1 Rating of 60 points

R2 Past Experience of the Firm a 2 0-10 0-20
b 4 0-10 0-40
c 4 0-10 0-40
R3 Key Personnel Expertise and a 4 0-10 0-40
Experience b 4 0-10 0-40
c 2 0-10 0-20

To qualify for a Service Stream the supplier must achieve a minimum rating on each
R2 and R3 of 40 points out of the 100 points available and a minimum of 120 out of the
200 points available on the combined Rating_; (R2+R3).
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Generic Evaluation Table

PWGSC Evaluation Board members will evaluate the strengths and weaknesses of the Proponent’s
response to the evaluation criteria and will rate each criterion with even numbers (0, 2,4,6,8 or 10) using

the generic evaluation table below:

INADEQUATE

WEAK

ADEQUATE

FULLY
SATSIFACTORY

STRONG

0 points

Did not submit
information which
could be evaluated

2 points

Lacks complete or
almost complete
understanding of
the requirements

4 points

Has some
understanding of
the requirements
but lacks adequate
understanding in
some areas of the
requirements

6 points

Demonstrates a
good
understanding of
the requirements.

8 points

Demonstrates a
very good
understanding of
the requirements.

10 points

Demonstrates an
excellent

understanding of
the requirements.

Weaknesses Generally doubtful A

Weaknesses can No significant No apparent
cannot be that weaknesses be corrected weaknesses weaknesses
corrected can be corrected
Supplier does not . Supplier has an — N
possess the Qublfications and | 2ccoptable evel o | PRELEE quaitieaand
qualifications and experience qualifications and experienced experienced

experience

experience

Team proposed is
not likely able to
meet requirements

Team does not
cover all
components or
overall experience
is weak

Team covers most
components and
will likely meet
requirements

Team covers all
components —
some members
have worked
successfully
together

Strong team — has
worked
successfully
together on
comparable
projects

Sample projects
not related to this
requirement

Sample projects
generally not
related to this
requirement

Sample projects
generally related to
the requirement

Sample projects
directly related to
this requirement

Leads in sample
projects directly
related to this
requirement

Extremely poor,
insufficient to meet
performance
requirements

Little capacity to
meet performance
requirements

Acceptable
capability, should
ensure adequate
results

Satisfactory
capability, should
ensure effective
results

Superior capability,
should ensure very
effective results
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ATTACHMENT 2 — SUPPLIER INFORMATION

The supplier is requested to complete the following Attachment and include it with their arrangement.

Name of Supplier

\{Mf Identify Geographic Region(s). Minimum 1

O Prince Edward O) Newfoundland &

() Nova Scotia () New Brunswick Island Labrador

\'/Z21 Identify Service Stream(s) Minimum 1 Maximum 3

A1 ) A2 (J A3 ) A4 () ID1 () ID2

\/$} Licensing Requirements for Architectural service streams A1, A2, A3, and A4

=R

Suppliers are requested to indicate their current license(s) held and how they intend to meet the
pertinent provincial licensing requirements in their proposed geographical areas. In the space below,
either provide this information or indicate where this information is located within their proposal.

\'/“M Licensing Requirements for Interior Design service streams ID1 and ID2

Suppliers are requested to indicate their current membership(s) held and how they intend to meet the
pertinent provincial membership requirements in their proposed geographical areas. In the space
below, either provide this information or indicate where this information is located within their proposal.

Street Address: Mailing Address:
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Telephone Number: Fax Number:

Procurement Business Number:

Type of Organization:

(]  Corporation J Joint Venture
() Sole Proprietorship (J)  Partnership

Telephone Number:

E-mail:

In any resultant SA, PWGSC should send solicitations to the following e-mail:

E-mail:
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PART 6 — SUPPLY ARRANGEMENT AND RESULTING CONTRACT CLAUSES
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A. SuPPLY ARRANGEMENT

A6.1  Arrangement

The Supply Arrangement covers the Work described in the Requirement at Annex A.

A6.2 Security Requirements

The following security requirements (SRCL and related clauses provided by ISP) apply and form part of
the Supply Arrangement.

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

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

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

4. The Contractor/Offeror 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).

NOTE: There are multiple levels of personnel security screenings associated with this file. In this
instance, a Security Classification Guide must be added to the SRCL clarifying these screenings. The
Security Classification Guide is normally generated by the organization's project authority and/or security
authority.

A6.3 Standard Clauses and Conditions

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

A6.3.1 General Conditions

2020 (2014-09-25) General Conditions - Supply Arrangement - Goods or Services, apply to and form
part of the Supply Arrangement.

A6.3.2 Supply Arrangement Reporting
The Supplier must compile and maintain records on its provision of goods, services or both to the federal

government under contracts resulting from the Supply Arrangement. This data must include all
purchases, including those paid for by a Government of Canada Acquisition Card.
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If some data is not available, the reason must be indicated. If no goods or services are provided during a
given period, the Supplier must still provide a "NIL" report.

The data must be submitted on a quarterly basis to the Supply Arrangement Authority.

The quarterly reporting periods are defined as follows:
1st quarter: April 1 to June 30;

2nd quarter: July 1 to September 30;

3rd quarter: October 1 to December 31;

4th quarter: January 1 to March 31.

The data must be submitted to the Supply Arrangement Authority no later than 30 calendar days after
the end of the reporting period.

A6.4 Term of Supply Arrangement

6.4.1 Period of the Supply Arrangement

The period for awarding contracts under the Supply Arrangement is seven years from the date of supply
arrangement.

A6.5 Authorities

6.5.1 Supply Arrangement Authority

The Supply Arrangement Authority is:

Tanya Allen

Supply Specialist

Public Works and Government Services Canada
Atlantic Region, Acquisitions

1713 Bedford Row

P.O. Box 2247

Halifax, NS B3J 3C9

E-mail address: tanya.allen@pwgsc-tpsgc.gc.ca
Telephone: 902-496-5142
Facsimile: 902-496-5016

The Supply Arrangement Authority is responsible for the issuance of the Supply Arrangement, its
administration and its revision, if applicable.

6.5.2 Supplier's Representative
Name:

Title:
Address:

Email:
Telephone:
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A6.6 Identified Users

The Identified User is: Architectural and Engineering Resources, Professional and Technical Services,
Public Works Government Services Canada, Atlantic Region.

A6.7 On-going Opportunity for Qualification

A Notice will be posted once a year on the Government Electronic Tendering Service (GETS) to allow
new suppliers to become qualified. Existing qualified suppliers, who have been issued a supply
arrangement, will not be required to submit a new arrangement but may refresh their arrangement to
modify their Service Streams.

A6.8 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 the Supply Arrangement;
(b) the general conditions 2020 (2014-09-25), General Conditions - Supply Arrangement -
Goods or Services

(c) Annex A, Requirement;

(d) Annex B, Supplier List;

(e) Annex C, Security Requirements Check List
() Annex D, Doing Business

(9) the Supplier's arrangement dated

A6.9 Certifications

6.9.1 Compliance

The continuous compliance with the certifications provided by the Supplier in its arrangement and the
ongoing cooperation in providing associated information are conditions of issuance of the Supply
Arrangement (SA). Certifications are subject to verification by Canada during the entire period of the SA
and of any resulting contract that would continue beyond the period of the SA. If the Supplier does not
comply with any certification, fails to provide the associated information, or if it is determined that any
certification made by the Supplier in the arrangement is untrue, whether made knowingly or
unknowingly, Canada has the right to terminate any resulting contract for default and suspend or cancel
the Supply Arrangement.

A6.10 Applicable Laws

The Supply Arrangement (SA) and any contract resulting from the SA must be interpreted and governed,
and the relations between the parties determined, by the laws in force in Nova Scotia.

A6.11 Insurance

SACC Manual Clause R1250D (2012-07-16) General Condition (GC) 9 - Indemnification and Insurance
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B. BID SOLICITATION

B6.1 Bid Solicitation Documents

The bid solicitation will contain as a minimum the following:

(a) security requirements;

(b) a complete description of the Work to be performed;

(c) R1410T, General Instructions (Gl) — Architectural and/or Engineering Services — Request for
Proposal Subsection 4 and 5 of Section GI1 Integrity Provisions — Proposal, is amended as
follows:

Subsections 04 and 05 of Section 01, Integrity Provisions — Proposal, of the General Instruction (GI) —
Architectural and/or Engineering Services — Request for Proposal R1410T incorporated by reference
above are deleted in their entirety and replaced with the following:

4. Bidders who are incorporated or who are a sole proprietorship, including those bidding as a
joint venture, have already provided a list of names of all individuals who are directors of the
Bidder, or the name of the owner, at the time of submitting an arrangement under the Request
for Supply Arrangement (RFSA). These bidders must diligently inform Canada in writing of any
changes affecting the list of directors during this procurement process as well as during the
contract period.

5. Canada 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 mentioned above within a specified time frame. Failure to provide such consent
forms and associated information within the time frame provided, or failure to cooperate to the
verification process, will result in the bid being declared non-responsive.

(d) bid preparation instructions;

(e) instructions for the submission of bids (address for submission of bids, bid closing date and
time);

(f) evaluation procedures and basis of selection;

(9) certifications;

Federal Contractors Program (FCP) for Employment Equity - Notification

e SACC Manual A3005T, A3010T for service requirements when specific individuals will be
proposed for the work;

* 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 - Proposal of General instruction —
Architectural and/or Engineering Services- Request for Proposal R1410T. The associated
information required within the Integrity Provisions will assist Canada in confirming that the
certifications are true.

(i) conditions of the resulting contract.
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B6.2 Bid Solicitation Process

6.2.1 Proposals will be solicited for specific requirements within the scope of the Supply Arrangement
(SA) from suppliers who have been issued a SA.

The following explains how government personnel will utilize this SA.

6.2.2 Selection Process:

A. Solicitation Process

edetermine who can
issue solicitations

and an overview of
the process

A. Solicitation Process

B. Service Stream
Determination

edetermine the
appropriate Service
Stream

C. Supplier Selection
Process

edetermine who will
be issued a
solicitation

*Proposals will be solicited for specific requirements within the scope of the Supply Arrangement
from suppliers who have been issued a SA.

*The responsibility for the bid solicitation process and award of contracts will depend on the
estimated fees of the proposed service (Identified User versus PWGSC Acquisitons)

#Specific Security Requirements will be identified at the time of solicitation and will be mandatory

upon bid closing

*Bid Response time will vary depending on the complexity of the project.
*The evaluation procedures and basis of selection for each requirement will be unique to each bid

solicitation issued.

eTreasury Board Approval will be required in the event the recommended contractor for award is
a Former Public Servant (FPS) as identified under the policy and the contract value is $25,000 and
over (applicable taxes included) for non-competitive requirements and $100,000 and over
(applicable taxes included) for competitive requirements.

eSolicitations will not be issued for deliveries within a Comprehensive Land Claims Settlement
Area (CLCSA). All requirements requiring deliveries in a CLCSA are to be submitted to PWGSC for

individual processing.
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Identified Users

PWGSC Acquisitions
(Part6A, 6. Identified Users)

>$75,000 to <$1M
<$75,000

eInvited suppliers will be requested via e-mail *A Notice of proposed procurement (NPP)

for a technical/financial proposal will be posted on GETS
*Bids by email are permitted eInvited suppliers will be requested via e-mail
eldentified users will sign and approve the for a technical/financial proposal

contract *Bids are to be sent to the Bid Receiving Unit
eldentified Users must determine whether identified on the front page of the

they have the delegation of authority in solicitation

order to proceed with any of the following
thresholds. If Identified Users do not have
delegation of authority to proceed, the
requirement must be submitted to PWGSC
Contracting Authority for processing.

eForms, PWGSC-TPSGC 9400-3 and PWGSC-
TPSGC 9400-4, will be used as the first pages
of the bid solicitation document and the
resulting contract document, respectively.
These forms are available on the Electronic
Forms Catalogue Website,
http://publiservice-app.tpsgc-
pwgsc.gc.ca/forms/text/search_for_forms-
e.html.

B. Service Stream Determination
*PWGSC will use the service stream that best suits the project.

*The estimated construction or project costs will not be the only determining factor. PWGSC
technical project personnel will assess a proposed project's scope, complexity, risk, estimated
construction or project costs to determine the service stream.

oThis is the first step in determining the rotational list to use in Annex B.
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C Supplier Selection Process

*The geographical location of the project will be determined by the physical location of the work,
not the location of the government department or PWGSC office requesting the services.
*The estimated consultant fees will determine the supplier selection process to be used

eShould there not be enough suppliers in any one service stream to meet the minimum selection
criteria the process will be expanded to include suppliers in the next highest service stream
within the same discipline.

eShould there not be enough suppliers to meet the minimum selection criteria the selection
process will be expanded to include all geographical areas.

r

Determine

the Rotational

List

Location of Project

Best Suited Service
Stream

~

-
Determine #
of suppliers

to invite

<$75K

eminimum 2 suppliers that meet
the security requirement

$75K to $150K

eminimum 3 suppliers that meet
the security requirement

$150K-$400K

eminimum 4 suppliers that meet
the security requirement

$400K-$1M

eall suppliers on service stream
list & security requirement will
be mandatory at bid closing

\

r

Selecting
Suppliers

Select by name one
supplier and
rotationally select the
remainder from list

Rotationally select the
minimum number of
suppliers from list

~
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C. RESULTING CONTRACT CLAUSES
C6.1 General

The conditions of any contract awarded under the Supply Arrangement will be in accordance with the
resulting contract clauses of the template used for the bid solicitation.

For any contract to be awarded using the templates in the Annexes:

(a) For requirements less than 100K, the below listed general conditions will apply to the resulting
contract;
R1210D (2015-04-01), General Conditions (GC) 1 - General Provisions
R1215D (2014-06-26), General Conditions (GC) 2 - Administration of the Contract
R1220D (2015-02-25), General Condition (GC) 3 - Consultant Services
R1225D (2015-04-01), General Condition (GC) 4 - Intellectual Property
R1230D (2015-02-25), General Condition (GC) 5 - Terms of Payment
R1235D (2011-05-16), General Condition (GC) 6 - Changes
R1240D (2011-05-16), General Condition (GC) 7 - Taking the Services Out of the Consultant’s Hands,
Suspension or Termination
R1245D (2012-07-16), General Condition (GC) 8 - Dispute Resolution
R1650D (2015-02-25), General Condition (GC) 9 - Indemnification and Insurance

(b) For requirements greater than $100K, the below listed general conditions will apply to the
resulting contract.
R1210D (2015-04-01), General Condition
R1215D (2014-06-26), General Condition
R1220D (2015-02-25), General Condition

(GC) 1 - General Provisions

( (GC) 2 - Administration of the Contract

( (GC) 3 - Consultant Services

R1225D (2015-04-01), General Condition (GC) 4 - Intellectual Property

R1230D (2015-02-25), General Condition (GC) 5 - Terms of Payment

R1235D (2011-05-16), General Condition (GC) 6 - Changes

R1240D (2011-05-16), General Condition (GC) 7 - Taking the Services Out of the Consultant’s
Hands, Suspension or Termination

R1245D (2012-07-16), General Condition (GC) 8 - Dispute Resolution

R1250D (2015-02-25), General Condition (GC) 9 - Indemnification and Insurance

Note: The latest versions of the template and terms and conditions will be used at time of bid solicitation.
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ANNEX A - REQUIREMENT

1.0 Typical services

Typical services which may be sought under each of the Service Streams may include, but are not
limited to:

1) Architecture (A) Service Streams

A1 Architecture - Very Low Complexity / Risk
A2 Architecture — Low Complexity / Risk

A3 Architecture - Medium Complexity / Risk
A4 Architecture — High Complexity / Risk
Sample Projects and Services:

Pre-planning and Feasibility Studies

Building Condition Reports

Various other studies and/or reports

Long-term Accommodation Plans

Master planning exercises for campuses of buildings
Functional Programming

Site Selection processes

Concept Design

Design Development

Construction Documents (working drawings and specifications)
Services during Bidding, Construction, and Post-Construction
New Building Construction

Renovations

Building or System Upgrades

Mid-life Re-fits

Testing, Inspection, and Analysis Services

As-measured drawings

Commissioning

Full Project Services, including Coordination, Contracting with & Management of Sub-Consultant
Teams and their deliverables & documents

® 6 o o o o o o6 o o o oo o o oo o o o o

Interior Design (ID) Service Streams

ID1 Interior Design — Lower Complexity / Risk
ID2 Interior Design — Higher Complexity / Risk
Sample Projects and Services:

Pre-planning and Feasibility Studies

Various other studies and/or reports

Long-term Accommodation Plans

Workplace 2.0 (or future) Fit-up Standard Analysis
Functional Programs

Space Relationship / Bubble Diagrams / Block Planning
Space Planning

Furniture and Equipment (F & E) inventory and evaluation
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o F & E recommendations (e.g.: free-standing, systems furniture, height adjustability, and size)
e F & E configuration and layouts (including workstation prototype design)
e  Custom furniture and millwork design
e Concept Design, Design Development, Construction Documents, Services during Bidding,

Construction, and Post-Construction for Interior Building Renovations and Tenant Fit-up and Re-
fit Projects

e Commissioning, Project Coordination, Management of Sub-Consultant Teams and their
deliverables & documents

When projects arise via this Supply Arrangement which require multi-disciplinary teams, it is
expected that the Supply Arrangement holder, acting as the prime consultant, (either the
Architectural (A1, A2, A3 and A4) or Interior Design firm (ID1 and ID2), whichever is appropriate
for the solicitation at hand), will be expected to contract with, manage and coordinate the efforts
of the required sub-consultants. Services from the Supply Arrangement holder, or prime
consultant, in this role will include:

e Contracting with, Directing, Monitoring, and Managing of qualified typical sub-consultants and
their efforts (e.g. Structural, Mechanical, Electrical, Cost Planning) on routine multi-disciplinary
projects.

o When required, Contracting with, Directing, Monitoring, and Managing of specialty sub-
consultants and their efforts (e.g.: Civil, Municipal, &/or Geotechnical Engineers, Landscape
Architects, Wind & Snow Studies Consultants, LEED Consultants, Acoustical Consultants,
Building Code Consultants, Fire Protection Engineers, Building Envelope Specialists, Security
Consultants, Airport Specialists, Food Service / Kitchen Consultants, Specifications Writers,
Hardware Specialist, Value Engineering Consultants, Construction Managers, Project
Managers, Scheduling Specialists, Building Condition Report specialists, Commissioning
Specialists, and any other specialists appropriate to a given solicitation)

e Quality Control, Coordination of Project Documentation and Deliverables, and Conflict
Resolution for the multi-disciplinary team.

2.0 Project Brief /| Terms of Reference/Required Services

To follow is an example of a Project Brief/Terms of Reference/Required Services that may be required
for the proposed service(s) detailed above. The actual Required Service(s) (RS) requested will be
detailed in the bid solicitation document and will vary depending on the scope of the project. It may
include all RSs, a single RS or a combination of RSs.
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Solicitation No. - N° de l'invitation Amd. No. - N° de la modif. Buyer ID - Id de I'acheteur

E0225-152290/A PWAL115
Client Ref. No. - N° de réf. du client File No. - N° du dossier CCC No./N° CCC - FMS No./N° VME
E0225-152290 E0225-152290

ANNEX C SECURITY REQUIREMENTS CHECK LIST

The Security Requirements Check List (Annex C) appended to the arrangement package is to be
inserted at this point and forms part of this document.
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Solicitation No. - N° de l'invitation Amd. No. - N° de la modif. Buyer ID - Id de I'acheteur
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E0225-152290 E0225-152290

ANNEX D DOING BUSINESS

Doing Business (Annex D) appended to the arrangement package is to be inserted at this point and
forms part of this document.
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| RETEIVED
| MAR OB 205

I * Government  Gouvernement Contract Number / Numéro du contrat
of Canada du Canadt E0225 15 2280

Security Classlfication /
rity gis?ﬁ%lgmﬂon de sécurité

SECURITY REQUIREMENTS CHECK LIST (SRCL)
e LISTE DE VERIFICATION DES EXIGENCES RELATIVES A LA SECURITE (LVERS
- CONTRACT INFORMATION / PARTIE A - INFORMATION CONTRACTUELLE

1. Originating Government Department or Organization / 2. Branch or Directorate / Dlrection générale ou Direct!
Minlstéra ou organisme gouvemnemental d'origine 2:2.“;!"“"" S5 FSovemiest Rece Real Property Branch . o G

. 8) Subcontract Number / Numéro du contrat de sous-traitance F b) Name and Address of Subcontractor / Nom et edresse du sous-traitant

4. Brief Description of Work / Bréve description du travail

This SRCL pertains to an overall Supply Arrangement for Architectural & Interior Design professional services, Atiantic Region (to permit PWGSC to sponsor suppiles in advance of
individual solicitations) .

. &) Will the supplier require access to Controlled Goods? No Yes
Le fournisseur aura-t-ll accds & des marchandises contrblées? Non Qui
. b) Will the suppller require access to unciassified military technical data subjecl to the provisions of the Technical Dala Control No Yes
Regulations? Non Oui

Le fournisseur aura-t-il accés & des donndes technigues militaires non classifiées qul sont assujetties aux dispositions du Réglement
sur e contrble des données techniques?

. Indicate the type of access required / Indiquer le type d'accas requis
. 8) Will the suppller and Its employees require access to PROTECTED and/or CLASSIFIED Information or assets? No Yes

Le fournisseur alnsi que les employés auront-lls accds & des renselgnements ou & des blens PROTEGES et/ou CLASSIFIES? Non Oui
(Specify the lavel of access using the chart [n Question 7. c)
récisar le niveau d'accés en utilisant le tableau qui se trouve & la question 7. ¢)
. b) Will the supplier and fts employees (e.g. cleaners, maintenance perscnnel) require access to restricted access areas? No access to |:I No Yes
PROTECTED and/or CLASSIFIED Information or assets is permitted. Neon oul
Le fournisseur et ses employés (p. ex. nettoyeurs, personnel d'entretien) auront-ils accés & des zones d'accés restreintes? L'accés
4 des renselgnements ou & des blens PROTEGES et/ou CLASSIFIES n'sst pas autorisé.
. €) Is this a commercial courler or dellvery requirement with no overnight storage? No Yes
S'agit-ll d'un contrat de messagerie ou de livraison commerciale sans entreposage da nult? Non Oui
7. a) Indicate the type of information that the supplier will be ired to access / Indiquer Ie type dinformation auquel e fournieseur devra avoir accls
Canada NATO / OTAN D Forelgn / Etranger | I
. b) Releasa restrictions / Restrictions relatives & la diffusion
No release restrictions All NATO countries No release restrictions
Aucuna restriction relative Tous les pays de 'OTAN Aucune rastriction relative
4 la diffusicn a la diffusion
Not releasable [:I
A ne pas diffuser
Restricted to: / Limité & : D Restricted to: / Limité & : D Restricted to: / Limité & : D
Specify country(les): / Préciser le(s) pays : Spacify country(ies): / Préciser le(s) pays : Specify country(les): / Préciser le(s) pays :
L‘?. ¢) Level of information / Niveau dinformation
PROTECTED A j g .- | NATO UNCLASSIFIED I:'I PROTECTED A D R
PROTEGE A £ NATO NON CLASSIFIE , ‘| PROTEGE A R
PROTECTED B :I NATO RESTRICTED PROTECTED B [] -
PROTEGE B A NATO DIFFUSION RESTREINTE | PROTEGE B =l
PROTECTED C |:| : NATO CONFIDENTIAL : | PROTECTED C D 3
PROTEGE C o NATO CONFIDENTIEL Zgg;:sgg& c . = | ey
CONFIDENTIAL e NATO SECRET : NTIA!
CONFIDENTIEL D b NATO SECRET _ D CONFIDENTIEL D
SECRET - D .' COSMIC TOP SECRET D SECRET [:] -
SECRET COSMIC TRES SECRET SECRET -
TOP SECRET 2l L : TOP SECRET D
TRES SECRET D 5 ' ; TRES SECRET
TOP SECRET (SIGINT) : TOP SECRET (SIGINT)
TRES SECRET (SIGINT) I___l TRES SECRET (SIGINT) D
TBSISCT 350-103(2004/12) Security Classlification / Classification de sécurité Canad'é'
UNCLASSIFIED




l * C-‘;ovamment Gouvernement Contract Number / Numéro du contrat
of Canada du Canada E0225 15 2280
Sacurity Cl siﬁml!
ty Clas onl Ssqgé!;l:’caﬂon de sécurité

AR ontinued) | PARTIE A (suile)

8 WIII Mmtﬁa zﬁsma ‘t’o PROTEI:TED and/or ;:LA.SSIFIED COMSEC Information o{gssgts?
a 88 renselgnements ou & des blens COMSEC désignés PROTEGES CLASS

If Yes, Indicate the level of sensitivity: . o =T

. Dans I'affirmative, uer le niveau de sensibilité :

No Yos
Non Oul

. Wil the supplier require access to extramely sensitive INFOSEC information or assels?
Le foumisseur aura-t-ll accas & des renseignements ou & des blens INFOSEC de nature extr@mement délicate?

Short Title(s) of material / Titre(s) ahrége(s) du matériel :
Nubw uméro u dowm

Special comments:
Commentalres spéclaux :

LI Nen L JoE

RELIABILITY STATUS CONFIDENTIAL SECRET TOP SECRET
COTE DE FIABILITE CONFIDENTIEL SECRET TRES SECRET
D TOP SECRET- SIGINT NATO CONFIDENTIAL NATO SECRET [:] COSMIC TOP SECRET
TRES SECRET - SIGINT NATO CONFIDENTIEL NATO SECRET COSMIC TRES SECRET
SITE ACCESS
D ACCES AUX EMPLACEMENTS
This Supply Arrangement will be utilized to professional services re: a variety of projects in a variety of locations

in Atlantic Region. Most may require Reliability Status, but a smaller number of projects may require Secret level.

NOTE: if multiple levels , a Security Classification Guide must be provided.

0. b) May unscresned perscnnel be used for portions of the work?
Du personnel sans autorisation sécuritaire peut-il se voir confier des parties du travall?

If Yes, will unscreened personnel be escorted?
Dans I'affirmative, le parsonnel en question sera-t-ll escorté?

ART C - SAFEGUARDS (SUPPLIER) / PARTIE C - MESURES DE PROTECTION (FOURNISSEUR)
INFORMATIONIABSETS | RENSEIGNEMENTS / BIENS

11. a) Will the supplier be required to recaive and store PROTECTED and/or CLASSIFIED Information or assets on its site or

?
Le fournisseur sera-t-l tenu de recevolr et d'entreposer sur place des renseignements ou des biens PROTEGES et/ou
CLASSIFIES?

11. b) Wil the supplier be required to safeguard COMSEC Information or assets?
Le founisseur sera-t-ll tenu de protéger des renseignements ou des blens COMSEC?

of screening are identified
REMARQUE : Si plusieurs niveaux de contrble de sécurité sont requis, un gulde de classification de la sécurité doit &tre foumi.

No Yes
Non Oui
No Yes
Non Oul

[ e I

] N

PRODUCTION

11. c) Will the produdion (manufacture, and/cr repalr and/or modification) of PROTECTED and/or CLASSIFIED material or equipment
occur at the suppller’s site or premlses?

Les installations g?u foumisseur sarviront-elles & la production (fabrication et/ou réparation etiou modification) de matérie! PROTEGE
et/ou CLASSIFI

No Yes
Non Oul

INFORMATION TECHNOLOGY (IT)MEDIA /| SUPPORT RELATIF A LA TECHNOLOGIE DE L'INFORMATION (T1)

41, d) Wil the supplier be required to use s IT systems to electronically process, produce or stora PROTECTED and/or CLASSIFIED

Information or data?
Le foumisseur sera-t-ll tenu d'utiliser ses pi systémaes informatiques pour tralter, produire ou stocker électroniquement des
S et/ou CLASSIFIES?

renselgnements ou des données PROTEGES

11. @) Wil there be an electronic [ink between the supplier's IT systems and the govemment department or er{cy?
Disposara-t-on d'un [len électrenique entre le systéme informatique du foumisseur et celul du ministéra ou de 'agence

gouvemementale?

No Yes
Non Oul

No Yas
Nen Oul

Security Classification / Classification de sécurité
UNCLASSIFIED

TBS/SCT 350-103(2004/12)

Canadid




l*l Government  Gouvernement Contract Number / Numéro du eéntm
of Canada du Canada E0225 16 2290

Securlty cmsamwmp@&uon de sécurité

ART C - (continucd) ! PARTIE C - (swuite)
I:It:: (l::r'pmml s:!:m the form manually use the summary chart below to Indicate the category(les) and tevel(s) of safeguarding required at the sup;
Las utillsateurs qul.rompllasem le formulaire manuellement doivent utlliser le tableau ltulatif ci-desso Ind

niveaux de sauvegarde requis aux Installations du fournisseur. o Gt e e

For users completing the form online (via the internet), the summary chart Is automatically populated by your responses to previous quastions.
Dane le cas des utilisateurs qui remplissent le formulalre en ligne (par Intemet), las réponses aux questions précédentas sont autumzuquement salsles

dans e tableau récapitulatf.
SUMMARY CHART / TABLEAU RECAPITULATIF

Catagory PROTECTED CLASSIFIED
Catdgoria PROTEGE CLASSIFIE e -
ToP NATO "NATO NATO | COSMIC | PROTECTED ToP
A | B | C | CONFDENTIAL | SECRET | SECRET | RESTRICTED | CONFIDENTIAL | SECRET Tor PROTEGE ConFDENTIAL | SECRET | SECRET
SECRET
CONFIDENTIEL TRES NATO NATO COBMIC A | B | ¢ | CoxFpENTEL TRES
SECRET | DIFFUSION | CONFIDENTIEL TRES BECRET
RESTREINTE SECRET
Blana
1
T
Link /
12. a) Is the description of the work contalned within this SRCL PROTECTED and/or CLASSIFIED? No Yas
Non Oul

La description du travall visé par la présente LVERS est-elle de nature PROTEGEE etlou CLASSIFIEE?

If Yes, classify this form by annotating the top and bottom In the area entitled “Security Classification”.
Dans I'affirmative, classifier le présent formulaire en Indiquant le niveau de sécurité dans la case Intitulée « Classlfication

de sécurité » au haut et au bas du formulalre.

12. b) Wiil the decumentation attached to this SRCL be PROTECTED and/or CLASSIFIED? No Yes
La documentation associée & la présente LVERS sera-t-elle PROTEGEE et/ou CLASSIFIEE? Non Oul

If Yes, classify this form by annotating the top and bottom In the area entitled “Security Classification” and Indicats with

attachments (e.g. SECRET with Attachments).
Dans I'affirmative, classifier lo présent formulaire en indiquant le niveau de sécurité dans la case Intitulée « Classification

de sécurité » au haut et au bas du formulaire et Indiquer qu'll y a des pidces jointes (p. ex. SECRET avec des pléces
Jointss).

TBS/SCT 350-103(2004/12) Security Classification / Classification de sécurité -
woussifed Canadid
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SECTION1 INTRODUCTION

This document must be used in conjunction with the Terms of Reference (TOR), as the
two documents are complimentary. The TOR describes project-specific requirements
while this document deals with information common to all projects. In case of a conflict
between the two documents, the requirements of the TOR override this document.

Public Works and Government Services Canada page 3



SECTION2 PWGSC NATIONAL CADD STANDARD

Drawings shall be in accordance with PWGSC National CADD Standards and Canadian
Standards Association (CSA) B78.3.

Refer to:
http://www.tpsgc-pwagsc.gc.ca/biens-property/cdao-cadd/index-eng.html

The above link is subject to change. The Consultant shall check with the Project Manager to
ensure that the link and related information are current and relevant with regards to PWGSC
National CADD Standards.

SECTION 3 GUIDE TO PREPARATION OF CONSTRUCTION DOCUMENTS FOR PWGSC

1 Purpose

This document provides direction in the preparation of construction contract documents (namely
specifications, drawings and addenda) for Public Works and Government Services Canada
(PWGSC).

Drawings, specifications and addenda must be complete and clear, so that a contractor can
prepare a bid without guesswork. Standard practice for the preparation of construction contract
documents requires that:

e drawings are the graphic means of showing work to be done, as they depict shape,
dimension, location, quantity of materials and relationship between building components.

e specifications are written descriptions of materials and construction processes in relation to
quality, colour, pattern, performance and characteristics of materials, installation and quality
of work requirements.

e Addenda are changes to the construction contract documents or tendering procedures,
issued during the tendering process.

2 Principles of PWGSC Contract Documents
PWGSC'’s contract documents are based on common public procurement principles. PWGSC
does not use Canadian Construction Document Committee (CCDC) documents.

The terms and conditions are prepared and issued by PWGSC as well as other related bidding
and contractual documents. For information, the clauses are available on the following web

site: http://sacc.pwgsc.gc.calsacc/query-e.jsp. Any questions should be directed to the
Project Manager.

3 Quality Assurance

Consultants are required to undertake their own quality control process and must review, correct
and coordinate (between disciplines) their documents before sending them to PWGSC.

Public Works and Government Services Canada page 4



SPECIFICATIONS

1 National Master Specification

The National Master Specification (NMS) is a master construction specification available in both
official languages, which is divided into 48 Divisions and used for a wide range of construction
and/or renovation projects. In preparing project specifications, the Consultant must use the
current edition of the NMS in accordance with the “NMS User’s Guide”.

The Consultant retains overriding responsibility for content and shall edit, amend and
supplement the NMS as deemed necessary to produce an appropriate project specification free
from conflict and ambiguity.

2 Specification Organization

Narrowscope sections describing single units of work are preferred for more complex work,
however, broadscope sections may be more suitable for less complex work. Use either the NMS
1/3 - 2/3 page format or the Construction Specifications Canada full-page format.

Start each Section on a new page and show Project Number, Section Title, Section Number and
Page Number on each page. Specification date, project title, and consultant’s name are not to
be indicated.

3 Terminology

Use the term "Departmental Representative" instead of Engineer, PWGSC, Owner, Consultant
or Architect. "Departmental Representative" means the person designated in the Contract, or by
written notice to the Contractor, to act as the Departmental Representative for the purposes of
the Contract, and includes a person, designated and authorized in writing by the Departmental
Representative to the Contractor.

now ” o« ” oo«

Notations such as: "verify on site", "as instructed", “to match existing”, “example”, “equal to” or
‘equivalent to”, "to be determined on site by “Departmental Representative", should not be
indicated in the specifications as this promotes inaccurate and inflated bids. Specifications must
permit bidders to calculate all quantities and bid accurately. If quantities are impossible to
identify (i.e. cracks to be repaired) give an estimated quantity for bid purposes (unit prices).
Ensure that the terminology used throughout the specifications is consistent and does not
contradict the applicable standard construction contract documents.

4 Dimensions
Dimensions are to be in metric only (no dual dimensioning).

5 Standards
As references in the NMS may not be up to date, it is the responsibility of the consultant to
ensure that the project specification uses the latest applicable edition of all references quoted.
The following is a list of some of the Internet websites which provide the most current
publications of standards for reference in the construction specification document.

* CSA standards: http://www.csa.ca

* CGSB standards: http://www.pwgsc.gc.ca/cgsb

* ANSI standards: http://www.ansi.org
* ASTM Standards: http://www.astm.org

ULC standards: http://www.ulc.ca
General reference of standards: http://www.cssinfo.com

Public Works and Government Services Canada page 5



The NMS website (http://www.tpsgc-pwgsc.gc.cal/biens-property/ddn-nms/index-
eng.html) also links to other documents references in the NMS under its "Links" feature.

6 Specifying Materials

The practice of specifying actual brand names, model numbers, etc., is against departmental
policy except for special circumstances. The method of specifying materials shall be by using
recognized standards such as those produced by Canadian Gas Association (CGA), Canadian
General Standards Board (CGSB), Canadian Standards Association (CSA), and Underwriters’
Laboratories of Canada (ULC), or by trade associations such as Canadian Roofing Contractors'
Association (CRCA) and Terrazzo, Tile, Marble Association of Canada (TTMAC). Canadian
standards should be used wherever possible.

If the above method cannot be used and where no standards exist, specify by a non-restrictive,
non-trade name “prescription" or "performance" specifications.

In exceptional or justifiable circumstances or if no standards exist and when a suitable non-
restrictive, non-trade name “prescription” or “performance” specification cannot be developed,
specify by trade name. Include all known materials acceptable for the purpose intended, and in
the case of equipment, identify by type and model number.

Acceptable Materials: set up the paragraph format as follows:
Acceptable Materials:
1. ABC Co. Model | .
2. DEF Co. Model ).
3. GHI Co. Model | .

Alternative materials to those specified may be considered during the solicitation period,
however, the onus will be on the Consultant to review and evaluate all requests for approval of
alternative materials.

The term “Acceptable Manufacturers” should not be used, as this restricts competition and does
not ensure the actual material or product will be acceptable. A list of words and phrases that
should be avoided is included in the NMS User's Guide.

Sole Sourcing: Sole sourcing for materials and work can be used for proprietary systems (ie. fire
alarm systems, EMCS systems). Substantiation and/or justification will be required.

Wording for the sole source of work should be in Part 1 as:
“Designated Contractor
A Hire the services of | | to do the work of this section.”

Wording for the sole source of EMCS systems should be in Part 1 as
“Designated Contractor
A Hire the services of | | or its authorized representative to
complete the work of all EMCS sections.”

and in Part 2 as “Materials
A There is an existing | | system presently installed in the
building. All materials must be selected to ensure compatibility
with the existing | | system.

Wording for the sole source of materials (ie. fire alarm systems) should be in Part 2 as:
“Acceptable materials

Public Works and Government Services Canada page 6



.1 The only acceptable materials are | ].”

Prior to including sole source materials and/or work, the Consultant should contact the Project
Manager to obtain the approval for the sole sourcing.

7 Unit Prices
Unit prices are used where the quantity can only be estimated (eg. earth work) and the approval
of the Project Manager must be sought in advance of their use.

Use the following wording:
[The work for this section] or [define the specific work if required, e.g. rock excavation]
will be paid based on the actual quantities measured on site and the unit prices stated
in the Bid and Acceptance Form.

In each applicable NMS section, replace paragraph title "Measurement for Payment" with "Unit
Prices”.

Sample of Unit Price Table:
The Unit Price Table designates the Work to which a Unit Price Arrangement
applies.
(a) The Price per Unit and the Estimated Total Price must be entered for
each Item listed.
(b) Work included in each item is as described in the referenced specification
section.

Unit of

Item Specification Class of Labour, Plant or Material Measurement

Reference

Estimated |Price per Unit Estimated Total Price
Quantity GST/HST extra [GST /HST extra

TOTAL ESTIMATED AMOUNT
Transfer amount to subparagraph 1)(b) of BA03

8 Cash Allowances

Construction contract documents should be complete and contain all of the requirements for the
contractual work. Cash allowances are to be used only under exceptional circumstances (ie.
utility companies, municipalities), where no other method of specifying is appropriate. Obtain
approval from the Project Manager in advance to include cash allowances and then use
“Section 01 21 00 - Allowances” of the NMS to specify the criteria.

9 Warranties

It is the practice of PWGSC to have a 12 month warranty and to avoid extending warranties for
more than 24 months. When necessary to extend beyond the 12 month warranty period
provided for in the General Conditions of the contract, use the following wording in Part 1 of the
applicable technical sections, under the heading "Extended Warranty":

¢ "For the work of this Section | |, the 12 month warranty period is extended to
24 months.

* Where the extended warranty is intended to apply to a particular part of a
specification section modify the above as follows: "For | | the 12 month ...

[ | months."
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Delete all references to manufacturers’ guarantees.

10 Scope of Work
No paragraphs noted as “Scope of Work” are to be included.

11 Summary and Section Includes in Part -1 General of Section
Do not use “Summary” and “Section Includes.”

12 Related Sections

In every section of the specification at 1.1 “Related Sections”: coordinate the list of related
sections and appendices. Ensure co-ordination among the sections of the specification and
ensure not to reference any section or appendices which do not exist.

13 Index
List all the plans and specification sections with correct number of pages, section names and
correct drawing titles in the format shown in Appendix A.

14 Regional Guide

The Consultant should contact the Project Manager to obtain the region's requirements for
Division 01 or other short form specifications as might be appropriate. For example, it is
required in the National Capital Region that regional Section 01 00 10 - General Instructions be
used on all projects.

15 Health and Safety

It is required that all project specifications include “Section 01 35 29.06 - Health and Safety
Requirements.” Confirm with the Project Manager to determine if there are any instructions to
meet regional requirements.

16 Designated Substances Report
Include “Section 01 14 25 - Designated Substances Report”

17 Subsurface Investigation Reports
Subsurface Investigation Report(s) are to be included after Section 31 and the following
paragraph should be added to Section 31:
Subsurface investigation report(s)
.1 Subsurface investigation report(s) are included in the specification
following this section.

When the Project Manager determines that it is not practical to include the subsurface
investigation report(s), alternate instructions will be provided.

Where tender documents are to be issued in both official languages, the subsurface
investigation report(s) shall be issued in both languages.

In addition to the provision of the Subsurface Investigation Report, the foundation information
required by the National Building Code of Canada 2005 (Division C, Part 2, 2.2.4.6) shall be
included on foundation drawings.

18 Experience and Qualifications

Remove experience and qualification requirements from specification sections.
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19 Prequalification and Pre-award submissions

Do not include in the specification any mandatory contractor and/or subcontractor
prequalification or pre-award submission requirements that could become a contract award
condition. If a prequalification process or a pre-award submission is required, contact the
Project Manager.

There should be no references to certificates, transcripts or license numbers of a trade or
subcontractor being included with the bid.

20 Contracting Issues
Specifications describe the workmanship and quality of the work. Contracting issues should not
appear in the specifications. Division 00 of the NMS is not used for PWGSC projects.

Remove all references within the specifications, to the following:
* General Instructions to Bidders

General Conditions

CCDC documents

Priority of documents

Security clauses

Terms of payment or holdback

Tendering process

Bonding requirements

Insurance requirements

Alternative and separate pricing

Site visit (Mandatory or Optional)

Release of Lien and deficiency holdbacks

DRAWINGS

1 Title Blocks
Use PWGSC title block for drawings and sketches (including addenda).

2 Dimensions
Dimensions are to be in metric only (no dual dimensioning).

3 Trade Names
Trade names on drawings are not acceptable. Refer to SECTION 3, SPECIFICATIONS, 6.0
Specifying Materials for specifying materials by trade name.

4 Specification Notes
No specification type notes are to appear on any drawing.

5 Terminology

Use the term "Departmental Representative" instead of Engineer, PWGSC, Owner, Consultant
or Architect. "Departmental Representative" means the person designated in the Contract, or by
written notice to the Contractor, to act as the Departmental Representative for the purposes of
the Contract, and includes a person, designated and authorized in writing by the Departmental
Representative to the Contractor.

Public Works and Government Services Canada page 9



"« ” o

Notations such as: "verify on site", "as instructed", “to match existing”, “example”, “equal to” or
‘equivalent to”, "to be determined on site by “Departmental Representative", should not be
indicated in the specifications as this promotes inaccurate and inflated bids. Specifications must
permit bidders to calculate all quantities and bid accurately. If quantities are impossible to
identify (i.e. cracks to be repaired) give an estimated quantity for bid purposes (unit prices).
Ensure that the terminology used throughout the specifications is consistent and does not
contradict the applicable standard construction contract documents.

6 Information to be included

Drawings should show the quantity and configuration of the project, the dimensions and details
of how it is constructed. There should be no references to future work and no any information
that will be changed by future addenda. The scope of work should be clearly detailed and
elements not in contract should be eliminated or kept to an absolute minimum.

7 Drawing Numbers: Number drawings in sets according to the type of drawing and the

discipline involved as follows (The requirements of SECTION 2 PWGSC NATIONAL CADD
STANDARD will supercede these requirements, where warranted).
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During the Design Phase of the project each submission and review must be noted on the
Notes block of the drawing title, but at the time of construction document preparation, all
revision notes should be removed.

Discipline Drawing
Demolition D1, D2, etc.
Architectural A1, A2, etc.
Civil C1, C2, etc.
Landscaping L1, L2, etc.
Mechanical M1, M2, etc.
Electrical E1, E2, etc.
Structural S1, S2, efc.
Interior Design ID1, ID2, etc.

8 Presentation Requirements: Present drawings in sets comprising the applicable
demolition, architectural, structural, mechanical and electrical drawings in that order. All
drawings should be of uniform standard size.

9 Prints: Print with black lines on white paper. Blue prints are acceptable for document
submissions at 33%, 66% and 99% stages. Confirm with Project Manager the size of prints
to be provided for review purposes.

10 Binding: Staple or otherwise bind prints into sets. Where presentations exceed 20 sheets,
the drawings for each discipline may be bound separately for convenience and ease of
handling.

11 Legends: Provide a legend of symbols, abbreviations, references, etc., on the front sheet
of each set of drawings or, in large sets of drawings, immediately after the title sheet and
index sheets.

12 Schedules: Where schedules occupy entire sheets, locate them next to the plan sheets or
at the back of each set of drawings for convenient reference. See CGSB 33-GP-7
Architectural Drawing Practices for schedule arrangements.

13 North Points: On all plans include a north point. Orient all plans in the same direction for
easy cross-referencing. Wherever possible, lay out plans so that the north point is at the top
of the sheet.

14 Drawing Symbols: Follow generally accepted drawing conventions, understandable by the
construction trades, and in accordance with PWGSC publications.
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ADDENDA
1 Format

Prepare addenda using the format shown in Appendix B. No signature type information is to
appear.

Every page of the addendum (including attachments) must be numbered consecutively. All
pages must have the PWGSC project number and the appropriate addendum number.
Sketches shall appear in the PWGSC format, stamped and signed.

No Consultant information (name, address, phone #, consultant project # etc.) should appear in
the addendum or its attachments (except on sketches).

2 Content
Each item should refer to an existing paragraph of the specification or note/detail on the
drawings. The clarification style is not acceptable.

DOCUMENTATION

Translation
When required, all documentation included in the construction contract documents shall be in
both official languages.

Ensure that English and French documents are equal in all respects. There can be no
statement that one version takes precedence over the other.

Consultant shall provide:

* Per construction document submission, a completed and signed Checklist for the

Submission of Construction Documents. See Appendix ‘A’.

Specification: originals printed one side on 216 mm x 280 mm white bond paper.

Index: as per Appendix ‘C’

Addenda (if required): as per Appendix ‘B’ (to be issued by PWGSC).

Drawings: reproducible originals, sealed and signed by the design authority.

Tender information:

* Including a description of all units and estimated quantities to be included in unit
price table.

* Including a list of significant trades including costs. PWGSC will then determine
which trades, if any, will be tendered through the Bid Depository.

* Government Electronic Tendering System (MERX): Consultants to provide an
electronic true copy of the final documents (specifications and drawings) on one
or multiple CD-ROM in Portable Document Format (PDF) without password
protection and printing restrictions. The electronic copy of drawings and
specifications is for bidding purposes only and do not require to be signed and
sealed. See Appendix ‘D’ and Appendix ‘E’.

PWGSC shall provide:
¢ General and Special Instructions to Bidders
* Bid and Acceptance Form
e Standard Construction Contract Documents
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SECTION 4 CLASSES OF CONSTRUCTION COST ESTIMATES USED BY PWGSC

DESCRIPTION OF THE CLASSES OF ESTIMATES USED BY PWGSC FOR
CONSTRUCTION COSTING OF BUILDINGS PROJECTS

Class 'D’ (Indicative) Estimate:

Based upon a comprehensive statement of requirements, and an outline of potential solutions,
this estimate is to provide an indication of the final project cost, and allow for ranking all the
options being considered.

Submit Class D cost estimates in elemental cost analysis format latest edition issued by the
Canadian Institute of Quantity Surveyors with cost per m? for current industry statistical data for
the appropriate building type and location. Include a summary in the cost estimate, plus full back
up, showing items of work, quantities, unit prices, allowances and assumptions.

The level of accuracy of a class D cost estimate shall be such that no more than a 20%
contingency allowance is required.

Class 'C' Estimate:

Based on a comprehensive list of requirements and assumptions, including a full description of
the preferred schematic design option, construction/design experience, and market conditions.
This estimate must be sufficient for making the correct investment decision.

Submit Class C cost estimates in elemental cost analysis format latest edition issued by the
Canadian Institute of Quantity Surveyors with cost per m? for current industry statistical data for
the appropriate building type and location. Include a summary in the cost estimate, plus full back
up, showing items of work, quantities, unit prices, allowances and assumptions.

The level of accuracy of a class C cost estimate shall be such that no more than a 15%
contingency allowance is required.

Class 'B' (Substantive) Estimate:

Based on design development drawings and outline specifications, which include the design of
all major systems and subsystems, as well as the results of all site/installation investigations.
This estimate must provide for the establishment of realistic cost objectives and be sufficient to
obtain effective project approval.

Submit Class B cost estimates in elemental cost analysis format latest edition issued by the
Canadian Institute of Quantity Surveyors. Include a summary in the cost estimate, plus full back
up, showing items of work, quantities, unit prices, allowances and assumptions.

The level of accuracy of a class B cost estimate shall be such that no more than a 10% design
contingency allowance is required.

Class 'A’ (Pre-Tender) Estimate:
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Based on completed construction drawings and specifications prepared prior to calling
competitive tenders. This estimate must be sufficient to allow a detailed
reconciliation/negotiation with any contractor’s tender.

Submit Class A cost estimates in both elemental cost analysis format and trade divisional format
latest edition issued by the Canadian Institute of Quantity Surveyors. Include a summary in the
cost estimate, plus full back up, showing items of work, quantities, unit prices, allowances and
assumptions.

The level of accuracy of a class A cost estimate shall be such that no more than a 5% design
contingency allowance is required.
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SECTION 5 TIME MANAGEMENT

1 Time Management, Planning, and Control

The Time Management, Planning, and Control Specialist (scheduler) shall provide a Project
Planning and Control System (Control System) for Planning, Scheduling, Progress Monitoring
and Reporting and a Time Management, Planning, and Control Report (Progress Report). It is
required that a fully qualified and experienced Scheduler play a major role in providing services
in the development and monitoring of the project schedule.

The scheduler will follow good industry practices for schedule development and maintenance as
recognized by the Project Management Institute (PMI).

PWGSC presently utilizes the Primavera Suite software and MicroSoft Project for it's current
Control Systems and any software used by the consultant should be fully integrated with these,
using one of the many commercially available software packages.

1.1 Schedule Design

Project Schedules are used as a guide for execution of the project as well as to
communicate to the project team when activities are to happen, based on network
techniques using Critical Path Method (CPM).

When building a Control System you must consider:

1. The level of detail required for control and reporting;

2. The reporting cycle- monthly and what is identified in the Terms of Reference, but
also includes Exception Reports;

3. That the duration must be in days;

4. What is required for reporting in the Project Teams Communications Plan and

5. The nomenclature and coding structure for naming and reporting requirements of
activities, schedules and reports.

1.2 Schedule Development

For purposes of monitoring and reporting of project progress and ease of schedule
review it is important to maintain a standard for all schedules and reports starting with
the Work Breakdown Structure (WBS), identification of Milestones, naming of activities
as well as schedule outputs and paper sizing and orientation.

Work Breakdown Structure

When developing the schedule the consultant needs to use PWGSC standards and
practices. Two basic requirements are the National Project Management System
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(NPMS) and a Work Breakdown Structure (WBS), structured supporting the NPMS
(Levels 1-4).

The WBS is as follows:

Level 1 Project Title (NPMS)

Level 2  Project Stage (NPMS)

Level 3  Project Phase (NPMS)

Level 4  Processes to meet Deliverables/Control Points Milestones (NPMS)
Level 5  Sub-Processes and Deliverables in support of Level 4

Level 6  Discrete activities. (Work Package)

Not all the Stages, Phases and Processes in the NPMS will be required on all the
projects, however the structure remains the same.

Major and Minor Milestones

The Major Milestones are standard Deliverables and Control Points within NPMS and
are required in all schedule development. These Milestones will be used in Management
Reporting within PWGSC as well as used for monitoring project progress using Variance
Analysis. The Minor milestones are process deliverables (Level 4) or sub-process
deliverables (level 5) also used in Variance Analysis.

Each Milestone will also be assigned appropriate coding for Status Reporting and
Management Reporting.

Milestones must have zero duration and are used for measuring project progress.

Milestones may also be external constraints such as the completion of an activity,
exterior to the project, affecting the project.

Activities

All activities will need to be developed based on Project Objectives, Project Scope ,
Major and Minor Milestones, meetings with the project team and the scheduler’s full
understanding of the project and it’s processes.

Subdivide the elements down into smaller more manageable pieces that organize and
define the total scope of work in Levels 5-6 that can be scheduled, costed, monitored
and controlled. This process will develop the Activity List for the project.

Each activity is a discrete element of work and is the responsibility of one person to
perform.

Each activity will describe the work to be performed using a verb and noun combination
(i.e. Review Design Development Report).

Activities should not have durations longer that 2 update cycles, with exception of
activities not yet defined in a “Rolling Wave”.
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Each activity will be assigned at WBS level 6 and appropriately coded for Status
Reporting and Management Reporting.

These elements will become activities, interdependently linked in Project Schedules.
Project Logic

Once the WBS, Milestones and Activity List have been developed the activities and
milestones can be linked in a logical manner starting with a Project Start Milestone.
Every activity and milestone must be linked in a logical manner using either a Finish to
Start (FS), Finish to Finish (FF), Start to Start (SS) or Start to Finish (SF) relationship.
There can be no open-ended activities or milestones.

A Finish to Start (FS) is the preferred relationship.

When developing relationships avoid the use of lags and constraints in place of activities
and logic.

Activity Duration
The activity duration (in days) is the estimated length of time it will take to accomplish a
task.

Consideration needs to be taken in how many resources are needed and are available,
to accomplish any activity. (Example: availability of Framers during a “Housing Boom”.)
Other factors are the type or skill level of the available resources, available hours of
work, weather etc.

There will be several types of lists and schedules produced from this process, which will
form part of the Progress Report.
Activity List

An Activity List identifies all activities including milestones required to complete the
whole project.

Milestone List

A Milestone List identifies all project Major and Minor milestones.

Master Schedule

A Master Schedule is a schedule used for reporting to management at WBS level 4 and
5 that identifies the major activities and milestones derived from the detailed schedule.
Cash Flow projections can be assigned at WBS level 5 for monitoring the Spending
Plan.

Detailed Project Schedule
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A Detailed Project Schedule is a schedule in reasonable detail (down to WBS Level 6
and 7) for progress monitoring and control, this will ensure that the schedule shall be in
sufficient detail to ensure adequate planning and control.

1.3 Schedule Review and Approval

Once the scheduler has identified and properly coded all the activities; put them into a
logical order and then determined the appropriate durations. The scheduler can then

analyze the schedule to see if the milestone dates meet the contractual requirements

and then adjust the schedule accordingly by changing durations, resource leveling or

changing logic.

When the schedule has been satisfactorily prepared the scheduler can present the
detailed schedule to the Project Team for approval and be Baselined. There may be
several iterations before the schedule meets with the Project Teams agreement and the
contractual requirements.

The final agreed version must be copied and saved as the Baseline to monitor variances
for reporting purposes.

1.4 Schedule Monitoring and Control

Once Baselined the schedule can be better monitored, controlled and reports can be
produced.

Monitoring is performed by, comparing the baseline activities % complete and milestone
dates to the actual and forecast dates to identify the variance and record any potential
delays, outstanding issues and concerns and provide options for dealing with any
serious planning and scheduling issues in report form.

Analyze and report from early start sequence on all activities due to start, underway, or
finished for the complete project.

Thee will be several reports generated from the analysis of the baseline schedule and
will form part of the Time Management Report in the Required Services Sections (RS)

Progress Reports

A Progress Report reflects the progress of each activity to the date of the report, any
logic changes, both historic and planned, projections of progress and completion the
actual start and finish dates of all activities being monitored.

The Progress Report includes:

A Narrative Report, detailing the work performed to date, comparing work progress to
planned, and presenting current forecasts. This report should summarize the progress to
date, explaining current and possible deviations and delays and the required actions to
resolve delays and problems with respect to the Detail Schedule, and Critical Paths.

Narrative reporting begins with a statement on the general status of the project followed
by a summarization of delays, potential problems and project status criticality, any
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potential delays, outstanding issues and concerns and options for dealing with any
serious planning and scheduling issues.

A Variance Report, with supporting schedule documentation, detailing the work
performed to date, comparing work progress to planned. This report should summarize
the progress to date, explaining all causes of deviations and delays and the required
actions to resolve delays and problems with respect to the Detail Schedule, and Critical
Paths.

A Criticality Report identifying all activities and milestones with negative, zero and up to
five days Total Float used as a first sort for ready identification of the critical, or near
critical paths through the entire project.

Included in the Progress Report as attachments are: WBS chart, Activity Lists, Milestone
Lists, Master Schedules, Detailed Project Schedule

Exception Report

The Scheduler is to provide continuous monitoring and control, timely identification and
early warning of all unforeseen or critical issues that affect or potentially affect the
project.

If unforeseen or critical issues arise, the Scheduler will advise the Project Manager and
submit proposed alternative solutions in the form of an Exception Report.

An Exception Report will include sufficient description and detail to clearly identify:

1. Scope Change: Identifying the nature, reason and total impact of all identified
and potential project scope changes affecting the project.

2. Delays and accelerations: Identifying the nature, the reason and the total impact
of all identified and potential duration variations.

3. Options Enabling a Return to the project baseline: Identifying the nature and
potential effects of all identified options proposed to return the project within
baselined duration.

1.5 Standard Submissions

At each submission or deliverable stage provide a complete and updated Progress
Report, the contents of each report will vary with requirements and at each project
phase. Typically a Progress Report has:

Executive Summary;

Narrative Report;

Variances Report;

Criticality Report;

Exception Report (as required)

Work Breakdown Structure Chart;

Activity List;

Milestone List;

Master Schedule with Cash Flow Projections;

0 Detail Project Schedule (Network Diagram or Bar Charts);

SPONooORWN =
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1.6 Schedule Outputs and Reporting Formats

The sheet sizing and orientation is more a suggestion that a role, changes to the paper
format may vary to accommodate the information and column information required.
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Progress Reports

Paper Size: Letter

Paper Format: Portrait

Title Format:  Project Title; Report Type; Print Date; Data Date; Revision Block

Body Text: Narratives for each report to match other reports generated in the D.S.S.

Variance Report Columns:  Activity ID, Activity Name, Planned Finish, Revised Finish,
Variance, Activity % Complete,

Criticality Report Columns:  Activity ID, Activity Name, Duration, Start, Finish, Activity
% Complete, Total Float.

Exception Reports

Paper Size: Letter

Paper Format: Portrait

Title Format: Project Title; Report Type; Print Date; Data Date; Revision
Body Text: Narrative to match other reports generated in the D.S.S.

Paper Size: Letter

Paper Format: Landscape

Title Format:  Project Title; Report Type; Print Date; Data Date; Revision

Columns: Activity ID, Activity Name, Duration, Remaining Duration, Start, Finish,
Total Float.

Work Breakdown Structure (indent tree):

Paper Size: Letter

Paper Format: Portrait

Columns: WBS Code, WBS Name, Duration, Cost estimate, start and finish dates.
Footer Format: Project Title; Report Type; Print Date; Data Date; Revision Block

Activity Lists

Paper Size: Letter

Paper Format: Portrait

Columns: Activity ID, Activity Name, Start, Finish, Predecessor, Successor.
Footer Format: Project Title; Report Type; Print Date; Data Date; Revision Block

Sort with Early Start, then Early Finish, then Activity ID and with the WBS.

Milestone Lists

Paper Size: Letter
Paper Format: Portrait
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Footer Format: Project Title; Report Type; Print Date; Data Date; Revision Block
Columns: Activity ID, Activity Name, Start, Finish.

Sort with Early Start, then Early Finish, then Activity ID and without the WBS.

Master Schedule (Bar Chart)

Paper Size: 11X17

Paper Format: Landscape

Footer Format: Project Title; Report Type; Print Date; Data Date; Revision Block

Columns: Activity ID, Activity Name, Duration, Activity % Complete, Start, Finish,
Total Float.

Sort with Early Start, then Early Finish, then Activity ID and with the WBS.

Detailed Project Schedules (Bar Chart)

Paper Size: 11X17

Paper Format: Landscape

Footer Format: Project Title; Report Type; Print Date; Data Date; Revision Block

Columns: Activity ID, Activity Name, Duration, Activity % Complete, Start, Finish,
Total Float.

Sort with Early Start, then Early Finish, then Activity ID and with the WBS.
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APPENDIX 'A' - Checklist for the Submission of Construction Documents to PWGSC
Last updated November 21, 2012

Date:
Project Title: Project Location:
Project Number: Contract Number:
Consultant's Name: PWGSC Project Manager:
Review Stage:

66% [1  99% [1 100% []

Item Verified | Comments: Action by:
by:

Specifications:

1 National Master Specifications
1a The current edition of the NMS
has been used.

1b Sections have been included for
all work identified on drawings and
sections edited.

2 Specification Organization

2a Either the NMS 1/3 - 2/3 page
format or the Construction
Specifications Canada full page
format is used.

2b Each Section starts on a new
page and the Project Number,
Section Title, Section Number and
Page Number show on each page.
2¢ Specification date and
consultant’'s name are not indicated.
3 Terminology

3a The term Departmental
Representative is used instead of
Engineer, PWGSC, Owner,
Consultant or Architect.

3b Notations such as: “verify on site”,
“as instructed”, “to match existing”,
“‘example”, “equal to”, “equivalent to”
and “to be determined on site by” are
not used.

4 Dimensions

4a Dimensions are provided in metric
only.

5 Standards

5a The latest edition of all references
quoted is used.
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6 Specifications Materials

6a The method of specifying
materials uses recognized standards.
Actual brand names and model
numbers are not specified.

6b Materials are specified using
standards and performance criteria
(if not, the correct form of acceptable
materials has been used).

6¢ Identify if non-restrictive, non-
trade name “prescription” or
“performance” specifications are
used.

6d Indicate if a list of acceptable
materials have been used.

6e The term “Acceptable
Manufacturers” is not used.

6f No sole sourcing has been used.

6g If sole sourcing has been used,
the correct wording has been used
and a justification provided to RPCD
for the sole sourced products.

7 Unit Prices

7a Unit prices are used only for work
that is difficult to estimate.

8 Cash Allowances

8a Indicate if cash allowances have
been used.

9 Warranties

9a Indicate if warranties extend more
than a 12 or 24 months period.

9b Manufacturers guarantees are not
indicated.

10 Scope of Work

10 No paragraphs noted as “Scope
of Work” are included.

11 Summary and Section Includes

11a In part 1 of section, paragraphs
“Summary” and “Section Includes”
are not used.

12 Related Sections

12a The list of related sections and
appendices are coordinated.

13 Index

13a The index shows a complete list
of plans and specification sections
with the correct number of pages and
correct drawing titles and section
names.

14 Regional Guide Specifications

14a General Instructions is included
(Section 01 00 10 in the NCA).
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15 Health and Safety

15a Section 01 35 29.06 - Health
and Safety Requirements is included.

16 Designated Substances Report

16 a Section 01 14 25 - Designated
Substances Report is included.

17 Subsurface Investigation
Reports

17a Subsurface Investigation
Reports are included in Division 31.

18 Experience and qualifications

18a Experience and qualification
requirements do not appear in the
specification sections

19 Pre-qualifications

19a There are no mandatory
contractor and/or subcontractor pre-
qualification requirements or
references to certificates, transcripts
or license numbers of a trade or
subcontractor being included in the
bid.

20 Contracting Issues

20a Contracting issues do not
appear in the specifications.

20b Division 00 of the NMS is not
used.

21 Quality Issues

21a There are no specification
clauses with square brackets “[ 1" or

lines “__ " indicating that the

document is incomplete or missing

information.

Item Verified | Comments: Action By:
by:

Drawings:

1 Title Blocks

1a The PWGSC title block is used.

2 Dimensions

2a Dimensions are provided in metric
only.

3 Trade Names

3a Trade names are not used.

4 Specification Notes

4a There is no specification type
notes.

5 Terminology

5a The term Departmental
Representative is used instead of
Engineer, PWGSC, Owner,
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Consultant or Architect.

5b Notations such as: “verify on site”,
“as instructed”, “to match existing”,

“example”, “equal to”, “equivalent to”
and “to be determined on site by” are

not used.

6 Information to be included

6a Architectural and Engineering
Drawings have been stamped and
signed by the design authority.

6b The project quantity and
configuration, dimensions and
construction details are included.

6¢ References to future work and
elements not in contract do not
appear or are kept to an absolute
minimum and clearly marked.
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| confirm that the plans and specifications have been thoroughly reviewed and that the items
listed above have been addressed or incorporated. | acknowledge and accept that by signing, |
am certifying that all items noted above have been addressed.

Consultant’'s Representative:

Firm name:

Signature: Date:
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APPENDIX 'B' - Sample of Addendum
Last updated April 22, 2008

ADDENDUM No.

Project Number:

The following changes in the bid documents are effective immediately. This
addendum will form part of the contract documents

DRAWINGS

SPEC NOTE: indicate drawing number and title, then list changes or indicate revision
number and date, and re-issue drawing with addendum.

1 A1 Architectural

A

SPECIFICATIONS
SPEC NOTE: indicate section number and title.
1 Section 01 00 10 - General Instructions

SPEC NOTE: list all changes (i.e. delete, add or change) by article or paragraph

A Delete article (xx) entirely.
2 Refer to paragraph (xx.x) and change ...

2 Section 23 05 00 - Common Work Results - Mechanical
A Add new article (x) as follows:

APPENDIX 'C' - Sample of Index
Last updated April 22, 2008

Project No: Index
Page 1 of
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DRAWINGS AND SPECIFICATIONS

DRAWINGS:

SPEC NOTE: List all Drawings by number and title.

C-1 Civil

L-1 Landscaping
A-1 Architectural
S-1 Structural
M-1 Mechanical
E-1 Electrical

SPECIFICATIONS:

SPEC NOTE: List all Divisions, Sections (by number and title) and number of pages.

NO. OF
PAGES
DIVISION SECTION [ ]
DIVISION 01 01 00 10 - General Instructions..........cccocceeiiiiiiiiiiiee e XX
01 14 25 - Designated Substances ... XX
Report......cccoceeeiiieennenn.
013530 - Healthand . XX
Safety...
DIVISION 23 23 XX xx
DIVISION 26 26 xx xx
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APPENDIX 'D*

USER MANUAL ON DIRECTORY STRUCTURE AND NAMING CONVENTION STANDARDS
FOR CONSTRUCTION TENDER DOCUMENTS ON CD ROM

Issued by:
Real Property Contracting Directorate
PWGSC

May 2005

Last Updated: June 3, 2008

Version 1.0

PREFACE

The Government of Canada (GoC) has committed to move towards an electronic environment
for the majority of the services it offers. This covers the advertisement and distribution of
contract opportunities, including construction solicitations. As a result, it is necessary to obtain a
copy of construction drawings and specifications (in PDF format without password protection)
on one or multiple CD-ROM to facilitate for the GoC the transfer of the construction drawings
and specifications electronically to the Government Electronic Tendering System (GETS).

There is therefore a need to adopt a common directory structure and file-naming convention to
ensure that the information made available to contractors electronically and in hard (printed)
copy is in accordance with the sequence adopted in the real property industries, both for design
and construction. This manual defines the standard to be followed by both consultants and print
shops at time of formatting and organizing the information, whether drawings and specifications
are created by scanning print documents or saved as PDF files from the native software
(AutoCAD, NMS Edit, MS-Word, etc...) in which these were created.

It is important to note that the procedure described in this manual is not an indication that
consultants are relieved from following the established standards for the production of drawings
and specifications. The sole purpose of this manual is to provide a standard for the organization
and naming of the electronic files that will be recorded on CD-ROM.
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1. DIRECTORY STRUCTURE
1.1 15t 2" and 3" Tier Sub-Folders

Each CD-ROM, whether it is for the original solicitation (tender call) or for an amendment
(addendum), must have the applicable elements of the following high-level Directory
Structure created:

-0 Project s
EH:I Bilingual - Bilingue

P e I:I Drawings - Dessins
EH:I English

{:I Drawings

L 3 Specifications
Elm Francais

The following important points are to be noted about the Directory Structure:

= The “Project ######” folder is considered the 1 Tier of the Directory Structure where
##HHHAH represents each digit of the Project Number. The Project Number must always
be used to name the 1 Tier folder and it is always required. Free text can be added
following the Project Number, to include such things as a brief description or the project
title;

= The “Bilingual - Bilingue”, “English” and “Francais” folders are considered the 2" Tier of
the Directory Structure. The folders of the 2™ Tier cannot be given any other names
since GETS uses these names for validation purposes. At least one of the “Bilingual -
Bilingue”, “English” and “Francais” folders is always required, and these must always
have one of the applicable sub-folders of the 3™ Tier;

= The “Drawings - Dessins”, “Drawings”, “Specifications”, “Dessins” and “Devis” folders are
considered the 3™ Tier of the Directory Structure. The folders of the 3 Tier cannot be
given any other names since GETS also uses these names for validation purposes.
There must be always at least one of the applicable 3™ Tier folder in each document.

IMPORTANT: The applicable elements of the Directory Structure (1%, 2"* and 3™ Tier
folders) are always required and cannot be modified.

1.2 4" Tier Sub-Folders for Drawings

The “Drawings — Dessins”, “Drawings” and “Dessins” folders must have 4™ Tier sub-folders
created to reflect the various disciplines of the set of drawings.
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Because the order of appearance of the sub-folders on the screen will also determine the order
of printing, it is necessary to start with a number the identification name of the sub-folders in the
“Drawings — Dessins”, “Drawings” and “Dessins” folders.

Note: The first sub-folder must be always reserved for the Title Page and/or the List of
Drawings unless the first drawing of the set is an actual numbered discipline drawing.

Examples of 4" Tier sub-folders for drawings:

-0 Project ###ses
EI{:I Bilingual - Eilingue

D Drawings - Dessins

=1 English

Ell:l Drawings

{:I 01 - Architectural

r:l 02 - Mechanical

“{_] 03 - Electrical

~{] specifications

EI{:I Franiais

l:l Dessins

I:I Devvis

or

E1_] Project ##a
EI{:I Bilingual - Bilingue
{:I Drawings - Dessins
EH:I English
EI{:I Drawings
i:l 01 - Tikle Page and_or List of Drawings
; 1 oz - Civil Drawings
1 o3- Landscaping Drawings
{1 04 - pemaolition Drawings
{1 05 - architeckural Drawings
{:I 06 - Inkerior Design Drawings
{1 07 - Structural Drawings
{1 05 - Mechanical Drawings
t {1 0% - Electrical Drawings
{:I 10 - Okher Drawings
-0 Specifications
=1 Francais
: {:I Dessins
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1.2.1 Naming Convention
The 4" Tier sub-folders for drawings must adhere to the following standard naming convention.
For the “Drawings” and “Dessins” folders:
#Ht-Y
Where:
## = A two digit number ranging from 01 to 99 (leading zeros must be included)
Y = The title of the folder
Example: 03 — Mechanical

For the “Drawings - Dessins” folder:

#t-Y-Z
Where:
#i = A two digit number ranging from 01 to 99 (leading zeros must be
included)
Y= The English title of the folder
Z= The French title of the folder
Example: 04 - Electrical - Electricité

It should be noted that the numbering of the 4th Tier sub-folders is for sorting purposes only and
is not tied to a specific discipline. For example, “Architectural’ could be numbered 05 for a
project where there is four other disciplines before “Architectural’ in the set of drawings or 01 in
another project where it’s the first discipline appearing in the set.

It is essential to ensure that the order of the drawings on the CD-ROM be exactly the same as in
the hard copy set. GETS will sort each drawing for both screen display and printing as per the
following rules:

= The alphanumerical sorting is done on an ascending order;

= The alphanumerical order of the sub-folders determines the order of appearance on the
screen as well as the order of printing (as an example: all the drawing PDF files in the 01
sub-folder will be printed in alphanumerical order before the drawings in the 02 sub-
folder etc...);

= Each drawing PDF file within each sub-folder will also be sorted alphanumerically. This
will determine the order of appearance on the screen as well as the order of printing (i.e.

Drawing A001 will be printed before Drawing A002, Drawing M02 before Drawing M03,
etc...).

1.3 4" Tier Sub-Folders for Specifications

The “Specifications” and “Devis” folders must have 4™ Tier sub-folders created to reflect the
various elements of the specifications.
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Because the order of appearance of the sub-folders on the screen will also determine the order
of printing, it is necessary to start with a number the identification name of the sub-folders in the
“Specifications” and “Devis” folders.

Examples of 4" Tier sub-folders for specifications:

- Project s
I:I Bilingual - Bilingue
EI{:I English

1:| Drawings

EH:I Specifications

I:I 01 - Plans and Specifications Index

-] 0z - Divisions

----- _lo3- Appendices
&[] Francais

or

E-L] Project #8444
{:I Bilingual - Bilingue
E|{:I English

{:I Drawings

EH:I Specifications

l:l 01 - Table of Contents

-] 0% - Divisions

""" 1 03 - Other Documents
EEH:I Francais

1.3.1 Naming Convention

The 4™ Tier sub-folders for specifications must adhere to the following standard naming
convention.

For the “Specifications” and “Devis” folders:

#-Y
Where:
#i = A two digit number ranging from 01 to 99 (leading zeros must be
included)
Y= The title of the folder
Example: 02 - Divisions

It should be noted that the numbering of the 4th Tier sub-folders is for sorting purposes only and
is not tied to an element of the specifications.

It is essential to ensure that the order of the elements of the specifications on the CD-ROM be
exactly the same as in the hard copy. GETS will sort each element of the specifications for both

Public Works and Government Services Canada page 35



screen display and printing as per the following rules:
= The alphanumerical sorting is done on an ascending order;

= The alphanumerical order of the sub-folders determines the order of appearance on the
screen as well as the order of printing (as an example: all the specifications PDF files in
the 01 sub-folder will be printed, in alphanumerical order before the PDF files in the 02
sub-folder, etc...);

= Each specifications PDF file within each sub-folder will also be sorted alphanumerically.
This will determine the order of appearance on the screen as well as the order of printing
(i.e. Division 01 will be printed before Division 02, 01 - Appendix A before 02 - Appendix
B, etc...).

2. NAMING CONVENTION FOR PDF FILES

Each drawing, specifications division or other document that are part of the tender documents
must be converted in PDF format (without password protection) in accordance with the following
standard naming convention and each PDF file must be located in the appropriate sub-folder of
the Directory Structure.

2.1 Drawings

Each drawing must be a separate single page PDF file. The naming convention of each
drawing must be:

Xt - Y
Where:
X= The letter or letters from the drawing title block (“A” for Architectural or
“ID” for Interior Design for example) associated with the discipline
H#i# = The drawing number from the drawing title block (one to three digits)
Y= The drawing name from the drawing title block (for bilingual

drawings, the name in both English and French is to appear)

Example: AO001 - First Floor Details

Each drawing that will be located in the appropriate discipline 4™ Tier sub-folders must be
named with the same letter (“A” for Architectural Drawings for example) and be numbered. The
drawing number used to name the PDF file must match as much as possible the drawing
number of the actual drawing (the exception being when leading zeros are required).

The following important points about drawings are to be noted:

= The drawing PDF files within each sub-folder are sorted alphanumerically for both
displaying and printing. If there are more than 9 drawings in a particular discipline the
numbering must use at least two numerical digits (i.e. AO1 instead of A1) in order to
avoid displaying drawing A10 between A1 and A2. The same rule applies when there
are more than 99 drawings per discipline i.e. three digits instead of two must be used for
the numbering (for example M003 instead of M03);
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If drawing PDF files are included in the “Bilingual - Bilingue” folder, these cannot be
included as well in the “English” and/or “Francgais” folders;

If drawings not associated with a particular discipline are not numbered (Title Page or
List of Drawings for example), these will be sorted alphabetically. While this does not
represent a problem if there is only one drawing in the sub-folder, it could disrupt the
order when there are two or more drawings. If the alphabetical order of the drawings
name does not represent the order on the hard copy set, the drawings are to be named
as per the following standard convention when converted in PDF format to ensure
proper display and printing order.

##H-Y
Where:
#i# = A two digit number ranging from 01 to 99 (leading zeros must be
included)
Y = The name of the drawing
Example: 01 - Title Page

02 - List of Drawings

If numbers are not used in the PDF files name, “List of Drawings” will be displayed
before “Title Page” because “L” comes before “T” in the alphabet.

Example of a 4™ Tier Drawings sub-folder’s

content:
Folders

*

-0 Praject ## 444
E{:I Bilingual - Bilingue
D Drawings - Dessins
E{:I English
E{:I Drrawings
-1 01 - List of Drawings
-] 02 - Landscape
{1 03 - Demalition
{7 04 - Architectural
=5 -
{1 06 - Mechanical
{1 07 - Electrical
{1 08 - ather
| Specifications
=] Francais
D Dessins

2.2. Specifications

¥]5100 CONSTRICTION DETAILS & LOAD INFORMATION
5101 FOUNDATION-GROLIND FLOGR PLAN

5102 ROGF PLAN

75200 SECTIONS & DETALLS

5300 EQUIPMENT DETALLS

] 5400 EXTERIOR AHL STAND

Each Specifications Division must be a separate PDF file and all pages contained in each PDF
file must have the same physical size (height, width). The Plans and Specifications Index must
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also be a separate PDF file. If there are other documents that are part of the Specifications (e.g.
Appendix or other) these are to be separate PDF files as well.

2.2.1 Documents other than Specifications Divisions

Because PDF files within the Specifications sub-folders are sorted alphanumerically (in
ascending order) for both on screen display and printing order, all files that appear in folders
other than the “Divisions” sub-folder must be named using a number:

H-Y
Where:
## = Two digit number ranging from 01 to 99 with leading zeros required
Y= Name of the document
Example: 01 - Plans and Specifications Index

Example of a sub-folder content (sub-folder other than “Divisions”):

Em - Appendix &
-1 Project #2##e# [ 2oz - Appenc &
{"_‘| Bilingual - Bilingue I@DS et Standard
E||:| English
{:I Drawings
=23 Specifications
{:l 01 - Table of Contents
-1 02 - Divisions
“43 03 - Appendices
[+ Francais

X

Faolders

2.2.2 Specifications Divisions

The Specifications Divisions must be named as follows:
Division ## - Y

Where:

Division ## = The actual word “Division” followed by a space and a two digit number
ranging from 01 to 99 (with leading zeros required)

Y = Name of the Specifications Division as per CSC/CSI MasterFormat™

Example: Division 05 — Metals
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The following important point about specifications is to be noted:
= The Numbering of the Divisions cannot be altered from CSC/CSI MasterFormat™

even if some Divisions are not used in a given project. For example, Division 05
will always remain Division 05 even if Division 04 is not used for a given project.

Example of a “Divisions” sub-folder content:

Folders
= ) Example 2
= 127 Bilingual - Eilingue
[C7) Drawings - Dessins
= 55 English
# I7) Drawings
= I3 Specifications
I3 01 - Table of Contents
] 02 - Divisions
[= | ) Francais
IC7) Dessins
= [5) Devis
IC5) 01 - Table des matieres
IC7) 02 - Divisions

3. CD-ROM LABEL

"\ Division 01 - General Instructions. pdF
E Division 02 - Existing Conditions, pdf

~ | Division 03 - Concrete. pdf

-_;" Division 04 - Masonry, pdf

L Division 05 - Metals, pdf

1 Division 06 - Wood, Plastics, and Composites, pdf
™ Division 07 - Thermal and Maisture Proteckion, pdF
- Division 08 - Openings. pdf

| Division 09 - Finishes, pdf

| Division 10 - Specialties, pdf

- Division 11 - Equipment, pdf

| Division 12 - Furnishings, pdf

? Division 13 - Special Construckion, pdf

L Division 14 - Conveying Equipment. pdF

Each CD-ROM is to be labeled with the following information:

Project Number /| Numéro de projet
Project Title | Titre du projet

Documents for Tender / Documents pour appel d’offres

CD X of/de X
Example:

Project 123456 / Projet 123456

Repair Alexandra Bridge / Réparation du pont Alexandra
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Documents for Tender / Documents pour appel d’offres
CD 1 of/de 1
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APPENDIX ‘E’

BASIC REFRENCE GUIDE ON CONVERTING CONSTRUCTION DRAWINGS INTO
PORTABLE DOCUMENT FORMAT (PDF)

Issued by:
Real Property Contracting Directorate
PWGSC

May 2005Last Updated: May 3, 2005

Version 1.0

PREFACE

Portable Document Format (PDF) is the standard format for documents that are posted on the
Government Electronic Tendering System (GETS). There is therefore a need to obtain from
architectural and engineering consultants an electronic copy of drawings and specifications in
PDF for tendering Government of Canada (GoC) construction projects.

In order to have the highest quality in term of resolution and printing, consultants should to the
greatest extent possible have the PDF drawing and specification files derived from the native
software in which they were created. Scanning is permissible but only in special circumstances,
for example when there is no electronic version of a drawing being included in a construction
tender package.

The purpose of this document is to provide basic information on the conversion of Computer
Aided Design and Drafting (CADD) drawings in PDF. Creating a PDF file from a CADD drawing
is a relatively simple process once all the necessary configurations and settings are in place. It
actually should not take any longer than it would take to create a plot file or to send a drawing to
a printer. The information in this guide is not intended to cover all technical aspects of the
conversion, which can be done using various methods, but rather to highlight important points
about the process and file settings. The conversion of specifications is not covered in this basic
reference guide since it does not require any special configuration or setting.

The information provided in this basic reference guide is not an indication that consultants are
relieved from following the established standards for the production of drawings and
specifications. The sole purpose of this guide is to provide basic information on the PDF
conversion process bearing in mind that additional detailed technical information is available
from the various software manufacturers.

1. PRINTER DRIVERS

Adobe Acrobat provides two different printer drivers that are able to convert CADD drawing into
PDF format, Acrobat PDF Writer and Acrobat Distiller. Before creating a PDF file from a CADD
drawing, a choice must be made as to which one will be used.
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Acrobat PDF Writer is a non-PostScript printer driver that works best with documents that don’t
contain complex graphics

Acrobat Distiller is a PostScript printer driver that works best with documents that contain
PostScript fills, Encapsulated PostScript (EPS) graphics, or other complex elements.

It is recommended that Acrobat Distiller be used to create PDF file of architectural and
engineering drawings due to their size and complex graphical nature.

2. PRINTER CONFIGURATION

Before converting a CADD drawing to PDF, an Acrobat printer configuration file for the PDF
paper size needs to be created. This function can be done in the CADD software rather than
using a custom paper size defined for the Acrobat distiller feature. The recommended method is
to add a PostScript Adobe plotter in the CADD software and making the necessary setting in
terms of media source and size, scale and orientation. The configuration can then be re-used to
simplify the conversion process for future files that use the same page size.

As an alternative, although not recommended, a custom-defined size can be created in Acrobat
Distiller in the properties menu.

3. CREATING PDF FILES

Once the printer configuration has been done in the CADD software, open up Acrobat Distiller
and make the necessary settings in the preferences and job options sub-menu. Ensure that the
page size match the sheet size selected in the CADD software to create the file. Particular
settings can be saved under different names for future use.

With the Acrobat Distiller application open, ensure the required sheet size is displayed in the job
options window. Then it is simply a matter of bringing the CADD file into the Acrobat Distiller
creation box.

A progress bar will show during the conversion and the newly converted PDF file should open
up and be displayed for verification.

4. PDF FILES SETTINGS

4.1 Security

Adobe Acrobat contains security features that can de used to secure the files by restricting any
changes to the files. However, since the files will be posted on GETS and will be used for
printing copies, the files must not be password protected and must allow printing.

4.2 Drawing Orientation

The final PDF drawing files must be displayed on the screen in the same direction that the users
are intended to view them. This can be achieved by adjusting the setup of the plotter. If the
drawing is not oriented properly after the conversion, it can be rotated manually within Adobe
Acrobat.

4.3 Font Type

In order to avoid any problems during the conversion and to minimize the potential for font
display errors, the fonts used for the production of construction drawings must be PostScript or
True Type fonts.
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4.4 Resolution
Since the PDF files will be used for printing, it is important that a proper resolution be selected.
It is recommended to select 600 dots per inch (dpi).

4.5 Scale
When choosing the Plot scale in Adobe, it is important to choose the 1:1 scale to ensure the
integrity of the scale from which the drawings were created in the CADD software.

5.SCANNING

Scanning is not recommended and should be done only when the drawing is not available
electronically. When scanning a drawing, it is important that it be done in real size (scale 1:1) to
ensure that the scale remains intact in subsequent printing. It is recommended that each
scanned drawing be opened and verified to ensure that the resolution, scale and border are of
an acceptable quality.

6.FINAL CHECKLIST
When the drawing file has gone trough the PDF conversion, it is recommended to open it and
verify the following:

- That the sheet size displayed is what was intended to be created (the size is viewable in
the lower left corner of the drawing).

- That the orientation of the sheet is correct.

- That the line types, line weights and fonts match the CADD drawing.

- That the PDF file is in black and white.

- That each drawing is a single PDF file.

- That the PDF file is not password protected and printable.

If all the items are verified, the PDF file is useable

7.ADDITIONAL INFORMATION

For more information about the creation of PostScript and EPS files please refer to the User’s
Guide of the CADD software being used to produce the drawings. For more information about
creating PDF file please refer to the Acrobat Distiller User's Guide and/or visit the Adobe Web
site at www.adobe.com.
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