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TITLE 
 
Bid solicitation # W3802-150063/A for the provision of the following professional services:   Research and 
Investigation Services for the Office of the Department of National Defence and Canadian Forces 
Ombudsman. 
 
PART 1 – GENERAL INFORMATION 
 
1.1 Introduction 
 
The bid solicitation is divided into  seven parts plus attachments and annexes, as follows: 
 
Part 1 General Information:  provides a general description of the requirement; 
 
Part 2 Bidder Instructions: provides the instructions, clauses and conditions applicable to the bid 

solicitation; 
 
Part 3   Bid Preparation Instructions: provides bidders with instructions on how to prepare their bid; 
 
Part 4 Evaluation Procedures and Basis of Selection: indicates how the evaluation will be conducted, 

the evaluation criteria that must be addressed in the bid, and the basis of selection; 
 
Part 5 Certifications:  includes the certifications to be provided; 
 
Part 6 Security Requirements: includes specific requirements that must be addressed by bidders; and 
 
Part 7 Resulting Contract Clauses:  includes the clauses and conditions that will apply to any resulting 

contract. 
 
The Attachments include Pricing Schedule, Certifications and Additional Information, and Technical 
Criteria.  
 
The Annexes include  the Statement of Work, Basis of Payment, Security Requirements Check List, DND 
626, Task Authorization Form, Sample MS Office Excel Spreadsheet for Period Usage Reports – 
Contracts with TAs and Non-Disclosure Agreement.    
  
1.2 Summary 
 
Research and Investigation Services for the Office of the Department of National Defence and Canadian 
Forces Ombudsman in Ottawa, Ontario, in support of the Ombudsman’s mandate. 
 
The Work is to be performed from date of Contract for a period of three years with an irrevocable option 
to extend the term of the Contract by up to two additional one-year period(s).   
 
The requirement is subject to the provisions of the World Trade Organization Agreement on Government 
Procurement (WTO-AGP), the North American Free Trade Agreement (NAFTA) and the Agreement on 
Internal Trade (AIT). 
 
There is a security requirement associated with this requirement.  For additional information, consult Part 
6 - Security and Other Requirements, and Part 7 - Resulting Contract Clauses.   
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1.3 Debriefings 
 
Bidders may request a debriefing on the results of the bid solicitation process. Bidders should make the 
request to the Contracting Authority within 15 working days from receipt of the results of the bid 
solicitation process. The debriefing may be in writing, by telephone or in person at the sole discretion of 
the Contracting Authority. 
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PART 2 – BIDDER INSTRUCTIONS 
 
2.1 Standard Instructions, Clauses and Conditions 
 

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

 
 Bidders who submit a bid agree to be bound by the instructions, clauses and conditions of the bid 

solicitation and accept the clauses and conditions of the resulting contract. 
 

The 2003 (2014-09-25), Standard Instructions - Goods or Services - Competitive Requirements, are 
incorporated by reference into and form part of the bid solicitation. 
 

 Subsection 5.4 of 2003, Standard Instructions - Goods or Services - Competitive Requirements, is 
amended as follows: 
 
 Delete:  60 days 
 Insert:  120 calendar days. 
 
2.2 Submission of Bids 
 
Bids must be submitted only to Public Works and Government Services Canada (PWGSC) Bid Receiving 
Unit by the date, time and place indicated on page 1 of the bid solicitation.   
 
Due to the nature of the bid solicitation, bids transmitted by electronic mail or facsimile to PWGSC will not 
be accepted. 

 
2.3 Former Public Servant 
 
Contracts awarded to former public servants (FPS) in receipt of a pension or of a lump sum payment 
must bear the closest public scrutiny and reflect fairness in spending public funds. In order to comply with 
Treasury Board policies and directives on contracts with FPS, bidders must provide the information 
required in Attachment 2 to Part 3 - Certifications and Additional Information form before contract award.  
If the answer to the questions and, as applicable the information required have not been received by the 
time the evaluation of bids is completed, Canada will inform the Bidder of a time frame within which to 
provide the information. Failure to comply with Canada’s request and meet the requirement within the 
prescribed time frame will render the bid non-responsive. 
 
2.4 Inquiries - Bid Solicitation 
 
All enquiries must be submitted in writing to the Contracting Authority no later than 10 calendar days 
before the bid closing date.  Enquiries received after that time may not be answered. 
 
Bidders should reference as accurately as possible the numbered item of the bid solicitation to which the 
enquiry relates. Care should be taken by bidders to explain each question in sufficient detail in order to 
enable Canada to provide an accurate answer. Technical enquiries that are of a proprietary nature must 
be clearly marked "proprietary" at each relevant item. Items identified as “proprietary” will be treated as 
such except where Canada determines that the enquiry is not of a proprietary nature. Canada may edit 
the question(s) or may request that the Bidder do so, so that the proprietary nature of the question(s) is 
eliminated and the enquiry can be answered to all bidders. Enquiries not submitted in a form that can be 
distributed to all bidders may not be answered by Canada. 
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2.5 Applicable Laws 
 
Any resulting contract must be interpreted and governed, and the relations between the parties 
determined, by the laws in force in the province of Quebec, Canada.  
 
Bidders may, at their discretion, substitute the applicable laws of a Canadian province or territory of their 
choice without affecting the validity of their bid, by deleting the name of the Canadian province or territory 
specified and inserting the name of the Canadian province or territory of their choice.  If no change is 
made, it acknowledges that the applicable laws specified are acceptable to the bidders. 
 
2.6 Basis for Canada’s Ownership of Intellectual Property 
 
The Office of the Department of National Defence and Canadian Forces Ombudsman has determined 
that any intellectual property rights arising from the performance of the Work under the resulting contract 
will belong to Canada, on the following grounds:  where the material developed or produced consists of 
material subject to copyright, with the exception of computer software and all documentation pertaining to 
that software. 
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PART 3 – BID PREPARATION INSTRUCTIONS 
 
3.1 Bid Preparation Instructions 
 
Canada requests that bidders provide their bid in separately bound sections as follows: 
 
Section I:   Technical Bid (four hard copies); 
Section II:  Financial Bid (one hard copy); and 
Section III: Certifications and Additional Information (one hard copy). 
 
This bid solicitation uses Portable Document Format (PDF) technology. To access the PDF form, bidders 
must have a PDF reader installed. If bidders do not already have such a reader, there are several PDF 
readers available on the Internet.  It is recommended to use the latest version of PDF reader to benefit all 
features of the interactive forms. 
 
Prices must appear in the financial bid only.  No prices must be indicated in any other section of the bid. 
 
Canada requests that bidders follow the format instructions described below in the preparation of their 
bid: 
a. use 8.5 x 11 inch (216 mm x 279 mm) paper; and 
b. use a numbering system that corresponds to the bid solicitation. 
 
In April 2006, Canada issued a policy directing federal departments and agencies to take the necessary 
steps to incorporate environmental considerations into the procurement process Policy on Greeen 
Procurement (http://www.tpsgc-pwgsc.gc.ca/ecologisation-greening/achats-procurement/politique-policy-
eng.html). 
 
To assist Canada in reaching its objectives, bidders should: 
1. use paper containing fiber certified as originating from a sustainably-managed forest and containing 

minimum 30% recycled content; and 
2. use an environmentally-preferable format including black and white printing instead of color printing, 

printing double sided/duplex, using staples or clips instead of cerlox, duo tangs or binders. 
 
Section I: Technical Bid 
 
In their technical bid, bidders should demonstrate their understanding of the requirements contained in 
the bid solicitation and explain how they will meet these requirements. Bidders should demonstrate their 
capability and describe their approach” ] in a thorough, concise and clear manner for carrying out the 
work. 
 
The technical bid should address clearly and in sufficient depth the points that are subject to the 
evaluation criteria against which the bid will be evaluated. Simply repeating the statement contained in 
the bid solicitation is not sufficient. In order to facilitate the evaluation of the bid, Canada requests that 
bidders address and present topics in the order of the evaluation criteria under the same headings. To 
avoid duplication, bidders may refer to different sections of their bids by identifying the specific paragraph 
and page number where the subject topic has already been addressed. 
 
Part 4, Evaluation Procedures, contains additional instructions that bidders should consider when 
preparing their technical bid. 
 
Section II: Financial Bid 
 
Bidders must submit their financial bid in accordance with the Pricing Schedule detailed in Attachment 1 
to Part 3. The total amount of Applicable Taxes must be shown separately. 
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Bidders must submit their rates FOB destination, Canadian customs duties and excise taxes included, as 
applicable; and Applicable Taxes excluded. 
 
When preparing their financial bid, bidders should review clause 4.1.2, Financial Evaluation, of Part 4. 
 
Section III:  Certifications and Additional Information 
 
In Section III of their bid, Bidders should provide the certifications required under Part 5 and, as 
applicable, any associated documentation and additional information. 
 
a. Bidders must complete their Certifications and Additional Information by using the attached PDF 

fillable form, Attachment 2 to Part 3 - Certifications.pdf; 
 
b. Bidders should complete the interactive form electronically before printing the document for 

submission.  Bidders should note that simply printing the document prior to completing it 
electronically may omit certain fields that would appear when filling out the form electronically, 
resulting in incomplete Certifications; and 

 
c. The form should be signed. 
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ATTACHMENT 1 TO PART 3 
PRICING SCHEDULE 

 
The Bidder must complete this pricing schedule and include it in its financial bid once completed.   
 
The inclusion of volumetric data in this document does not represent a commitment by Canada that 
Canada’s future usage of the services described in the bid solicitation will be consistent with this data. 
 
If the Bidder adds any conditions or makes changes to the pricing schedule, the Bidder’s financial bid will 
be declared non-responsive. 
 
See the attached Microsoft Excel spreadsheet, Attachment 1 to Part 3 - Pricing Schedule.xls 
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ATTACHMENT 2 TO PART 3 
CERTIFICATIONS AND ADDITIONAL INFORMATION 

 
See the attached PDF fillable form, Attachment 2 to Part 3 - Certifications.pdf 
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PART 4 – EVALUATION PROCEDURES AND BASIS OF SELECTION 
 
4.1 Evaluation Procedures  
 
Bids will be assessed in accordance with the entire requirement of the bid solicitation including the 
technical evaluation criteria. 
 
An evaluation team composed of representatives of Canada will evaluate the bids. 
 
4.1.1 Technical Evaluation 

4.1.1.1 Joint Venture Experience 
 

a. Where the Bidder is a joint venture with existing experience as that joint venture, it 
may submit the experience that it has obtained as that joint venture. 

Example: A bidder is a joint venture consisting of members L and O. A bid 
solicitation requires that the bidder demonstrate experience providing maintenance 
and help desk services for a period of 24 months to a customer with at least 10,000 
users. As a joint venture (consisting of members L and O), the bidder has 
previously done the work. This bidder can use this experience to meet the 
requirement. If member L obtained this experience while in a joint venture with a 
third party N, however, that experience cannot be used because the third party N is 
not part of the joint venture that is bidding. 

b. A joint venture bidder may rely on the experience of one of its members to meet 
any given technical criterion of this bid solicitation.  

Example: A bidder is a joint venture consisting of members X, Y and Z.  If a 
solicitation requires: (a) that the bidder have 3 years of experience providing 
maintenance service, and (b) that the bidder have 2 years of experience integrating 
hardware with complex networks, then each of these two requirements can be met 
by a different member of the joint venture. However, for a single criterion, such as 
the requirement for 3 years of experience providing maintenance services, the 
bidder cannot indicate that each of members X, Y and Z has one year of 
experience, totaling 3 years.  Such a response would be declared non-responsive. 

c. Joint venture members cannot pool their abilities with other joint venture members 
to satisfy a single technical criterion of this bid solicitation. However, a joint venture 
member can pool its individual experience with the experience of the joint venture 
itself.  Wherever substantiation of a criterion is required, the Bidder is requested to 
indicate which joint venture member satisfies the requirement. If the Bidder has not 
identified which joint venture member satisfies the requirement, the Contracting 
Authority will provide an opportunity to the Bidder to submit this information during 
the evaluation period.  If the Bidder does not submitted this information within the 
period set by the Contracting Authority, its bid will be declared non-responsive. 

Example: A bidder is a joint venture consisting of members A and B. If a bid 
solicitation requires that the bidder demonstrate experience providing resources for 
a minimum number of 100 billable days, the bidder may demonstrate that 
experience by submitting either: 
• Contracts all signed by A; 
• Contracts all signed by B; or 
• Contracts all signed by A and B in joint venture, or 
• Contracts signed by A and contracts signed by A and B in joint venture, or 
• Contracts signed by B and contracts signed by A and B in joint venture. 
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that show in total 100 billable days. 

d. Any Bidder with questions regarding the way in which a joint venture bid will be 
evaluated should raise such questions through the Enquiries process as early as 
possible during the bid solicitation period. 

4.1.1.2 Mandatory Technical Criteria 
   
 Refer to Attachment 1 to Part 4. 

  
4.1.2 Financial Evaluation 

 
For bid evaluation and Contractor selection puposes only, the evaluated price of a bid will be determined 
in accordance with the Pricing Schedule detailed in Attachment 1 to Part 3. 
 
4.2 Basis of Selection - Lowest Evaluated Price  
 
A bid must comply with the requirements of the bid solicitation and meet all mandatory evaluation criteria 
to be declared responsive.  The responsive bid with the lowest evaluated price will be recommended for 
award of a contract. 
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ATTACHMENT 1 to PART 4 
TECHNICAL CRITERIA 

 
1.1 Mandatory Technical Criteria 
 
The bid must meet the mandatory technical criteria specified below.  The Bidder must provide the 
necessary documentation to support compliance with this requirement.   
 
Bids which fail to meet the mandatory technical criteria will be declared non-responsive.  Each mandatory 
technical criterion should be addressed separately. 
   
Number Mandatory Technical (MT) Criteria  
MT1 The Bidder must have a minimum of three years experience within the last five years as 

of the date of the bid submission, providing research and investigation services as 
defined in Annex A, Statement of Work (SOW). 
 
To demonstrate experience, the Bidder must provide: 
a. The name of the project; 
b. The name of the organization; 
c. The period (month/year to month/year) the services was provided; and 
d. A description of the services provided. 
 
Experience listed for a project whose time frame overlaps that of another project will 
only be counted once. 

MT2 The Bidder must propose at least: 
 
One Bilingual Research Analyst 
 
OR 
 
One English Research Analyst and one French Research Analyst 
 
The Bidder must identify each proposed resource and the language the resource is able 
to provide services in. 
 
In the event the Bidder proposes more than the number of resources requested, 
resources will be evaluated in order of presentation. 

MT3 The Bidder must propose at least: 
 
One Bilingual Investigator 
 
OR 
 
One English Investigator and one French Investigator 
 
The Bidder must identify each proposed resource and the language the resource is able 
to provide services in. 
 
In the event the Bidder proposes more than the number of resources requested, 
resources will be evaluated in order of presentation. 
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Number Mandatory Technical (MT) Criteria  
MT4 Each proposed Research Analyst in MT2 must have a minimum of three years work 

experience within the last seven years as of the date of the bid submission, providing 
research analysis services as defined in the SOW, in the area of: 
• legislation, policy/procedure; or  
• program/service review and analysis; or 
• precedent cases; or 
• statistical research; or  
• Research analysis services in an Ombudsman related environment such as 

tribunals, administrative investigations or quasi-judicial organizations. 
 
To demonstrate experience, the Bidder must provide for each proposed resource: 
a. The name of the project; 
b. The name of the organization; 
c. Start and end date (month/year to month/year); and 
d. Details of their experience:  duties, responsibilities or tasks. 

 
Experience listed for a project whose time frame overlaps that of another project will only 
be counted once. 

MT5 Proposed Research Analyst(s) in MT2 must have a bachelor’s degree in the field of 
Administration or Social Sciences or Criminology or Law or field related to the 
requirement. 
 
For each proposed resource, the Bidder must provide a hard copy of the bachelor’s 
degree. 
 
OR 
 
Proposed Research Analyst(s) in MT2 must have a minimum of five years work 
experience within the last seven years as of the date of the bid submission, providing 
research analysis services as defined in MT4. 

MT6 Each proposed Investigator in MT3 must have a minimum of three years of work 
experience within the last seven years as of the date of bid submission, providing 
investigation services as defined in the SOW, in: 
• the practice of law, counselling; or 
• investigation/prosecution of cases; or 
• hearings of administrative/criminal cases; or 
• legal research; or 
• Investigation services in an Ombudsman related environment such as tribunals, 

administrative investigations or quasi-judicial organizations. 
 
To demonstrate experience, the Bidder must provide for each proposed resource: 
a. The name of the project; 
b. The name of the organization; 
c. Start and end date (month/year to month/year); and 
d. Details of their experience:  duties, responsibilities or tasks. 

 
Experience listed for a project whose time frame overlaps that of another project will only 
be counted once. 
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Number Mandatory Technical (MT) Criteria  
MT7 Proposed Investigator(s) in MT3 must have a bachelor’s degree in the field of 

Administration or Social Sciences or Criminology or Law or field related to the 
requirement. 
 
For each proposed resource, the Bidder must provide a hard copy of the bachelor’s 
degree. 
 
OR 
 
Proposed Investigator(s) in MT3 must have a minimum of five years work experience 
within the last seven years as of the date of the bid submission, providing investigation 
services as defined in MT6. 
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PART 5 – CERTIFICATIONS 
 
Bidders must provide the required certifications and associated information to be awarded a contract.  
 
The certifications provided by bidders to Canada are subject to verification by Canada at all times.  
Canada will declare a bid non-responsive, or will declare a contractor in default in carrying out any of its 
obligations under the Contract, if any certification made by the Bidder is found to be untrue, whether 
made knowingly or unknowingly, during the bid evaluation period or during the contract period. 
 
The Contracting Authority will have the right to ask for additional information to verify the Bidder’s 
certifications.  Failure to comply and to cooperate with any request or requirement imposed by the 
Contracting Authority may render the bid non-responsive or constitute a default under the Contract. 
 
Bidders must complete their certifications required under Part 5 by using the attached PDF fillable form, 
Attachment 2 to Part 3 - Certifications.pdf. 
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PART 6 – SECURITY REQUIREMENTS 
 
6.1 Security Requirement 
 
6.1.1 Before award of a contract, the following conditions must be met: 
 
a. The Bidder must hold a valid organization security clearance as indicated in Part 7 - Resulting 

Contract Clauses;  
 
b. The Bidder's resources requiring access to classified or protected information, assets or sensitive 

work site(s) must meet the security requirement as indicated in Part 7 - Resulting Contract 
Clauses;  and 

 
c. The Bidder must provide the name of all resources who will require access to classified or 

protected information, assets or sensitive work sites. 
 

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

 
6.1.3 For additional information on security requirements, bidders should refer to the Industrial Security 

Program (ISP) of PWGSC (http://ssi-iss.tpsgc-pwgsc.gc.ca/index-eng.html) Web site. 
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A. PART 7 – RESULTING CONTRACT CLAUSES 
    
The following clauses and conditions apply to and form part of any contract resulting from the bid 
solicitation.  
 
7.1 Statement of Work 
 
The Contractor must perform the Work in accordance with the Statement of Work in Annex A. 

7.1.1 Task Authorization   
 
7.1.1.1 Work described at Annex A, Statement of Work, will be performed under the Contract on an “as 

and when requested basis”.   
 
7.1.1.2 With respect to the Work mentioned under paragraph 7.1.1.1 of this clause, 
 
a. an obligation will come into force only when the Contractor receives a Task Authorization (TA), 

inclusive of any revisions, authorized and issued in accordance with this clause, and only to the 
extent designated in the authorized TA; 

 
b. the TA Authority and limit will be determined in accordance with paragraph 7.1.1.3 of this clause; 
 
c. the Contractor must not commence work until a TA, inclusive of any revisions, has been 

authorized and issued in accordance with the Contract.  The Contractor acknowledges that work 
performed before a TA, inclusive of any revisions, has been authorized and issued in accordance 
with the Contract will be done at the Contractor’s own risk and expense; 

 
d. the task description, inclusive of any revisions, included in an authorized TA must fall within the 

scope of the Statement of Work, in Annex A; and 
 
e. the TA, inclusive of any revisions, will be authorized under the Contract through the use of Annex 

D, DND 626, Task Authorization Form.  An authorized TA is a completed Annex D signed by the 
TA Authority.  

 
7.1.1.3 TA Authority and Limit  
 
a. The TA Authority or authorized delegate may authorize individual TAs inclusive of any revisions 

up to a limit of $70,000.00, Applicable Taxes extra.  Any TA the total value of which would exceed 
that limit or any revision to a previously authorized TA that would increase theTA total value 
above that limit must be authorized by the Contracting Authority before issuance to the 
Contractor; and 

   
b. The authority specified under paragraph 7.1.1.3(a) of this clause is granted subject to the sum 

specified in the Contract under clause 7.6.2, Canada’s Total Liability - Cumulative Total of all 
authorized TAs, not being exceeded. 

 
7.1.1.4 TA Process  
 
a. For each task or revision of a previously authorized task, the TA Authority will provide the 

Contractor with a request to perform a task prepared using Annex D, DND 626, Task 
Authorization Form, containing as a minimum, the task or revised task description of the Work 
required, including: 
i. the details of the activities or revised activities to be performed; 
ii. a description of the deliverables or revised deliverables to be submitted; and 
iii. a schedule or revised schedule indicating completion dates for the major activities or 

submission dates for the deliverables, or both, as applicable.   
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b. Within four calendar days of its receipt of the request, the Contractor must provide the TA 
Authority with a signed and dated response prepared and submitted using the TA form received 
from the TA Authority, containing as a minimum: 
i. the total estimated cost proposed for performing the task or, as applicable, revised task;  
ii. a breakdown of that cost in accordance with Annex B. 

 
7.1.1.5 TA Authorization  
 
a. The TA Authority will authorize the TA based on: 

i. the request submitted to the Contractor pursuant to paragraph 7.1.1.4(a) of this clause;  
ii. the Contractor’s response received, submitted pursuant to paragraph 7.1.1.4(b) of this 

clause; and 
iii. the agreed total estimated cost for performing the task or, as applicable, revised task.  
 

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

 
7.1.1.6 Minimum Work Guarantee - All the Work - Authorized TAs 
 
a. "Maximum Contract Value" means the sum specified in Contract clause 7.6.2, Canada’s Total 

Liability - Cumulative Total of all authorized TAs; and "Minimum Contract Value" means a fixed 
amount of $25,000.00; 

 
b. Canada's obligation under the Contract is to request Work in the amount of the Minimum Contract 

Value or, at Canada's option, to pay the Contractor at the end of the Contract in accordance with 
paragraph 7.1.1.6(c) of this clause.  In consideration of such obligation, the Contractor agrees to 
stand in readiness throughout the Contract period to perform the Work.  Canada's maximum 
liability for Work requested in authorized TAs, performed by the Contractor and accepted by 
Canada must not exceed the  Maximum Contract Value, unless an increase is authorized in 
writing by the Contracting Authority; 

 
c. In the event that Canada does not request Work in the amount of the Minimum Contract Value 

during the period of the Contract, Canada must pay the Contractor the difference between the 
Minimum Contract Value and the cost of the Work requested in authorized TAs, performed by the 
Contractor and accepted by Canada; and 

 
d. Canada will have no obligation to the Contractor under this clause if Canada terminates the 

Contract in whole or in part for default. 
 
7.1.1.7 Periodic Usage Reports - Contracts with TAs  

 
a. The Contractor must compile and maintain detailed and current data on its performance of Work 

required and requested under TAs (inclusive of any revisions) authorized and issued under the 
Contract;   

 
b. No later than 15 calendar days after the end of each of the reporting periods below, the 

Contractor must submit to the Contracting Authority and Project Authority a periodic usage report 
containing, in an electronic spreadsheet (such as Microsoft Office Excel), the data elements 
specified in paragraphs 7.1.1.7(c) and 7.1.1.7(d) of this clause in the order they are presented.  
Where at the end of a reporting period, no changes are required to be made to the data contained 
in the periodic usage report submitted for the previous period, the Contractor must submit a  “NIL” 
report to the Contracting Authority and Project Authority.    
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The reporting periods are defined as follows:  
 1st semi-annual reporting period:  April 1 to September 30; and 
 2nd semi-annual reporting period:  October 1 to March 31. 

 
A sample Microsoft Office spreadsheet containing the data elements contained in paragraphs 
7.1.1.7(c) and 7.1.1.7(d) of this clause is provided in Annex E; 

 
c. For each TA authorized and issued under the Contract, the data must contain the following data 

elements in the order presented: 
• the TA number appearing on the TA form; 
• the date the task was authorized appearing on the TA form; 
• the total estimated cost of the task (Applicable Taxes extra) before any revisions 

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

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

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

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

as applicable) with an explanation (as applicable). 
 

d. For all TAs authorized and issued under the Contract, the data must contain the following data 
elements in the order presented: 
• the sum (Applicable Taxes extra) specified in clause 7.6.2, Canada’s Total Liability - 

Cumulative Total of all Authorized TAs, as last amended;  
• the total cost incurred for all authorized tasks inclusive of any revisions, Applicable Taxes 

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

Applicable Taxes extra;  
• the  total amount of Applicable Taxes invoiced for all authorized tasks inclusive of any 

revisions; and  
• the total amount paid for all authorized tasks inclusive of any revisions, Applicable Taxes 

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

7.2.1 General Conditions 
 
2035 (2014-09-25), General Conditions - Higher Complexity - Services, apply to and form part of the 
Contract.  
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7.2.2 Supplemental General Conditions  
 
4008 (2014-09-25), Personal Information apply to and form part of the Contract. 
 
7.2.3 Inspection and Acceptance  
 
The Project Authority is the Inspection Authority. All reports, deliverable items, documents, goods and all 
services rendered under the Contract are subject to inspection by the Inspection Authority or 
representative. Should any report, document, good or service not be in accordance with the requirements 
of the Statement of Work and to the satisfaction of the Inspection Authority, as submitted, the Inspection 
Authority will have the right to reject it or require its correction at the sole expense of the Contractor 
before recommending payment. 

7.2.4 Specific Person(s) 
 
The Contractor must provide the services of the following person(s) to perform the Work as stated in the 
Contract: 
 
Research Analyst:  To be indentified at time of Contract award 
Investigator:  To be indentified at time of Contract award 

7.2.5 Non-Disclosure Agreement  
 
The Contractor must obtain from its employee(s) or subcontractor(s) the completed and signed  
non-disclosure agreement, attached at Annex F, and provide it to the Technical Authority before they are 
given access to information by or on behalf of Canada in connection with the Work. 
 
7.3 Security Requirement 
 
7.3.1 The following security requirement check list (SRCL) and related clauses applies and form part of 

the Contract:  
 
a. The Contractor must, at all times during the performance of the Contract, hold a valid 

Designated Organization Screening (DOS), issued by the Canadian Industrial Security 
Directorate (CISD), PWGSC; 
 

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

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

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

e. The Contractor must comply with the provisions of the: 
i. SRCL, attached at Annex C; and 
ii. Industrial Security Manual (Latest Edition). 

 
7.4 Term of Contract 
 
7.4.1 Period of the Contract 
 
The period of the Contract is from date of Contract for a period of three years. 
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7.4.2 Option to Extend the Contract  
 
The Contractor grants to Canada the irrevocable option to extend the term of the Contract by up to two 
additional one-year period(s) under the same conditions.  The Contractor agrees that, during the 
extended period of the Contract, it will be paid in accordance with the applicable  
provisions as set out in the Basis of Payment. 
 
Canada may exercise this option at any time by sending a written notice to the Contractor at least 30 
calendar days before the expiry date of the Contract. The option may only be exercised by the 
Contracting Authority, and will be evidenced for administrative purposes only, through a contract 
amendment.   
 
7.5 Authorities 

7.5.1 Contracting Authority 
 
The Contracting Authority for the Contract is:  
 
Diane Reynolds 
Supply Specialist 
Public Works and Government Services Canada 
Acquisitions Branch 
Professional Services Procurement Directorate 
Place du Portage, Phase III, 10C1 
11 Laurier Street, Gatineau, Quebec, K1A 0S5 
Telephone: 819-956-1141 
Facsimile: 819-956-9235 
E-mail: Diane.Reynolds@tpsgc-pwgsc.gc.ca 
 
The Contracting Authority is responsible for the management of the Contract and any changes to the 
Contract must be authorized in writing by the Contracting Authority.  The Contractor must not perform 
work in excess of or outside the scope of the Contract based on verbal or written requests or instructions 
from anybody other than the Contracting Authority. 

7.5.2 Project Authority 
 
The Project Authority for the Contract is: 
 
(To be indentified at time of Contract award) 
 
The Project Authority is the representative of the department or agency for whom the Work is being 
carried out under the Contract and is responsible for all matters concerning the technical content of the 
Work under the Contract.  Technical matters may be discussed with the Project Authority; however, the 
Project Authority has no authority to authorize changes to the scope of the Work.  Changes to the scope 
of the Work can only be made through a contract amendment issued by the Contracting Authority. 

7.5.3 Contractor's Representative 
 
(To be indentified at time of Contract award) 
 
7.6 Payment 
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7.6.1 Basis of Payment - TA subject to a Limitation of Expenditure 
 
a. When the basis of payment specified in a TA authorized and issued under the Contract is 

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

 
b. Canada's total liability to the Contractor under the authorized TA must not exceed the limitation of 

expenditure specified in the authorized TA.   Customs duties are included and Applicable Taxes 
are extra. 

 
c. No increase in the liability of Canada or in the price of the Work specified in the authorized TA 

resulting from any design changes, modifications or interpretations of the Work specified in the 
authorized TA will be authorized or paid to the Contractor unless these design changes, 
modifications or interpretations have been authorized, in writing, by the TA Authority before their 
incorporation into the Work specified in the authorized TA.  The Contractor must not perform any 
work or provide any service that would result in Canada's total liability being exceeded before 
obtaining the written authorization of the TA Authority.  The Contractor must notify the TA 
Authority in writing as to the adequacy of this sum: 
i. when it is 75% committed, or  
ii. four months before the final delivery date specified in the authorized TA, or  
iii. as soon as the Contractor considers that the authorized TA funds are inadequate for the 
completion of the Work specified in the authorized TA, 

 
whichever comes first. 

 
d. If the notification is for inadequate authorized TA funds, the Contractor must provide to the TA 

Authority, a written estimate for the additional funds required.  Provision of such information by 
the Contractor does not increase Canada's liability. 

7.6.2 Canada’s Total Liability - Cumulative Total of all authorized TAs 
 
a. Canada's total liability to the Contractor under the Contract for all authorized TAs, inclusive of any 

revisions, must not exceed the sum of  $(To be indentified at time of Contract award).  Customs 
duties are included and the Applicable Taxes are extra. 

 
b. No increase in the total liability of Canada will be authorized or paid to the Contractor unless  an 

increase has been approved, in writing, by the Contracting Authority.  
 
c. The Contractor must notify the Contracting Authority, in writing, as to the adequacy of this sum: 

i. when it is 75% committed, or  
ii. four months before the Contract expiry date, or  
iii. as soon as the Contractor considers that the sum is inadequate for the completion of the 

Work required and requested in all authorized TAs, inclusive of any revisions, the 
applicable basis of payment of which is limitation of expenditure contract clause 7.6.1, TA 
subject to a Limitation of Expenditure, 

 
whichever comes first. 

 
d. If the notification is for inadequate contract funds, the Contractor must provide to the Contracting 

Authority a written estimate for the additional funds required.  Provision of such information by the  
Contractor does not increase Canada's liability. 
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7.6.3 Method of Payment – Authorized TA 
 
a. For the Work specified in an authorized TA subject to a limitation of expenditure, Canada will pay 

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

have been submitted in accordance with the invoicing instructions provided in the 
Contract; 

ii. all such documents have been verified by Canada; and 
iii. the Work performed has been accepted by Canada. 

7.6.4 SACC Manual Clauses 
 
A9116C (2007-11-30), T1204 - Information Reporting by Contractor 
A9117C (2007-11-30), T1204 - Direct Request by Customer Department 

7.6.5 Discretionary Audit 
 
C0705C (2010-01-11), Discretionary Audit  
 
7.7 Invoicing Instructions 
 
a.  The Contractor must submit invoices in accordance with the section entitled "Invoice Submission" 

of the general conditions.  Invoices cannot be submitted until all work identified in the invoice is 
completed;  

b. Invoices must be distributed as follows: 
i. The original and one copy must be forwarded to the Project Authority for certification and 

payment; and 
ii. One soft copy must be forwarded by e-mail to the Contracting Authority identified under the 

section entitled "Authorities" of the Contract. 
 
7.8 Certifications 

7.8.1 Compliance 
 
The continuous compliance with the certifications provided by the Contractor in its bid and the ongoing 
cooperation in providing associated information are conditions of the Contract.  Certifications are subject 
to verification by Canada during the entire period of the Contract. If the Contractor does not comply with 
any certification, fails to provide the associated information, or if it is determined that any certification 
made by the Contractor in its bid is untrue, whether made knowingly or unknowingly, Canada has the 
right, pursuant to the default provision of the Contract, to terminate the Contract for default. 
 
7.9 Applicable Laws 
 
The Contract must be interpreted and governed, and the relations between the parties determined, by the 
laws in force in the province of Quebec, Canada. 
 
7.10 Priority of Documents 
 
If there is a discrepancy between the wording of any documents that appear on the list, the wording of the 
document that first appears on the list has priority over the wording of any document that subsequently 
appears on the list. 
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a. the Articles of Agreement; 
b. the supplemental general conditions 4008 (2014-09-25), Personal Information ; 
c. the general conditions 2035 (2014-09-25), General Conditions - Higher Complexity - Services; 
d. Annex A, Statement of Work; 
e. Annex B, Basis of Payment; 
f. Annex C, Security Requirements Check List; 
g. the signed Task Authorizations (including all of its annexes, if any);  
h. Annex F, Non-Disclosure Agreement; and 
i. the Contractor's bid dated (insert date). 
 
7.11 Defence Contract 
 
SACC Manual clause A9006C (2012-07-16), Defence Contract 
 
7.12 Foreign Nationals 
 
SACC Manual clause A2000C (2006-06-16), Foreign Nationals (Canadian Contractor)   
 
7.13 Insurance 

 
SACC Manual clause G1005C (2008-05-12), Insurance 

 
7.14 SACC Manual Clauses 
 
A9062C (2011-05-16), Canadian Forces Site Regulations  
A9068C (2010-01-11), Government Site Regulations 
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ANNEX A 
 

STATEMENT OF WORK 
 
1.0 TITLE 
 
Research and Investigation Services for the Office of the Department of National Defence and Canadian 
Forces Ombudsman. 
 
2.0 OBJECTIVES 
 
The Office of the Department of National Defence (DND) and the Canadian Forces (CF) Ombudsman 
(the “Office”) in Ottawa, Ontario, requires Research and Investigation Services, on an “as and when 
requested” basis, in support of the Ombudsman’s mandate. 
 
The Contractor’s resources must: 
 
a. Conduct research to identify, clarify and/or further develop issues relevant to DND and the 

Canadian Armed Forces (CAF); and/or 
 

b. Assist in the planning and conduct of investigations. 
 
3.0 BACKGROUND 
 
The Office was created in 1998 by Order in Council to increase transparency in DND and the CAF, as 
well as to ensure the fair treatment of concerns raised by CAF members, departmental employees, and 
their families. 
 
The Ombudsman is impartial and independent of the military chain of command and senior civilian 
management, reporting directly to the Minister of National Defence. The Office itself derives its authority 
from Ministerial Directives and their accompanying Defence Administrative Orders and Directives. 
 
3.1 The mandate of the Ombudsman is to, on the Minister of National Defence’s behalf: 
 
a. Act as a neutral and objective sounding board, mediator, investigator and reporter on matters 

related to DND and the CAF; 
 

b. Act as a direct source of information, referral and education to assist individuals in accessing 
existing channels of assistance and redress within DND and the CAF; and 
 

c. Serve to contribute to substantial and long-lasting improvements in the welfare of employees and 
members of DND and the CAF. 

 
3.2 The Office will:  
 
a. Identify, review and suggest ways to resolve new and long-standing issues related to programs 

and services provided by or administered by DND and the CAF; 
 

b. Review and address complaint by complainants and their representatives related to programs 
and services provided by or administered by DND and the CAF; 
 

c. Review systemic matters related to DND and the CAF; 
 

d. Help complainants access programs and services by providing them with information and 
referrals; 
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e. Be an independent officer who reports directly to the Minister of National Defence; 
 

f. Make recommendations and help raise awareness of the needs and concerns of complainants; 
and 
 

g. Work to build complainant confidence that their views are important. 
 
3.3 The Office will not: 
 
a. Except in compelling circumstance, deal with a complaint if the complainant has not first availed 

himself or herself of existing mechanisms outlined in section 13(i) of Ministerial Directives;  
 
b. Per section 14 of Ministerial Directives, investigate any complaint or matter relating to: 

i. A military judge, court martial or summary trial; 
ii. The exercise of discretion in laying charges by the chain of command of the CF National 

Investigation Service or in preferring charges by the Director of Military Prosecutions; 
iii. Matters which are the exclusive jurisdiction of the Treasury Board as the employer and 

bargaining agent, under the Public Service Staff Relations Act; 
iv. The review of the foreign signals intelligence and information technology security 

activities of the Communications Security Establishment; 
v. Occurrences prior to June 15, 1998, unless the Minister considers that it is in the public 

interest; 
vi. Any legal advice to DND or the CF, employees of DND, members of the CF or the 

Crown, by a person acting as legal counsel in relation to any matters or any proceeding; 
vii. Professional conduct and professional standards under the jurisdiction of a Bar of a 

province; or 
viii. Military Police that is being dealt with under Part IV of the Act. 

 
c. Investigate any matter in which there may be an allegation of criminal activity per section 15 of 

Ministerial Directives; and 
 

d. Investigate any matter within the jurisdiction of other federal departments. 
 
3.4 Any member of Canada’s Defence community can approach the Office. This includes: 
 
a. Current and former members of the CF (Regular and Reserve Force); 
b. Current and former employees of DND; 
c. Current and former members of the Cadets; 
d. Current and former Non-Public Fund employees; 
e. Individuals applying to become a member of the CF; 
f. Immediate family members of any of the above-mentioned; and 
g. Individuals on exchange or secondment with the CF. 
 
4.0 DEFINITIONS AND APPLICABLE DOCUMENTS 
 
4.1 Definitions 
 
Acronym Definition 
CAF Canadian Armed Forces 
CF Canadian Forces 
Complainant(s) Members of Canada’s Defence community as defined in section 3.4 above 
DND Department of National Defence 
NCR National Capital Region 
Office  Office of the Department of National Defence and Canadian Forces Ombudsman 
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4.2 Applicable Documents 
 
The following documents including any amendments, form part of this Statement of Work to the extent 
specified herein and are supportive of the Statement of Work: 
 
a. Legislative and regulatory framework (e.g. National Defence Act (http://laws-

lois.justice.gc.ca/eng/acts/N-5/page-1.html), Queen’s Regulations and Orders 
(http://www.forces.gc.ca/en/about-policies-standards-queens-regulations-orders/index.page )); 
 

b. Mandate (http://www.ombudsman.forces.gc.ca/en/ombudsman-about-us/mission-mandate.page); 
 

c. Ministerial Directives (http://www.ombudsman.forces.gc.ca/en/ombudsman-about-us/ministerial-
directives.page); 
 

d. Policy framework (e.g. Defence Administrative Orders and Directives 
(http://www.ombudsman.forces.gc.ca/en/ombudsman-about-us/defence-admin-orders-
directives.page)); and  
 

e. Annual Reports on the activities of the Office of the Department of National Defence and 
Canadian Forces Ombudsman (http://www.ombudsman.forces.gc.ca/en/ombudsman-reports-
stats-reports/index.page). 

 
5.0 DESCRIPTION AND SCOPE OF WORK 
 
5.1  Levels of Intervention 
 
The Office has four levels of intervention: 
 
Level 1 Intake Confirm the facts as presented by the complainant; act as a direct 

source of information, referral and education; recommend 
assignment to other levels of intervention. 

Level 2 Complaint 
Analysis 

Conduct research and analysis; mediate between complainant and 
DND/CAF; resolve issues at the lowest level of intervention in a 
timely manner. 

Level 3 Investigations Conduct research and analysis; mediate, liaise and negotiate 
between complainant and DND/CAF; prepare findings and 
recommendations; assist in the identification of systemic issues.. 

Level 4 Systemic 
Investigations 

Conduct extensive research and analysis; involves complex process, 
policies, regulations and/or legislative systemic issues; mediate, 
liaise and negotiate between complainant and DND/CAF; prepare 
findings, recommendations and written reports. 

 
5.2  Scope of Work  
 
For any Task Authorization for Levels 3 and 4 above, the Contractor must also provide the following 
services: 
 
a. Stream 1 - Research Analysis Services  
 
Compare and analyse complaints, policies and procedures, conduct research to support the identification 
of systemic issues, and prepare analytical reports to assist in understanding the context, framework and 
development of issues relevant to DND and the CAF. 
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b. Stream 2 - Investigation Services  
 
Researching specific cases or topics and providing advice and/or assisting in the planning and conduct of 
fact-finding activities, determining fairness of process/policy, conducting interviews, managing case files 
and preparing preliminary and final reports.  
 
c. All Work must be done in accordance with the instructions issued by the Project Authority. 
 
6.0 TASKS 
 
6.1 Stream 1 - Research Analysis Services 
 
a. Review and analyze complaint documents, policies and procedures to identify all factual and 

systemic issues relevant to programs and services provided by or administered by DND and the 
CAF; 
 

b. Prepare a research plan for review and acceptance by the Project Authority. The plan shall 
identify the key information repositories and sources, their expected relevance to the requested 
item(s) of research, the expected time required to review the sources, and, where applicable, 
suggest additional or alternative sources or repositories that should be considered, along with the 
time required to review these additional sources; 
 

c. Prepare terms of reference for research related projects,; 
 

d. Identify relevant primary and secondary sources, and specific materials to be reviewed and 
analyzed for the purposes of the requested item(s) of research; 
 

e. Prepare analytical research reports and analysis of the facts based on collected documents, and 
any other criteria/methodologies required by the Project Authority; 
 

f. Prepare briefing materials on issues related to the requested item(s) of research for the Project 
Authority; 
 

g. Support the Office in the planning, management and quality assurance of research;  
 

h. Prepare regular status/progress reports on Work done to date, the progress and milestones of the 
Work; 
 

i. Be prepared to answer questions and suggest further sources and avenues for all research 
activities; and 
 

j. Perform other research analysis functions, as requested by the Project Authority. 
 
6.2 Stream 2 - Investigation Services 
 
a. Provide support and assistance in planning and conduct of investigations. As required, provide 

support to the Office in conduct of case management activities (e.g. conduct interviews, potential 
travel); 
 

b. Interpret applicable legislation (e.g. the National Defence Act), regulations, policies and 
directives; 
 

c. Meet with and interview complainant s, any witnesses related to a complaint, and DND and CAF 
officials up to the senior levels of involved programs/services; 
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d. Write investigation reports and other documents; 
 

e. Participate in case review and strategy meeting(s) with the Ombudsman Senior Management 
Committee; 
 

f. Research and analyze the allegation(s) and circumstances of the complaint(s); 
 

g. Gather, analyze and store the data, information and evidence, in accordance with the security 
requirements of the Contract; 
 

h. Collaborate and consult with the Office to discuss and review legal issue, to advise them of 
developments or events with respect to investigations, to share expertise and experience, and to 
collaborate as required; and 
 

i. Provide other related Investigation functions, as requested by the Project Authority. 
 

7.0 CONSTRAINTS 
 
a. The services delivery must be in accordance with all applicable Acts, Codes, Departmental and/or 

federal government regulations, policies and procedures; 
 

b. The Contractor must ensure the quality and completeness of all Work submitted to the Office in 
fulfillment of any Task Authorization;  

 
c. The Contractor must ensure the neutrality of all deliverables provided; 

 
d. The Contractor’s resource(s) providing the services will be independent of direct control by 

servants of Canada and are not in any respect employees or servants of Canada; 
 

e.  During the performance of the Contract, the Contractor or their resource(s) must not direct any 
departmental personnel or other government departments or other organizations or any 
personnel of any third parties with whom Canada has or intends to contract, to perform any 
action; and 
 

f. The Contractor must ensure that their resource(s) do not use Government of Canada or Office 
designations, logos or insignia on any business cards, cubicle/office signs or written/electronic 
correspondence that in any manner lead others to perceive Contractor’s resource(s) as being an 
employee of Canada. 

 
8.0 DEPARTMENTAL SUPPORT 
 
As required for the successful provision of Research and Investigation Services, the Office will provide 
the Contractor with the relevant case files and content material, as appropriate and as required, for the 
completion of Work specified under any Task Authorization. 
 
9.0 DELIVERABLES 
 
a. All written material must be provided in hard and/or soft copy as requested by the Project 

Authority and prepared in accordance with the instructions provided by the Project Authority. 
Unless otherwise specified, the soft copy must be provided in the current version of the Office’s 
approved desktop software; 
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b. In accordance with the activities defined in section “Description and Scope of Work” and the 
specific requirements of any Task Authorization, deliverables under any resulting Task 
Authorization may include, but are not limited to: 
i. Stream 1 - Research Analysis Services:  

• Research Plans, including sources and completion timelines; 
• Research and/or Analytical Reports on specified complaints, questions, topics or 

issues of interest to the Office; 
• Compilation of key documents as source material, bibliography and document 

collection for future use by the Office (this may include annotation and/or summary); 
and 

• Literature Review Summaries. 
  ii. Stream 2 - Investigation Services: 

• Investigation Plans, including the proposed methodology and scheduling of tasks 
and deliverables; 

• Interview Plans, Records of Contact, Analysis Reports, Briefing Documents; 
• Investigation Reports, including the findings, facts and results of the investigation, 

recommendations, what steps the Ombudsman has taken or may take to address 
these recommendations; and 

• Draft letters. 
 
c. Required deliverables, completion schedules, content and format will be specified by the Project 

Authority, as required, at the time of each Task Authorization issuance; and 
 
g. All deliverables must be provided in English. 
 
10.0 LANGUAGE OF WORK 
 
a. The Contractor and Contractor’s resources must provide services to the Office in English; and 
 
b. The Contractor and Contractor’s resources must provide services to complainants in both of 

Canada’s official languages, English and French.  The language of the Work will be identified in 
the Task Authorization. 

 
11.0 RESOURCES 
 
The Contractor must provide a Research Analyst and an Investigator.  The estimated level of effort per 
resource category is 125 hours per year. 
 
12.0 REPORTING REQUIREMENTS 
 
a. The Contractor must facilitate and maintain regular communication with the Project Authority 

regarding the progress of Work completed under any resulting Task Authorization. Specific 
Contractor reporting requirements will be further identified by the Project Authority, as required, 
within each Task Authorization; 
 

b. Upon request from the Project Authority, the Contractor must provide ad hoc written or oral status 
updates relating to any Work in progress under any Task Authorization; and 

 
c. In addition, the Contractor must immediately notify the Project Authority of any issues, problems, 

or areas of concern that could adversely affect the ability of the Contractor to complete the Work 
specified under any Task Authorization. 
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13.0 LOCATION OF WORK 
 
a. Unless otherwise stated in the Task Authorization, the Contractor’s Work must take place 

primarily at the Office located in the National Capital Region (NCR); 
 

b. The Office will provide sufficient office space, general purpose office furniture and EDP 
equipment/ services (CPU, keyboard, monitor and access to the divisional LAN subject to normal 
security requirements), for Contractor’s resources; 
 

c. Furthermore, the Office will provide, subject to normal security requirements, and only to the 
specified Contractor’s resource, access to identified databases or applications resident on the 
Office computers or networks for the sole purpose of executing the services associated with this 
Contract.  The Office, at its sole discretion, will identify the nature and characteristics of such 
access; 
 

d. All of the above provisions will, in all cases, be subject to the availability of suitable Office facilities 
in the NCR; 
 

e. Due to the uncertain future availability of office facilities in the NCR, the Contractor must be 
prepared to provide, at no additional cost to Canada, continuous flow of contracted service from 
their own offices or place of business and adequate work space and office equipment if, for any 
reason, suitable Office facilities become unavailable; and 
 

f.  After Contract award, Canada will not consider any requests to amend the Contract to allow the 
Contractor to recover any costs associated with a change in the location where the required 
services are provided. 

 
14.0 TRAVEL 
 
a. There may be a requirement for the Contractor’s resources to travel outside the NCR, the 

requirement for any travel and trip report (content and format) will be identified in the Task 
Authorization; 

 
b. All travel will require prior written approval from the Project Authority and must be in accordance 

with the National Joint Council Travel Directive; 
 
c. When and as required by a Project Authority, the Contractor’s resource must prepare a trip report 

and provide it to the Project Authority, for review and approval, no later than 10 working days after 
return from the trip in either hard or soft copy; and 

 
d. The Contractor and/or their resource must arrange and book the Contractor’s resource’s travel 

arrangements. 
 
15.0 MEETINGS 
 
a. The Project Authority may call a meeting at any time to resolve urgent matters, and/or resolve 

any issues or concerns. The time and location will be agreed upon between the Contractor and 
the Project Authority; 

 
b. In the event that meetings are required, the Contractor and/or the Contractor's resources must 

make all necessary preparations in order to actively participate in any meeting convened by the 
Project Authority; and 

 
c. The Contractor must maintain a history of all meetings as well as of all incremental changes to 

action items and submit it to the Project Authority by e-mail when requested. 
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ANNEX B 
 

BASIS OF PAYMENT 
 
1. The Contractor will be paid as specified below, for Work performed in accordance with the 

Contract. Customs duties are included and the applicable taxes are extra.   
 
1.1 The Contractor will be paid a firm all inclusive fixed hourly rate as follows: 
 

Resource Category 

Firm All Inclusive Fixed Hourly Rate 
Contract Period –  

Date of Contract for 3 years Option 
Period 1 

Option 
Period 2 Year 1 Year 2 Year 3 

Research Analyst $ $ $ $ $ 

Investigator $ $ $ $ $ 

 
2. Travel and Living Expenses 
 
a. Canada will not accept any travel and living expenses for: 

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

ii.  Any travel between the Contractor’s place of business or the proposed resource’s work 
location and the NCR required to satisfy the terms of the Contract; and 

iii.  Work performed within 100 km of the Contractor’s place of business or the proposed 
resource’s work location and the work location identified in the Task Authorization. 

 
These expenses are included in the firm all inclusive fixed hourly rates in section 1 above. 

 
b.  For Work to be performed outside the NCR and outside the 100 km radius: 

i. The Contractor will be reimbursed its authorized travel and living expenses reasonably 
and properly incurred in the performance of the Work, at cost, without any allowance for 
profit and/or administrative overhead, in accordance with the meal, private vehicle and 
incidental expenses provided in Appendices B, C and D of the National Joint Council 
Travel Directive (http://www.njc-cnm.gc.ca/directive/travel-voyage/index-eng.php) and 
with the other provisions of the directive referring to "travellers", rather than those 
referring to "employees"; and 

ii. The Contractor will be paid its authorized travel time, reasonably and properly incurred in 
the performance of the Work for travel at 50% of the firm all inclusive per diem rate, 
without any allowance for overhead or profit. Time for travel that is more or less than a 
day must be prorated to reflect actual time for travel in accordance with the following 
formula:   Hours of travel × 50% of the firm all inclusive fixed hourly rate. 

 
c.  Canada will not accept any travel and living expenses incurred by the Contractor as a 

consequence of any relocation of their personnel required to satisfy the terms of this Contract. 
 
d.  All travel must have the prior authorization of the P:roject Authority.  All payments are subject to 

government audit. 
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ANNEX C 
 

SECURITY REQUIREMENTS CHECK LIST 
 

See the attached form. 
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ANNEX D 
 

DND 626 TASK AUTHORIZATION FORM  
 

See the attached form. 
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ANNEX E 
 

SAMPLE MICROSOFT EXCEL SPREADSHEET 
FOR PERIODIC USAGE REPORTS - CONTRACTS WITH TAS 

 
See the attached form. 

 



Solicitation No. - N° de l'invitation Amd. No. - N° de la modif. Buyer ID - Id de l'acheteur 
W3802-150063/A  113zh 
 Client Ref. No. - N° de réf. du client File No. - N° du dossier CCC No./N° CCC - FMS No./N° VME 
OMB14063 113zh.W3802-150063  

 ______________________________________________________________________________ 

Page 37 of 37 
 

ANNEX F 
 

NON-DISCLOSURE AGREEMENT 
 

I, ___________________________________ , recognize that in the course of my work as an employee 

or subcontractor of ________________________________ , I may be given access to information by or 

on behalf of Canada in connection with the Work under Contract Serial No.  W3802-150063/001/ZH 

between Her Majesty the Queen in right of Canada represented by the Minister of Public Works and 

Government Services and the Office of the Department of National Defence and Canadian Forces 

Ombudsman, including any information that is confidential or proprietary to third parties, and information 

conceived, developed or produced by the Contractor as part of the Work. For the purposes of this 

agreement, information includes but not limited to: any documents, instructions, guidelines, data, material, 

advice or any other information whether received orally, in printed form, recorded electronically, or 

otherwise and whether or not labeled as proprietary or sensitive, that is disclosed to a person or that a 

person becomes aware of during the performance of the Contract. 

 
I agree that I will not reproduce, copy, use, divulge, release or disclose, in whole or in part, in whatever 

way or form any information described above to any person other than a person employed by Canada on 

a need to know basis. I undertake to safeguard the same and take all necessary and appropriate 

measures, including those set out in any written or oral instructions issued by Canada, to prevent the 

disclosure of or access to such information in contravention of this agreement. 

 
I also acknowledge that any information provided to the Contractor by or on behalf of Canada must be 

used solely for the purpose of the Contract and must remain the property of Canada or a third party, as 

the case may be. 

 
I agree that the obligation of this agreement will survive the completion of the Contract Serial No.:  

W3802-150063/001/ZH. 

 
 
_______________________________________ 
Signature    
 
 
 
________________________ 
Date 
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