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RETURN BIDS TO: 
 
RETOURNER LES  
SOUMISSIONS À:    

Office of the Secretary to the Governor 
General 
Bureau du secrétaire du gouverneur 
général 
OSGGContracts@gg.ca 
Attn: Corey Wilcox 
 
 
 

REQUEST FOR PROPOSAL 
DEMANDE DE PROPOSITION 
 

Proposal To: Office of the Secretary to the 
Governor General 
We hereby offer to sell to Canada, in accordance 
with the terms and conditions set out herein, 
referred to herein or attached hereto, the goods, 
services, and construction listed herein and on any 
attached sheets at the price(s) set out thereof. 

 
Proposition aux: Bureau du secrétaire du 
gouverneur général 
Nous offrons par la présente de vendre au Canada, 
aux conditions énoncées ou incluses par référence 
dans la présente et aux annexes  ci-jointes, les 
biens, services et construction énumérés ici sur 
toute feuille ci-annexées, au(x) prix indiqué(s).   

 
Instructions : See Herein  
Instructions: Voir aux présentes   
 
Issuing Office – Bureau de distribution 
 
Office of the Secretary to the Governor 
General 
Bureau du secrétaire du gouverneur général 
Materiel Management | Gestion du matériel 
1, promenande Sussex Drive 
Ottawa, Ontario K1A 0A1

 
Title – Sujet 

Telephone Operators (Attendants) 
Solicitation No. – N° de l’invitation 

OSGG-BSGG-15-1452 

Date 

October 15, 2015 

Solicitation Closes – L’invitation 
prend fin at – à      

2:00PM 

on – November 25, 2015 

Time Zone 
Fuseau horaire 
 

Eastern Daylight 
Time (EDT) 

F.O.B.  -  F.A.B. 
 
Plant-Usine:        Destination:      Other-Autre:  

Address Inquiries to: - Adresser toutes questions à : 
Corey Wilcox 

OSGGContracts@gg.ca    
Telephone No. – N° de téléphone : 
 

613-990-1379 
Destination – of Goods, Services, and Construction: 
Destination – des biens, services et construction : 

 
See Herein 
Delivery required - Livraison exigée 

 
See Herein 
Vendor/firm Name and address 
Raison sociale et adresse du fournisseur/de l’entrepreneur 
 
 
 
 
 
 
Facsimile No. – N° de télécopieur 
Telephone No. – N° de téléphone 

Name and title of person authorized to sign on behalf of 
Vendor/firm  
Nom et titre de la personne autorisée à signer au nom du 
fournisseur/de l’entrepreneur  
 
 
 
 
___________________________________________________ 
(type or print)/ (taper ou écrire en caractères d’imprimerie) 
 
 
 
 
_____________________________________     __________ 
Signature                                                               Date                           

             

mailto:OSGGContracts@gg.ca
mailto:OSGGContracts@gg.ca
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PART 1 - GENERAL INFORMATION 
 
1.1 Security Requirements 
 
1. At the date of bid closing, the following conditions must be met: 
 

(a) the Bidder must hold a valid organization security clearance as indicated in Part 
6 - Resulting Contract Clauses; 

 
(b) the Bidder's proposed individuals requiring access to classified or protected 

information, assets or sensitive work site(s) must meet the security requirements 
as indicated in Part 6 - Resulting Contract Clauses; 

 
(c) the Bidder must provide the name of all individuals who will require access to 

classified or protected information, assets or sensitive work sites; 
 
2. For additional information on security requirements, bidders should refer to the Industrial 

Security Program (ISP) of Public Works and Government Services Canada (http://ssi-
iss.tpsgc-pwgsc.gc.ca/index-eng.html) website. 

 
1.2 Statement of Work 
 
The Contractor must perform the Work in accordance with the Statement of Work at Annex "A". 
 
1.3 Office of the Procurement Ombudsman (OPO) 
 
The Office of the Procurement Ombudsman (OPO) was established by the Government of 
Canada to provide an independent avenue for suppliers to raise complaints regarding the award 
of contracts under $25,000 for goods and under $100,000 for services. You have the option of 
raising issues or concerns regarding the solicitation, or the award resulting from it, with the OPO 
by contacting them by telephone at 1-866-734-5169 or by email at opo-boa@opo-boa.gc.ca. 
You can also obtain more information on the OPO services available to you at their website at 
www.opo-boa.gc.ca 
 
1.4 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. 
 

http://ssi-iss.tpsgc-pwgsc.gc.ca/index-eng.html
http://ssi-iss.tpsgc-pwgsc.gc.ca/index-eng.html
mailto:opo-boa@opo-boa.gc.ca
http://www.opo-boa.gc.ca/
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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 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 (2015-07-03) Standard Instructions - Goods or Services - Competitive Requirements, 
are incorporated by reference into and form part of the bid solicitation. 
 
2.2 Submission of Bids 
 
Bids must be submitted only to Office of the Secretary to the Governor General by the date, 
time and place indicated on page 1 of the bid solicitation. 
 
2.3 Former Public Servant 

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

1. Definitions 

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

a. an individual; 

b. an individual who has incorporated; 

c. a partnership made of former public servants; or 

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

https://buyandsell.gc.ca/policy-and-guidelines/standard-acquisition-clauses-and-conditions-manual
https://buyandsell.gc.ca/policy-and-guidelines/standard-acquisition-clauses-and-conditions-manual/1/2003/active
http://laws-lois.justice.gc.ca/eng/acts/f-11/
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"lump sum payment period" means the period measured in weeks of salary, for which payment 
has been made to facilitate the transition to retirement or to other employment as a result of the 
implementation of various programs to reduce the size of the Public Service. The lump sum 
payment period does not include the period of severance pay, which is measured in a like 
manner. 

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

2. Former Public Servant in Receipt of a Pension 

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

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

a. name of former public servant; 

b. date of termination of employment or retirement from the Public Service. 

By providing this information, Bidders agree that the successful Bidder’s status, with respect to 
being a former public servant in receipt of a pension, will be reported on departmental websites 
as part of the published proactive disclosure reports in accordance with Contracting Policy 
Notice: 2012-2 and the Guidelines on the Proactive Disclosure of Contracts.  

3. Work Force Adjustment Directive 

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

If so, the Bidder must provide the following information: 

a. name of former public servant; 

b. conditions of the lump sum payment incentive; 

c. date of termination of employment; 

d. amount of lump sum payment; 

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

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

http://laws-lois.justice.gc.ca/eng/acts/P-36/FullText.html
http://laws-lois.justice.gc.ca/eng/acts/P-36/FullText.html
http://laws-lois.justice.gc.ca/eng/acts/S-24/page-2.html
http://laws-lois.justice.gc.ca/eng/acts/S-24/page-2.html
http://laws-lois.justice.gc.ca/eng/acts/C-17/page-1.html
http://laws.justice.gc.ca/eng/acts/D-1.3/
http://laws.justice.gc.ca/eng/acts/D-1.3/
http://laws.justice.gc.ca/eng/acts/R-10.6/
http://laws.justice.gc.ca/eng/acts/R-10.6/
http://laws-lois.justice.gc.ca/eng/acts/R-11/page-19.html
http://laws-lois.justice.gc.ca/eng/acts/M-5/index.html
http://laws-lois.justice.gc.ca/eng/acts/C-8/index.html
http://www.tbs-sct.gc.ca/pubs_pol/dcgpubs/ContPolNotices/2012/10-31-eng.asp
http://www.tbs-sct.gc.ca/pubs_pol/dcgpubs/ContPolNotices/2012/10-31-eng.asp
http://www.tbs-sct.gc.ca/pol/doc-eng.aspx?id=14676&section=text
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g. number and amount (professional fees) of other contracts subject to the restrictions of a 
work force adjustment program. 

For all contracts awarded during the lump sum payment period, the total amount of fees that 
may be paid to a FPS who received a lump sum payment is $5,000, including Applicable Taxes. 

2.4  Enquiries - Bid Solicitation 
 
All enquiries must be submitted in writing to the Contracting Authority no later than ten (10) 
calendar days before the bid closing date. Enquiries received after that time may not be 
answered. 
 
Bidders should reference as accurately as possible the numbered item of the bid solicitation to 
which the enquiry relates. Care should be taken by bidders to explain each question in sufficient 
detail in order to enable Canada to provide an accurate answer. Technical enquiries that are of 
a proprietary nature must be clearly marked "proprietary" at each relevant item. Items identified 
as "proprietary" will be treated as such except where Canada determines that the enquiry is not 
of a proprietary nature. Canada may edit the 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. 

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 Ontario. 
 
Bidders may, at their discretion, substitute the applicable laws of a Canadian province or 
territory of their choice without affecting the validity of their bid, by deleting the name of the 
Canadian province or territory specified and inserting the name of the Canadian province or 
territory of their choice. If no change is made, it acknowledges that the applicable laws specified 
are acceptable to the bidders. 
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PART 3 - BID PREPARATION INSTRUCTIONS 

3.1 Bid Preparation Instructions 

 

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

 
i. Section I: Technical Bid  (one (1) electronic copy)  

ii. Section II: Financial Bid  (one (1) electronic copy) 

iii. Section III: Certifications (one (1) electronic copy)  

 
Prices must appear in the financial bid only. No prices must be indicated in any other section of 
the bid. 
 
Canada requests that bidders follow the format instructions described below in the preparation 
of their bid: 
 
(a) use 8.5 x 11 inch (216 mm x 279 mm) paper; 
(b) use a numbering system that corresponds to the bid solicitation. 
 
In April 2006, Canada issued a policy directing federal departments and agencies to take the 
necessary steps to incorporate environmental considerations into the procurement process 
Policy on Green Procurement  (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 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 Bid 
In their technical bid, bidders should explain and demonstrate how they propose to meet the 
requirements and how they will carry out the Work. 
 
 
Section II: Financial Bid 
Bidders must submit their financial bid in accordance with the Basis of Payment. The total 
amount of Applicable Taxes must be shown separately. 
 
Section III: Certifications 
Bidders must submit the certifications required under Part 5. 
 
 
 

http://www.tpsgc-pwgsc.gc.ca/ecologisation-greening/achats-procurement/politique-policy-eng.html
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PART 4 - EVALUATION PROCEDURES AND BASIS OF SELECTION 

 
4.1 Evaluation Procedures 
 
(a) Bids will be assessed in accordance with the entire requirement of the bid solicitation 

including the technical and financial evaluation criteria. 
 
(b) An evaluation team composed of representatives of Canada will evaluate the bids. 
 
4.1.1 Technical Evaluation 
 

4.1.1.1 Mandatory Technical Criteria 
Item Mandatory Evaluation Criteria Met/ Not 

Met 

M1. The bidder must provide detailed descriptions of two (2) projects of one year 
minimum that clearly demonstrate that it has experience (within the last four 
years) in providing “Attendant Services”. Attendant Services is defined as: 
answering and transferring calls for senior executive officers (such as CEOs, 
Diplomats or Parliamentarians) and placing calls on behalf of senior executive 
officers, including setting up conference calls. 
 
The following information must be provided as a minimum: 

a.Name of the Client-organization; 
b.Brief description of the scope and objective of the project; 
c.Number of resources assigned to the project; 
d.Start and end dates of the project (from-to dates in month/year); 
e.Project value - total amount invoiced for the project; 
f.Description of the bidder’s involvement in the project (e.g. central/lead 

firm, advisory (facilitator) capacity, self-contained tasks (work in 
isolation on a task). 

Note: If all of the information specified from a to f above is not provided, 
the Bid will be determined to be non-responsive. 

 

M2. 

The Contractor must propose five (5) resources that have at least six (6) months 
experience during the past 18 months using the Meridian M5316 and M522 

 
 

M3. The Contractor must describe, in its proposal, its approach and plan for ensuring 
that the necessary qualified resources are available as per the required number 
of resources indicated in section 3.1 “Schedule of Attendants” in Annex A, 
“Statement of Work”. 

 

M4.  The proposed resources must be able to communicate effectively in both 
Canadian official languages.   

 

M5. 
The Bidder’s proposed resource must hold a valid security clearance at 
Reliability Status issued by the Canadian and International Industrial Security 
Directorate (CISD), Public Works and Government Services Canada (PWGSC) at 
time of bid closing and valid for the period of service. 
 
The Bidder must provide the following details in its bid: 

 Name of individual as it appears on security clearance application form; 

 Level of security clearance obtained; 
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 Validity period of security clearance obtained; and Security Screening 
Certificate and Briefing Form file. 

 
4.1.1.2 Point Rated Technical Criteria 

Point Rated Technical Criteria (R) – Minimum Pass Mark is 45 Points 

 Technical Rated Requirements Max. 
Pts 

Scoring 

R1 The bidder should provide a detailed 
description, for each of the five (5) 
proposed resources, 'of the years of 
experience working on projects where 
they provided Attendant Services  

Attendant Services is defined as: 
answering and transferring calls for senior 
executive officers (such as CEOs, 
Diplomats or Parliamentarians) and 
placing calls on behalf of senior executive 
officers, including setting up conference 
calls. 
 
If the bidder proposes more than 5 
resources, only the first 5 proposed 
resources will be evaluated.  

100 The experience of each of the 5 proposed 
resources will be scored as follows: 
1-3 years = 5 pts       
4-7 years = 15 pts    
8+ years = 20 pts      

Total: 100  

 
4.1.2 Financial Evaluation 

 

Only the proposals that are technically responsive will be considered for financial 
evaluation. 
 
The price of the bid will be evaluated in Canadian dollars, applicable taxes are 
excluded. 
 
For the purposes of bid evaluation, Annex B, Basis of Payment, will be used. The 
Bidder must provide all-inclusive fixed per diem rates for the Categories of Resources. 
 
For bid evaluation and contractor selection purposes only, the evaluated price of a bid 
will be determined in accordance with Annex B, Basis of Payment.  
 
The volumetric data included in the pricing schedule detailed in Annex B, Basis of 
Payment is provided for bid evaluated price determination purposes only.  They are not 
to be considered as a contract guarantee. 
 
4.2 Basis of Selection 
 

To be declared responsive, a bid must: 
 

a. comply with all the requirements of the bid solicitation; and 
b. meet all mandatory criteria; and 
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c.  obtain the required minimum of 45 points overall for the technical evaluation 
criteria which are subject to point rating. The rating is performed on a scale of 
100 points. 

 
Bids not meeting (a) or (b) or (c) will be declared non-responsive. 

 
The selection will be based on the highest responsive combined rating of technical merit and 
price. The ratio will be 60% for the technical merit and 40% for the price. 
 
To establish the technical merit score, the overall technical score for each responsive bid will be 
determined as follows: total number of points obtained / maximum number of points available 
multiplied by the ratio of 60%. 
 
To establish the pricing score, each responsive bid will be prorated against the lowest evaluated 
price and the ratio of 40%. 
For each responsive bid, the technical merit score and the pricing score will be added to 
determine its combined rating. 
 
Neither the responsive bid obtaining the highest technical score nor the one with the lowest 
evaluated price will necessarily be accepted. The responsive bid with the highest combined 
rating of technical merit and price will be recommended for award of a contract. 
 
The table below illustrates an example where all three bids are responsive and the selection of 
the contractor is determined by a 60/40 ratio of technical merit and price, respectively. The total 
available points equals 135 and the lowest evaluated price is $45,000 (45). 
 

Basis of Selection - Highest Combined Rating Technical Merit (60%) and Price (40%) 

 
Bidder 1 Bidder 2 Bidder 3 

Overall Technical Score 115/135 89/135 92/135 

Bid Evaluated Price $55,000.00 $50,000.00 $45,000.00 

Calculations 

Technical Merit 
Score 

115/135 x 60 = 
51.11 

89/135 x 60 = 
39.56 

92/135 x 60 = 
40.89 

Pricing Score 
45/55 x 40 = 

32.73 
45/50 x 40 = 

36.00 
45/45 x 40 = 

40.00 

Combined Rating 83.84 75.56 80.89 

Overall Rating 1st 3rd 2nd 
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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. 

5.1 Certifications Precedent to Contract Award 

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

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

 
5.1.2 Federal Contractors Program for Employment Equity - Bid Certification 
 

By submitting a bid, the Bidder certifies that the Bidder, and any of the Bidder's members 
if the Bidder is a Joint Venture, is not named on the Federal Contractors Program (FCP) 
for employment equity "FCP Limited Eligibility to Bid" list 
(http://www.labour.gc.ca/eng/standards_equity/eq/emp/fcp/list/inelig.shtml) available 
from Employment and Social Development Canada (ESDC) - Labour's website. 
 
Canada will have the right to declare a bid non-responsive if the Bidder, or any member 
of the Bidder if the Bidder is a Joint Venture, appears on the “FCP Limited Eligibility to 
Bid “ list at the time of contract award. 

 
 

https://buyandsell.gc.ca/policy-and-guidelines/standard-acquisition-clauses-and-conditions-manual/1/2003/active
http://www.labour.gc.ca/eng/standards_equity/eq/emp/fcp/list/inelig.shtml
http://www.labour.gc.ca/eng/standards_equity/eq/emp/fcp/index.shtml
http://www.labour.gc.ca/eng/standards_equity/eq/emp/fcp/list/inelig.shtml
http://www.labour.gc.ca/eng/standards_equity/eq/emp/fcp/list/inelig.shtml
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PART 6 - RESULTING CONTRACT CLAUSES  
 
The following clauses and conditions apply to and form part of any contract resulting from the 
bid solicitation. 
 
6.1 Security Requirements 
 
PWGSC FILE # Common PS SRCL #6  
 

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

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

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

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

5. 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).  

 
6.2 Statement of Work  

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

6.3 Standard Clauses and Conditions 

 
All clauses and conditions identified in the Contract by number, date and title are set out in the 
Standard Acquisition Clauses and Conditions Manual (https://buyandsell.gc.ca/policy-and-
guidelines/standard-acquisition-clauses-and-conditions-manual) issued by Public Works and 
Government Services Canada. 
 
6.3.1 General Conditions 
 
2010B (2015-09-03), General Conditions - Professional Services (Medium Complexity) apply to 
and form part of the Contract. 
 
6.4 Term of Contract 
6.4.1 Period of the Contract 
 
The Work is to be performed during the period of December 1, 2015 to March 31, 2016. 
 
 
 

https://buyandsell.gc.ca/policy-and-guidelines/standard-acquisition-clauses-and-conditions-manual
https://buyandsell.gc.ca/policy-and-guidelines/standard-acquisition-clauses-and-conditions-manual/3/2010B/active
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6.4.2 Option to Extend the Contract 
 
The Contractor grants to Canada the irrevocable option to extend the term of the Contract by up 
to three (3) additional one (1) 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 thirty (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. 
 
6.5 Authorities 
6.5.1 Contracting Authority 
 
The Contracting Authority for the Contract is: 
 
Name: Corey Wilcox 
Title: Contracting Officer 
Office of the Secretary to the Governor General 
Address: 1 Sussex Drive, Ottawa, Ontario, K1A 0A1 
 
Telephone: 613-990-1379 
Facsimile: 613-990-8595 
E-mail address: corey.wilcox@gg.ca 
 
The Contracting Authority is responsible for the management of the Contract and any changes 
to the Contract must be authorized in writing by the Contracting Authority. The Contractor must 
not perform work in excess of or outside the scope of the Contract based on verbal or written 
requests or instructions from anybody other than the Contracting Authority. 
 
6.5.2 Project Authority 
 
The Project Authority for the Contract is: (to be identified at contract award) 
 
Name: _________ 
Title: _________ 
Organization: __________ 
Address: __________ 
 
Telephone :  ___ ___ _______ 
Facsimile:  ___ ___ _______ 
E-mail address: ___________ 
 
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. 
 

mailto:corey.wilcox@gg.ca
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6.5.3 Contractor's Representative 
 
The Contractor’s Representative for the Contract is:  
 
Name: _________ 
Title: _________ 
Organization: __________ 
Address: __________ 
 
Telephone :  ___ ___ _______ 
Facsimile:  ___ ___ _______ 
E-mail address: ___________ 
 
6.6 Proactive Disclosure of Contracts with Former Public Servants 
 
By providing information on its status, with respect to being a former public servant in receipt of 
a Public Service Superannuation Act (PSSA) pension, the Contractor has agreed that this 
information will be reported on departmental websites as part of the published proactive 
disclosure reports, in accordance with Contracting Policy Notice: 2012-2 of the Treasury Board 
Secretariat of Canada. 

6.7 Payment 

6.7.1 Basis of Payment – Firm Hourly Rates 
 
The Contractor will be paid firm hourly rates as follows, for work performed in accordance with 
the Contract. Customs duties are included and Applicable Taxes are extra. 
 
See Annex “B” Basis of Payment for Pricing Tables 
 
6.7.2 Monthly Payment 
 
Canada will pay the Contractor on a monthly basis for work performed during the month 
covered by the invoice in accordance with the payment provisions of the Contract if: 

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

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

 
6.8 Invoicing Instructions 
 

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

 
2. Invoices must be distributed as follows:  

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

 
6.9 Certifications 
6.9.1 Compliance 
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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. 
 
6.10 Applicable Laws 
 
The Contract must be interpreted and governed, and the relations between the parties 
determined, by the laws in force in _____________. (Insert the name of the province or territory 
as specified by the Bidder in its bid, if applicable)  
 
6.11 Priority of Documents 
 
If there is a discrepancy between the wording of any documents that appear on the list, the 
wording of the document that first appears on the list has priority over the wording of any 
document that subsequently appears on the list.  
 
(a) the Articles of Agreement; 
(b) the general conditions 2010B (2015-09-03) Professional Services (Medium Complexity); 
(c) Annex A, Statement of Work; 
(d) Annex B, Basis of Payment 
(e) Annex C, Security Requirements Check List; 
(f) the Contractor's bid dated _______ (insert date of bid) (If the bid was clarified or 

amended, insert at the time of contract award: “, as clarified on _______” or “, as 
amended on_________” and insert date(s) of clarification(s) or amendment(s)) 
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ANNEX "A"  
 
STATEMENT OF WORK 
 
1.0 BACKGROUND 
 
1.1 The Office of the Secretary to the Governor General (OSGG) is charged with the responsibility of 

providing Attendant Services for the operation of the consoles associated with a Meridian set 
M5316 + an add-on M522 that serves the OSGG. 

 
1.2 Attendants are responsible for answering and completing a variety of incoming calls addressed 

primarily to the Governor General’s Office. They also manage all calls from Rideau Hall and 
sometime at La Citadelle. 

 
2.0 OBJECTIVE 
 
2.1 The provision of telephone operators services for the Office of the Secretary to the Governor 

General. All calls are to be answered in both official languages in a courteous and professional 
manner.       

 
2.2  Service objective: The Contractor must ensure that the Attendants provide the highest standard 

of service to the public and system users, especially when the Governor General is involved, by 
maintaining at all times their undivided attention and alertness. The Contractor must ensure that 
the Attendants maintain a courteous and helpful tone of voice and respond to unusual conditions 
with tactful questioning, patience and good judgement. For service objectives, please refer to the 
Switchboard Operator’s Guide. 

 
3.0 SCOPE OF WORK 
 
3.1 The OSGG telephone system has an installed capacity of one (1) position of Attendant console. 

Three (3) positions are operated under shift work schedule. 
 
3.2 The contractor, in consultation with OSGG, must provide Attendants as per established operating 

hours (see section 3.1 Schedule of Attendants below) to operate efficiently the Attendant 
equipment provided by OSGG at the location of Rideau Hall. 

 
3.3 Schedule of Attendants: The system is operated 55 hours per week, Monday to Friday, 52 weeks 

per year. The Contractor must provide Attendants (minimum five (5)) to the shift work console 
attendant schedule as follows: 

 

Week/Shift 
Shift 

Duration 
Monday Tuesday Wednesday Thursday Friday Total 

08:00 am – 11:45 am 3.75 hours 1 position 1 position 1 position 1 position  1 position 18.75 

11:45 am – 03:30 pm  3.75 hours 1 position  1 position 1 position  1 position  1 position 18.75 

03:30 pm – 07:00 pm 3.5 hours  1 position  1 position 1 position  1 position  1 position 17.50 

 Total Hours 55.00 

 
3.4  Special events and Holidays: Official Events at La Citadelle in Quebec (including weekends), 

special events, royal visits, state visits, holidays, etc. may necessitate adjustments to the staffing 
of the consoles. The Contractor must adjust the quantity of Attendants to accommodate OSGG’s 
required adjustments to staffing levels. As much advance notice as possible will be given to the 
contractor, but these changes can occur very rapidly with very short notice. OSGG will try to 
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provide no less than four (4) hours notice. The designated holidays are as follows: New Year’s 
Day, Good Friday, Easter Monday, Sovereign’s Birthday (a day fixed by the proclamation of the 
Governor in Council), Dominion Day (Canada Day), Labour Day, Thanksgiving Day (a day fixed 
by the proclamation of the Governor in Council), Remembrance Day, Christmas Day, Boxing Day, 
Provincial Holiday (a day celebrated by the province ex: August Bank Holiday), National Holiday 
(a day proclaimed by an act of Parliament as a National Holiday). 

 
3.5 No premium will be paid for weekend and statutory holidays.  Schedule of Attendants will be 

arranged between Contractor and OSGG for each of the designated holidays. 
 
4.0 DELIVERABLES 
 
4.1 The Contractor must provide telephone Attendants as per section 3.0 Scope of Work. 
  
5.0 TRAVEL  
 
5.1 No travel outside of NCR is expected.   
 
6.0 PLACE OF WORK/DEPARTMENTAL SUPPORT 
 
6.1 The work will be performed from Rideau Hall, 1 Sussex Drive, Ottawa Ontario K1A 0A1 
 
7.0 LANGUAGE REQUIREMENTS 
 
7.1 The Contractor must be able to provide Attendants that must be able to communicate effectively 

both orally and in writing in English and French. 
 
8.0 INFORMATION SESSION 
 
8.1 Upon contract award an information session will be scheduled with the winning bidder and their 

proposed Resources.  The information session is to assess the proposed Resource’s experience 
in providing services at the standard identified in the Statement of Work. This information session 
will be at the bidder’s own cost. 

 
9.0 RESPONSIBILITIES 
 
9.1 Attendants are responsible for completing administration tasks such as timesheets, schedules 

during normal working hours from Monday to Friday and they need to inform the contractor.  
 
9.2 The Contractor must ensure that only the qualified and trained Attendants supplied by the 

contractor will operate the Attendant equipment.  
 
9.3 Attendant Services: The contractor must provide the following Attendant Services in both official 

languages of Canada (English and French) as detailed below for OSGG call types: 
 

a) Main Listed Number (993-8200 – 1-800-465-6890): The Attendants must answer and 
complete a variety of incoming calls addressed primarily to the Governor General’s 
Office. 

 
b) Attendant Assisted Calls: The Attendants must originate calls for very senior staff on 

either a local or long distance basis. These requests may require the placing of a number 
of calls in order to contact the required party.  

 
c) Internally Originated Calls (0 Operator): The Attendants must answer and respond to 

OSGG’s telephone users’ requests for internal telephone numbers, long distance calling 
information and other such calls of an administrative nature.  
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9.4 The Contractor must ensure that all attendants monitor the operator mailbox (operator@gg.ca) in 

order to: 

 be accurately and appropriately informed of necessary information;  

 be informed of all routing changes that must be adhere to; 

 print obtain copies of the  updated phone lists with the interim changes;  and 

 have the necessary information for maintaining tan active student list along with the 
appropriate supervisor to be contacted in case of emergency.   

 
10.0  The OSGG will provide the following support to the Contractor: 
 
10.1 Unusual Calls: The OSGG will designate specific staff members or locations to whom difficult or 

unusual calls may be directed by the Attendants.  
 
10.2 Attendant Directory Reference: The OSGG maintains an electronic directory. Attendants may 

access this directory through the personal computer (via share drive: “P” or binder on desktop). 
The database contains the telephone numbers of all OSGG personnel.  

 
10.3  Attendant Supporting Documentation: Printed material will be provided to the Attendants to 

supplement the database for special events, travel itineraries and other special information. 
 
11.0 OPERATING PRACTICES 
 
11.1 The OSGG will provide briefings on internal business methods and operation.    
 
11.2 The general operating environment relative to lighting, heating, air, noise, etc. meets industry 

standards. 
 
12.0 ATTENDANT EQUIPMENT 
 
12.1 The OSGG will provide the Attendant consoles which are the standard M5316 Northern Telecom 

type system consoles with an add-on M522. 
 
12.2 The OSGG will provide all standard office desks, chairs and furniture.  
 
12.3 The OSGG telephone system has an installed capacity of one (1) position of Attendant console.  
 
12.4 Three (3) positions are operated under shift work schedule. Each console will be provided with: 
 

a) A computer for access to the automated directory and information database;  
b) An emergency transfer arrangement for the main line 993-8200 of the OSGG will be 

provided in case the operating room must be evacuated. In the event of such an 
emergency, the Contractor must continue to provide Attendant Services from an alternate 
site to continue seamless operations. The alternate site will be provided by the OSGG;  

c) An independent business telephone line will be provided for the reporting of emergencies 
if the consoles or the system fails. 

 
12.5 The Contractor is responsible to provide sufficient supplies for operators to work effectively and 

provide any specialty equipment required by the attendants. 
 
13.0 LOCATION OF SERVICE 
 
13.1 The Attendant console is housed at 1 Sussex Drive, Ottawa.   

mailto:operator@gg.ca
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ANNEX "B"  
 
BASIS OF PAYMENT 
 
The Contractor will be paid in accordance with the following Basis of Payment for Work performed 
pursuant to the Contract and each Task Authorization, if applicable. 
 
All deliverables are F.O.B. Destination, and Canadian Customs Duty included, and GST/HST extra, 
where applicable. 
 
Definition of a Day/Proration:  A day is defined as 7.5 hours exclusive of meal breaks.  Payment will be for 
days actually worked with no provision for annual leave, statutory holidays and sick leave.  Time worked 
("Days_worked", in the formula below) which is less than a day will be prorated to reflect actual time 
worked in accordance with the following formula: 
 

dayperhours

WorkedHours
workedDays

___5.7

_
_ 

 
 

OVERTIME WORK 
All proposed personnel must be available to work outside normal office hours during the duration of the 
Contract. No overtime charges will be authorized under this Contract.   
 
A – Contract Period (From December 1, 2015 to March 31, 2015) 
 
During the period of the Contract, for Work performed in accordance with the Contract, the Contractor will 
be paid as specified below. 
  
1. Professional Fees 
 
1.1 The Contractor will be paid all-inclusive hourly rates as follows:  
 

Item 
No. 

 
DESCRIPTION 

 

All-Inclusive 
hourlyrate 
(in Cdn $) 

1 Attendant $ 

 
B – Option to Extend the Term of the Contract 
 
This section is only applicable if the option to extend the Contract is exercised by Canada.   
 
During the extended period of the Contract specified below, the Contractor will be paid as specified below 
to perform all the Work in relation to the Contract extension. 
 
Option Periods  

Item 
No. 

 
DESCRIPTION 

 

All-Inclusive hourly rate  
 (in Cdn $) 

Option Period 1 (April 1, 
2016 to March 31, 2017) 

Option Period 2 (April 1, 
2017 to March 31, 2018) 

Option Period 3 (April 1, 
2018 to March 31, 2019) 

1 Attendant  $ $ $ 
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ANNEX "C" 
 
SECURITY REQUIREMENTS CHECK LIST 
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