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RETURN BIDS TO: 
 

RETOURNER LES  
SOUMISSIONS À:    

 
Natural Sciences and Engineering Research 
Council of Canada (NSERC)/Social Sciences 
and Humanities Research Council of Canada 
(SSHRC) 
Mailroom, 16

th
 Floor 

350 Albert Street 
Ottawa, ON, K1A 1H5 

 

REQUEST FOR PROPOSAL 
 
DEMANDE POUR PROPOSITION 
EN MATIÈRE 
D’APPROVISIONNEMENT 
 

Proposal To: NSERC/SSHRC 
 
We hereby offer to sell to Her Majesty the Queen in 
right of 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: CRSNG/CRSH 
 
Nous offrons par la présente de vendre à  Sa Majesté 
la Reine du chef du Canada, aux conditions énoncées           Instructions : See Herein 
ou incluses par référence dans la présente et aux  
annexes  ci-jointes, les biens, services et construction           Instructions: Voir aux présentes 
énumérés ici sur toute feuille ci-annexées, au(x) prix 
indiqué(s)  

 

Comments - Commentaires      

 

This document contains a Security 
Requirement 
Cette document comprend des dispositions 
en matière de sécurité 
 
Vendor/Firm Name and address 
Raison sociale et adresse du 
fournisseur/de l’entrepreneur 
 
 
 
Issuing Office – Bureau de distribution 
Procurement, Contracting and Material Management 
Natural Sciences and Engineering Research Council 
of Canada 
350 Albert Street, 16

th
 Floor 

Ottawa, ON, K1A 1H5 

 

Title – Sujet 

Travel Management Services 
Solicitation No. – N° de l’invitation 

N15- 
Date 

2015-10-16 
Client Reference No. – N° référence du client 

N15-TBA Travel 
GETS Reference No. – N° de reference de SEAG 
 

File No. – N° de dossier: 

N15-TBA Travel 

Solicitation Closes – L’invitation prend fin 
at – à     02:00 PM 
on – le   2016-03-14 

Time Zone 
Fuseau horaire 
Daylight Savings 
Time   EST  

F.O.B.  -  F.A.B. 

Plant-Usine:        Destination:      Other-Autre:  
Address Inquiries to : - Adresser toutes questions à: 

tenders@nserc-crsng.gc.ca  
Buyer Id – Id de l’acheteur 

Maureen Dubé 

Telephone No. – N° de téléphone : 613-947-3737 

 
Destination – of Goods, Services, and Construction: 
Destination – des biens, services et construction : 

 
Natural Sciences and Engineering Research Council of Canada (NSERC) 
Social Sciences and Humanities Research Council of Canada (SSHRC) 
350 Albert Street, Ottawa, ON, K1A 1H5 

  

Delivery required - Livraison exigée 

See Herein 
Delivered Offered – Livraison proposée 

Vendor/firm Name and address 
Raison sociale et adresse du fournisseur/de l’entrepreneur 
 
 
 
 
 
Telephone No. – N° de téléphone 
Name and title of person authorized to sign on behalf of Vendor/firm  
(type or print) 
Nom et titre de la personne autorisée à signer au nom du fournisseur/de 
l’entrepreneur (taper ou écrire en caractères d’imprimerie) 
 
 
 
Signature                                                                                   Date                           
 

             

mailto:tenders@nserc-crsng.gc.ca
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PART 1 - GENERAL INFORMATION 
 
1.1 Security Requirements 

 
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 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; 
 

(d) the Bidder’s proposed location of work performance and document safeguarding must 
meet the security requirements as indicated in Part 6 - Resulting Contract Clauses; 

 
(e) the Bidder must provide the address(es) of proposed sites(s) or premises of work 

performance and document safeguarding as indicated in Part 3 - Section IV Additional 
Information. 

 
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. 

 
3. 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 Work to be performed is detailed under Annex “A” of the resulting contract clauses 
 
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. 
 
1.4 Trade Agreements 
 
"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)." 
 
 
 
 
 
 

http://ssi-iss.tpsgc-pwgsc.gc.ca/index-eng.html
http://ssi-iss.tpsgc-pwgsc.gc.ca/index-eng.html
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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. 
 
 
“Subsection 3 of Section 01 Integrity Provisions - Bid of the Standard Instructions (2003) incorporated by 
reference above is deleted in its entirety and replaced with the following: 
 
3. List of Names 

 
a. Bidders who are incorporated or who are a sole proprietorship, including those bidding as a 

joint venture, have already provided a list of names of all individuals who are directors of the 
Bidder, or the name of the owner(s), at the time of submitting an arrangement under the 
Request for Proposal (RFP).  

 
b. These Bidders must immediately inform Canada in writing of any changes affecting the list of 

directors during this procurement process. 
 
Subsection 5.4 of 2003, Standard Instructions - Goods or Services - Competitive Requirements, is 
amended as follows:  
 
Delete: 60 days 
Insert: 120 days 
 
2.2 Submission of Bids 
 
Bids must be submitted only to Natural Sciences and Engineering Research Council of Canada (NSERC) 
and Social Sciences and Humanities Research Council of Canada (SSHRC)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 facsimile to PWGSC will not be accepted. 
 
 
2.2.1 Improvement of Requirement During Solicitation Period 
 
Should bidders consider that the specifications or Statement of Work contained in the bid solicitation 
could be improved technically or technologically, bidders are invited to make suggestions, in writing, to 
the Contracting Authority named in the bid solicitation. Bidders must clearly outline the suggested 
improvement as well as the reason for the suggestion. Suggestions that do not restrict the level of 
competition nor favor a particular bidder will be given consideration provided they are submitted to the 
Contracting Authority at least 10 days before the bid closing date. Canada will have the right to accept or 
reject any or all suggestions. 
 
 

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
https://buyandsell.gc.ca/policy-and-guidelines/standard-acquisition-clauses-and-conditions-manual/1/2003/active
https://buyandsell.gc.ca/policy-and-guidelines/standard-acquisition-clauses-and-conditions-manual/1/2003/active
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2.3 Former Public Servant 

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

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.  

"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. 

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 

http://laws-lois.justice.gc.ca/eng/acts/f-11/
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-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
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the published proactive disclosure reports in accordance with Contracting Policy Notice: 2012-2 and 
the Guidelines on the Proactive Disclosure of Contracts.  

Work Force Adjustment Directive 

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

If so, the Bidder must provide the following information: 

a. name of former public servant;  

b. conditions of the lump sum payment incentive;  

c. date of termination of employment;  

d. amount of lump sum payment;  

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

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

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 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. 
 

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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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 (4 hard copies) and 1 soft copy on USB. 
 
Section II: Financial Bid (1 hard copies) and 1 soft copy on USB. 
 
Section III: Certifications (1 hard copies) and 1 soft copy on USB. 
 
If there is a discrepancy between the wording of the soft copy and the hard copy, the wording of the hard 
copy will have priority over the wording of the soft copy. 
 
Prices must appear in the financial bid only. No prices must be indicated in any other section of the bid. 
 
Canada requests that Bidders follow the format instructions described below in the preparation of their 
bid: 
 
(a) use 8.5 x 11 inch (216 mm x 279 mm) paper; 
(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. 
 
 
3.1.2 SACC Manual Clauses 
 
Section III: Certifications 
Bidders must submit the certifications required under Part 5. 
 
3.1.3 Bidder’s Proposed Site(s) or Premises Requiring Safeguarding Measures 
 

http://www.tpsgc-pwgsc.gc.ca/ecologisation-greening/achats-procurement/politique-policy-eng.html
http://www.tpsgc-pwgsc.gc.ca/ecologisation-greening/achats-procurement/politique-policy-eng.html
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3.1.3.1 As indicated in Part 1 under Security Requirements, the Bidder must provide the full 
address(es) of  the Bidder’s and proposed individual(s) site(s) or premises for which 
safeguarding measures are required for Work Performance: 

 
Street Number / Street Name, Unit / Suite / Apartment Number  
City, Province, Territory / State 
Postal Code / Zip Code 
Country 
 

3.1.3.2 The Company Security Officer (CSO) must ensure through the Industrial Security Program (ISP) 
that the Contractor and individuals hold a valid security clearance at the required level, as 
indicated in Part 1, clause 1.1, Security Requirements. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 
 
 

http://ssi-iss.tpsgc-pwgsc.gc.ca/index-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 
 

MANDATORY CRITERIA  
 

COMPLIANCE 
 
YES          NO 

Cross Ref.  
(where applicable)  

M1. Experience 
 
 Bidders must demonstrate that they have at least, five 
(5) years of experience within the last eight (8) years, 
providing services similar to the work requested in this 
RFP. The bidder must provide a description of the work 
conducted during this period. Similar is defined as 
having number of transactions similar to the amount 
indicated by the Agencies in the RFP.  
 

   

M2. References 
 
Bidders must provide at least three (3) letters of 
reference from recent or actual companies or clients 
with whom similar type of work was performed in both 
official languages within the last two (2) years.  
The Agencies reserve the right to communicate with all 
the references provided in this response to our proposal 
in order to obtain additional information on the services 
provided. The Agencies cannot be used as a reference.  
 
References must include company name, contact 
name, contact telephone number and a brief history. 
Failure to provide all the references and pertinent 
details will result in disqualification. Reference 
checks will be conducted by e-mail or by telephone. 
Bidders will not be awarded points unless the 
response is received within five working days. If a 
response has not been received by the third 
working day following the Agencies initial e-mail or 
voicemail, an e-mail notification will be sent to the 
Bidder to allow the Bidder to contact its references 
directly to ensure responsiveness prior to the 
deadline if the reference is unable to verify or 
validate the information stated in the proposal, the 
bid will be deemed non-compliant.  
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M3. Qualifications 
  
The Bidder will provide resumes for the Account 
Manager that the Bidder proposes to use on the project. 
The resume will clearly demonstrate the individual’s 
qualifications and experience in work that is similar to 
the work requested in this RFP.  
The bidder agrees that if during the contract period, any 
of these persons is replaced by your company, that 
each replacement will have at least equal competence 
and bilingual capability as the person who is replaced.  
 

M4. Bidder’s Background  
 
In order to evaluate the Bidder’s stability and ability to 
support the commitments set forth in its proposal, the 
following information is requested:  
An outline of the Bidder’s background including:  
 

 The length of time the Bidder has been in 
business.  

 A corporate organization chart and number of in 
house staff employed by the Bidder in areas 
relevant to this RFP.  

 A description of the Bidder’s ability to undertake 
the project in both official languages.  

 Total airline tickets sales volume by your 
company for 2013 and 2014 for both domestic 
and international travel.  

 List of the three top volume airlines in sales by 
your company for 2013 and 2014, for domestic 
and international travel.  
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4.1.1.2 Point Rated Technical Criteria 

Rated Criteria   Points                                                 

R1. Qualifications: 
 

 Description of the firm (3pts) 

 Qualification of Personnel (Account Manager) (3pts) 

 References (4 pts) 
 

 
 
Up to 10 pts.  

R2. Experience:  
 
Years of experience providing travel management for which annual airline sales 
were a minimum of $2 million and for which travel is primarily domestic.  

Max points  
Up to 1 year= 1  
1+ to 3 years= 3  
3+ years =5  

R3.  Response to Statement of Work:  
  
On their proposal the bidder should describe its approach to each of the 
services described in the Statement of Work. The following should be included 
in the description: 
 

 Staffing 

 Services to NSERC – SSHRC 
 Bilingual Travel Agency Team 
 Dedicated Account Manager 
 Policy compliance 
 Low fare search parameters 
 Low fare Guarantee 

 
 
 
 
 
 
 
 
 
 
10 

R4. Quality assurance  
 
Provide details on quality assurance processes for service level agreements 
currently in place with existing clients, including any existing method of 
measurement for the following:  

 Response time for telephone and/or email reservation requests  

 Bilingual service 24/7.  

 Customer service complaints /inquiries.  

 Complete reservation accuracy.  

 Information to aid in trip planning.  

 Ability to change reservations and itineraries.  

 Ability to cancel reservations.  

 Identification of low cost air fare.  

 Accuracy of billing  

 Any other relevant quality assurance process.  
 

 
 
20 

R5. Airline booking  
 

a) Describe your agency’s ability to provide low fare offerings. 
b) Describe your agency’s ability to handle emergency bookings. 
c) Provide details on procedures for managing returned tickets and for 

processing related credits.  
d) Describe any on line reservations software available which may 

automate the process for Agency staff making reservations and 
reducing the congestion of phone reservations.  

 
 
 
 

 
 
20 
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R6. Domestic and International Hotel Bookings  
 
Describe your agency’s ability to provide information to travelers relative to 
lodging availability, costs and making reservations if requested.  
 
Does your agency have preferred hotel rates and/or have a preferred rate hotel 
program available? If so, specify the countries and most frequently booked 
lodging chains or hotels with which you have contracted preferential rates in the 
United States and Canada.  
 

 
 
 
10 

R7. Traveler Profile  
 
Outline your plan to obtain, maintain and update traveler profile information on 
each person travelling on behalf of the Agencies, including seat and other 
preferences, frequent flyer numbers, etc., and how you will consult these files 
prior to each booking.  
Please describe your confidentiality and privacy policies.  

 
 
10 

                                                                                                                        
                                                                                                                       
Total:  

 
               /85 
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4.1.2 Financial Evaluation 
 
SACC Manual Clause A0220T (2014-06-26), Evaluation of Price 

 
4.2 Basis of Selection 

1.  To be declared responsive, a bid must:  
a. comply with all the requirements of the bid solicitation; and  
b. meet all mandatory criteria; and  
c. obtain the required minimum of 59.5 points overall for the technical evaluation criteria 

which are subject to point rating.  
The rating is performed on a scale of 85 points.  

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

3. 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.  

4. 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%.   

5. To establish the pricing score, each responsive bid will be prorated against the lowest evaluated 
price and the ratio of 40%. 

6. For each responsive bid, the technical merit score and the pricing score will be added to 
determine its combined rating.  

7. 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). 

 
 

http://buyandsell.gc.ca/policy-and-guidelines/standard-acquisition-clauses-and-conditions-manual/5/A/A0220T/active
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PART 5 – CERTIFICATIONS AND ADDITIONAL INFORMATION 
 
Bidders must provide the required certifications and additional 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 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 will render the bid non-responsive or constitute a default under the Contract. 
 

5.1 Certifications Required with the Bid 

 
Bidders must submit the following duly completed certifications as part of their bid. 
 
5.1.1 Declaration of Convicted Offences  
 

As applicable, pursuant to subsection Declaration of Convicted Offences of section 01 of the 
Standard Instructions, the Bidder must provide with its bid, a completed Declaration Form 
(http://www.tpsgc-pwgsc.gc.ca/ci-if/formulaire-form-eng.html), to be given further consideration in 
the procurement process. 

 

5.2 Certifications Precedent to Contract Award and Additional Information 

 
The certifications and additional information listed below should be submitted with the bid, but may be 
submitted afterwards. If any of these required certifications or additional information 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 provide the certifications or the additional information listed below 
within the time frame provided will render the bid non-responsive. 
 
5.2.1 Integrity Provisions – List of Names 
 

Bidders who are incorporated, including those bidding as a joint venture, must provide a complete 
list of names of all individuals who are currently directors of the Bidder. 
 
Bidders bidding as sole proprietorship, as well as those bidding as a joint venture, must provide 
the name of the owner(s). 
 
Bidders bidding as societies, firms or partnerships do not need to provide lists of names. 
 

 
5.2.2 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. 
 

http://www.tpsgc-pwgsc.gc.ca/ci-if/formulaire-form-eng.html
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
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Canada will have the right to declare a bid non-responsive if the Bidder, or any member of the 
Bidder if the Bidder is a Joint Venture, appears on the “FCP Limited Eligibility to Bid “ list at the 
time of contract award. 

 
Canada will also have the right to terminate the Contract for default if a Contractor, or any 
member of the Contractor if the Contractor is a Joint Venture, appears on the “FCP Limited 
Eligibility to Bid” list during the period of the Contract. 
 
The Bidder must provide the Contracting Authority with a completed annex Federal Contractors 
Program for Employment Equity - Certification, before contract award. If the Bidder is a Joint 
Venture, the Bidder must provide the Contracting Authority with a completed annex Federal 
Contractors Program for Employment Equity - Certification, for each member of the Joint Venture. 

 
 
5.2.3.2 Status and Availability of Resources 

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

If the Bidder has proposed any individual who is not an employee of the Bidder, the Bidder certifies 
that it has the permission from that individual to propose his/her services in relation to the Work to be 
performed and to submit his/her résumé to Canada. The Bidder must, upon request from the 
Contracting Authority, provide a written confirmation, signed by the individual, of the permission given 
to the Bidder and of his/her availability. Failure to comply with the request may result in the bid being 
declared non-responsive. 

 
5.2.3.3 Rate or Price Certification 

The Bidder certifies that the price proposed 

a. is not in excess of the lowest price charged anyone else, including the Bidder's most favoured 
customer, for the like quality and quantity of the goods, services or both;  

b. does not include an element of profit on the sale in excess of that normally obtained by the Bidder 
on the sale of goods, services or both of like quality and quantity; and  

c. does not include any provision for discounts to selling agents.  

 
5.2.3.4 Education and Experience 

 
5.2.3.4.1 SACC Manual clause A3010T (2010-08-16) Education and Experience 

 
 

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
http://www.labour.gc.ca/eng/standards_equity/eq/emp/fcp/list/inelig.shtml
http://buyandsell.gc.ca/policy-and-guidelines/standard-acquisition-clauses-and-conditions-manual/5/A/A3010T/active
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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 
 
6.1.1 The following security requirements (SRCL and related clauses provided by ISP) apply and form 

part of the Contract. 
 
6.1.2 Contractor’s Site(s) or Premises Requiring Safeguarding Measures 

 
6.1.2.1 The Contractor must diligently maintain up-to-date, the information related to the Contractor’s 

site(s) or premises, where safeguarding measures are required in the performance of the Work, 
for the following address(es): 

 
Street Number / Street Name, Unit / Suite / Apartment Number  
City, Province, Territory / State 
Postal Code / Zip Code 
Country 

 
6.1.2.2 The Company Security Officer (CSO) must ensure through the Industrial Security Program (ISP) 

that the Contractor and individuals hold a valid security clearance at the required level of 
document safeguarding capability. 

 
 
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. 
 
 
6.3.2 Supplemental General Conditions 

6.3.2.1 Interpretation 

1. In the Contract, unless the context otherwise requires,  

"General Conditions"  
means the general conditions that form part of the Contract;  
"Personal Information"  
means information about an individual, including the types of information specifically described in 
the Privacy Act, R.S. 1985, c. P-21;  

http://ssi-iss.tpsgc-pwgsc.gc.ca/index-eng.html
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
https://buyandsell.gc.ca/policy-and-guidelines/standard-acquisition-clauses-and-conditions-manual/3/2010B/active
http://laws-lois.justice.gc.ca/eng/acts/P-21/index.html


Solicitation No. - N° de l'invitation Amd. No. - N° de la modif. Buyer ID - Id de l'acheteur 
N15- TBA Travel MDube 
Client Ref. No. - N° de réf. du client File No. - N° du dossier CCC No./N° CCC - FMS No./N° VME 
Travel Agency Services N15-  

 

Page 17 of - de 35 
 
 

"Record"  
means any hard copy document or any data in a machine-readable format containing Personal 
Information;  

2. Words and expressions defined in the General Conditions and used in these supplemental 
general conditions have the meanings given to them in the General Conditions.  

3. If there is any inconsistency between the General Conditions and these supplemental general 
conditions, the applicable provisions of these supplemental general conditions prevail.  

6.3.2.2  Ownership of Personal Information and Records 

To perform the Work, the Contractor will be provided with and/or will be collecting Personal 
Information from third parties. The Contractor acknowledges that it has no rights in the Personal 
Information or the Records and that Canada owns the Records. On request, the Contractor must 
make all the Personal Information and Records available to Canada immediately in a format 
acceptable to Canada. 

6.3.2.3 Use of Personal Information 

The Contractor agrees to create, collect, receive, manage, access, use, retain, and dispose of the 
Personal Information and the Records only to perform the Work in accordance with the Contract. 

6.3.2.4 Collection of Personal Information 

1. If the Contractor must collect Personal Information from a third party to perform the Work, the 
Contractor must only collect Personal Information that is required to perform the Work. The 
Contractor must collect the Personal Information from the individual to whom it relates and the 
Contractor must inform that individual (at or before the time when it collects the Personal 
Information) of the following:  

a. that the Personal Information is being collected on behalf of, and will be provided to, 
Canada;  

b. the ways the Personal Information will be used;  
c. that the disclosure of the Personal Information is voluntary or, if there is a legal 

requirement to disclose the Personal Information, the basis of that legal requirement;  
d. the consequences, if any, of refusing to provide the information;  
e. that the individual has a right to access and correct his or her own Personal Information; 

and  
f. that the Personal Information will form part of a specific personal information bank (within 

the meaning of the Privacy Act), and also provide the individual with information about 
which government institution controls that personal information bank, if the Contracting 
Authority has provided this information to the Contractor.  

2. The Contractor, its subcontractors, and their respective employees must identify themselves to 
the individuals from whom they are collecting Personal Information and must provide those 
individuals with a way to verify that they are authorized to collect the Personal Information under 
a Contract with Canada.  

3. If requested by the Contracting Authority, the Contractor must develop a request for consent form 
to be used when collecting Personal Information, or a script for collecting the Personal 
Information by telephone. The Contractor must not begin using a form or script unless the 
Contracting Authority first approves it in writing. The Contractor must also obtain the Contracting 
Authority's approval before making any changes to a form or script.  

http://laws-lois.justice.gc.ca/eng/acts/P-21/index.html
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4. At the time it requests Personal Information from any individual, if the Contractor doubts that the 
individual has the capacity to provide consent to the disclosure and use of his or her Personal 
Information, the Contractor must ask the Contracting Authority for instructions.  

6.3.2.5 Maintaining the Accuracy, Privacy and Integrity of Personal Information 

The Contractor must ensure that the Personal Information is as accurate, complete, and up to date as 
possible. The Contractor must protect the privacy of the Personal Information. To do so, at a 
minimum, the Contractor must: 

a. not use any personal identifiers (e.g., social insurance number) to link multiple databases 
containing Personal Information;  

b. segregate all Records from the Contractor's own information and records;  

c. restrict access to the Personal Information and the Records to people who require access to 
perform the Work (for example, by using passwords or biometric access controls);  

d. provide training to anyone to whom the Contractor will provide access to the Personal Information 
regarding the obligation to keep it confidential and use it only to perform the Work. The Contractor 
must provide this training before giving an individual access to any Personal Information and the 
Contractor must keep a record of the training and make it available to the Contracting Authority if 
requested;  

e. if requested by the Contracting Authority, before providing anyone with access to the Personal 
Information, require anyone to whom the Contractor provides access to the Personal Information 
to acknowledge in writing (in a form approved by the Contracting Authority) their responsibilities 
to maintain the privacy of the Personal Information;  

f. keep a record of all requests made by an individual to review his or her Personal Information, and 
any requests to correct errors or omissions in the Personal Information (whether those requests 
are made directly by an individual or by Canada on behalf of an individual);  

g. include a notation on any Record(s) that an individual has requested be corrected if the 
Contractor has decided not to make the correction for any reason. Whenever this occurs, the 
Contractor must immediately advise the Contracting Authority of the details of the requested 
correction and the reasons for the Contractor's decision not to make it. If directed by the 
Contracting Authority to make the correction, the Contractor must do so;  

h. keep a record of the date and source of the last update to each Record;  

i. maintain an audit log that electronically records all instances of and attempts to access Records 
stored electronically. The audit log must be in a format that can be reviewed by the Contractor 
and Canada at any time; and  

j. secure and control access to any hard copy Records.  

6.3.2.6 Safeguarding Personal Information 

The Contractor must safeguard the Personal Information at all times by taking all measures 
reasonably necessary to secure it and protect its integrity and confidentiality. To do so, at a minimum, 
the Contractor must: 
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a. store the Personal Information electronically so that a password (or a similar access control 
mechanism, such as biometric access) is required to access the system or database in which the 
Personal Information is stored;  

b. ensure that passwords or other access controls are provided only to individuals who require 
access to the Personal Information to perform the Work;  

c. not outsource the electronic storage of Personal Information to a third party (including an affiliate) 
unless the Contracting Authority has first consented in writing;  

d. safeguard any database or computer system on which the Personal Information is stored from 
external access using methods that are generally used, from time to time, by prudent public and 
private sector organizations in Canada in order to protect highly secure or sensitive information;  

e. maintain a secure back-up copy of all Records, updated at least weekly;  

f. implement any reasonable security or protection measures requested by Canada from time to 
time; and  

g. notify the Contracting Authority immediately of any security breaches; for example, any time an 
unauthorized individual accesses any Personal Information.  

6.3.2.7 Appointment of Privacy Officer 

The Contractor must appoint someone to be its privacy officer and to act as its representative for all 
matters related to the Personal Information and the Records. The Contractor must provide that 
person's name to the Contracting Authority within ten (10) days of the award of the Contract. 

6.3.2.8 Quarterly Reporting Obligations 

Within thirty (30) calendar days of the end of each quarter (January-March; April-June; July-
September; October-December), the Contractor must submit the following to the Contracting 
Authority: 

a. a description of any new measures taken by the Contractor to protect the Personal Information 
(for example, new software or access controls being used by the Contractor);  

b. a list of any corrections made to Personal Information at the request of an individual (including the 
name of the individual, the date of the request, and the correction made);  

c. details of any complaints received from individuals about the way in which their Personal 
Information is being collected or handled by the Contractor; and  

d. a complete copy (in an electronic format agreed to by the Contracting Authority and the 
Contractor) of all the Personal Information stored electronically by the Contractor.  

6.3.2.9 Threat and Risk Assessment 

Within ninety (90) calendar days of the award of the Contract and, if the Contract lasts longer than one 
year, within thirty (30) calendar days of each anniversary date of the Contract, the Contractor must 
submit to the Contracting Authority a threat and risk assessment, which must include: 
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a. a copy of the current version of any request for consent form or script being used by the 
Contractor to collect Personal Information;  

b. a list of the types of Personal Information used by the Contractor in connection with the Work;  

c. a list of all locations where hard copies of Personal Information are stored;  

d. a list of all locations where Personal Information in machine-readable format is stored (for 
example, the location where any server housing a database including any Personal Information is 
located), including back-ups;  

e. a list of every person to whom the Contractor has granted access to the Personal Information or 
the Records;  

f. a list of all measures being taken by the Contractor to protect the Personal Information and the 
Records;  

g. a detailed explanation of any potential or actual threats to the Personal Information or any 
Record, together with an assessment of the risks created by these threats and the adequacy of 
existing safeguards to prevent these risks; and  

h. an explanation of any new measures the Contractor intends to implement to safeguard the 
Personal Information and the Records.  

6.3.2.10  Audit 

Canada may audit the Contractor's compliance with these supplemental general conditions at any 
time. If requested by the Contracting Authority, the Contractor must provide Canada (or Canada's 
authorized representative) with access to its premises and to the Personal Information and Records at 
all reasonable times. If Canada identifies any deficiencies during an audit, the Contractor must 
immediately correct the deficiencies at its own expense. 

6.3.2.11  Statutory Obligations 

1. The Contractor acknowledges that Canada is required to handle the Personal Information and the 
Records in accordance with the provisions of Canada's Privacy Act, Access to Information Act, 
R.S. 1985, c. A-1, and Library and Archives of Canada Act, S.C. 2004, c. 11. The Contractor 
agrees to comply with any requirement established by the Contracting Authority that is 
reasonably required to ensure that Canada meets its obligations under these acts and any other 
legislation in effect from time to time.  

2. The Contractor acknowledges that its obligations under the Contract are in addition to any 
obligations it has under the Personal Information Protection and Electronic Documents Act, S.C. 
2000, c. 5, or similar legislation in effect from time to time in any province or territory of Canada. If 
the Contractor believes that any obligations in the Contract prevent it from meeting its obligations 
under any of these laws, the Contractor must immediately notify the Contracting Authority of the 
specific provision of the Contract and the specific obligation under the law with which the 
Contractor believes it conflicts.  

6.3.2.12  Disposing of Records and Returning Records to Canada 

The Contractor must not dispose of any Record, except as instructed by the Contracting Authority. On 
request by the Contracting Authority, or once the Work involving the Personal Information is complete, 

http://laws-lois.justice.gc.ca/eng/acts/P-21/index.html
http://laws-lois.justice.gc.ca/eng/acts/A-1/
http://laws-lois.justice.gc.ca/eng/acts/L-7.7/
http://laws-lois.justice.gc.ca/eng/acts/P-8.6/index.html
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the Contract is complete, or the Contract is terminated, whichever of these comes first, the Contractor 
must return all Records (including all copies) to the Contracting Authority. 

6.3.2.13  Legal Requirement to Disclose Personal Information 

Before disclosing any of the Personal Information pursuant to any applicable legislation, regulation, or 
an order of any court, tribunal or administrative body with jurisdiction, the Contractor must immediately 
notify the Contracting Authority, in order to provide the Contracting Authority with an opportunity to 
participate in any relevant proceedings. 

6.3.2.14  Complaints 

Canada and the Contractor each agree to notify the other immediately if a complaint is received under 
the Access to Information Act or the Privacy Act or other relevant legislation regarding the Personal 
Information. Each Party agrees to provide any necessary information to the other to assist in 
responding to the complaint and to inform the other immediately of the outcome of that complaint. 

6.3.2.15  Exception 

The obligations set out in these supplemental general conditions do not apply to any Personal 
Information that is already in the public domain, as long as it did not become part of the public domain 
as a result of any act or omission of the Contractor or any of its subcontractors, agents, or 
representatives, or any of their employees. 

 
6.4 Term of Contract 
 
6.4.1 Period of the Contract 

The initial contract period begins on April 1, 2016 and ends on March 31, 2017, inclusively.  

 
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 2 
additional 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 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: Maureen Dubé 
Title: Senior Advisor, Contracts 
Natural Sciences and Engineering Council of Canada (NSERC) and  
Social Sciences and Humanities Research Council of Canada (SSHRC) 
Address: 350 Albert Street  
 
Telephone:  613-947-3737 

http://laws-lois.justice.gc.ca/eng/acts/A-1/
http://laws-lois.justice.gc.ca/eng/acts/P-21/index.html
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E-mail address:tenders@nserc-crsng.gc.ca 
 
The Contracting Authority is responsible for the management of the Contract and any changes to the 
Contract must be authorized in writing by the Contracting Authority. The Contractor must not perform 
work in excess of or outside the scope of the Contract based on verbal or written requests or instructions 
from anybody other than the Contracting Authority. 
 
 
6.5.2 Project Authority 
If applicable, use the following clause and fill in at contract award only. If the term "Technical Authority" is 
to be used instead, use SACC Manual clause A1030C. 
 
The Project Authority for the Contract is: 
 
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. 
 
6.5.3 Contractor's Representative 
 
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. 
 

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;  

http://buyandsell.gc.ca/policy-and-guidelines/standard-acquisition-clauses-and-conditions-manual/5/A/A1030C/active
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://www.tbs-sct.gc.ca/pubs_pol/dcgpubs/contpolnotices/siglist-eng.asp
http://laws-lois.justice.gc.ca/eng/acts/f-11/
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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.  

"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. 

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.  

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/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-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/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.- 

6.7 Payment 

 
6.7.1 Basis of Payment 
 
Professional Services: For the provision of professional services the Contractor will be paid for actual time 
worked, in accordance with the firm all-inclusive per diem rates set out in Annex B, Basis of Payment, 
Applicable Taxes extra. Partial days will be prorated based on actual hours worked based on a 7.5-hour 
workday 

 
6.7.2 Limitation of Expenditure 

1. Canada's total liability to the Contractor under the Contract must not exceed $ _______. Customs 
duties are excluded and Applicable Taxes are extra.  

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

a. when it is 75 percent committed, or  
b. four (4) months before the contract expiry date, or  
c. as soon as the Contractor considers that the contract funds provided are inadequate for 

the completion of the Work,  
whichever comes first. 

3. If the notification is for inadequate contract funds, the Contractor must provide to the Contracting 
Authority a written estimate for the additional funds required. Provision of such information by the 
Contractor does not increase Canada's liability. 

 
6.7.3 SACC Manual Clauses 
 
6.7.3.1  Direct Request by Customer Department 
 

1. Pursuant to paragraph 221 (1)(d) of the Income Tax Act, R.S. 1985, c. 1 (5
th
 Supp.), payments 

made by departments and agencies to contractors under applicable services contracts (including 
contracts involving a mix of goods and services) must be reported on a T1204 Government 
Service Contract Payments slip. 

2. To enable departments and agencies to comply with this requirement, the Contractor must 
provide Canada, upon request, its business number or Social Insurance Number, as applicable. 
(These requests may take the form of a general call-letter to contractors, in writing or by 
telephone).  

6.7.3.2  Discretionary Audit-Commercial Goods and/or Services  

http://laws-lois.justice.gc.ca/eng/acts/I-3.3/index.html
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The Contractor's certification that the price or rate is not in excess of the lowest price or rate charged 
anyone else, including the Contractor's most favoured customer, for the like quality and quantity of the 
goods, services or both, is subject to verification by government audit, at the discretion of Canada, 
before or after payment is made to the Contractor. 

If the audit demonstrates that the certification is in error after payment is made to the Contractor, the 
Contractor must, at the discretion of Canada, make repayment to Canada in the amount found to be in 
excess of the lowest price or rate or authorize the retention by Canada of that amount by way of 
deduction from any sum of money that may be due or payable to the Contractor pursuant to the 
Contract. 

If the audit demonstrates that the certification is in error before payment is made, the Contractor 
agrees that any pending invoice will be adjusted by Canada in accordance with the results of the 
audit. It is further agreed that if the Contract is still in effect at the time of the verification, the price or 
rate will be lowered in accordance with the results of the audit. 

 
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.  
 
Each invoice must be supported by:  

a. a copy of time sheets to support the time claimed;  
b. a copy of the release document and any other documents as specified in the Contract;  
c. a copy of the invoices, receipts, vouchers for all direct expenses, and all travel and living 

expenses;  
d. a copy of the monthly progress report.  

2. Invoices must be distributed as follows:  
a. The original and one (1) copy must be forwarded to the following address for certification 

and payment.  

______________ (Insert the name of the organization)  

______________ (Insert the address of the organization)  

b. One (1) copy must be forwarded to the Contracting Authority identified under the section 
entitled "Authorities" of the Contract.  

6.9 Certifications 
 
6.9.1 Compliance 
 
The continuous compliance with the certifications provided by the Contractor in its bid and the ongoing 
cooperation in providing additional 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 additional 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. 
 
6.9.2 Federal Contractors Program for Employment Equity - Default by the Contractor 
 
The Contractor understands and agrees that, when an Agreement to Implement Employment Equity 
(AIEE) exists between the Contractor and Employment and Social Development Canada (ESDC)-Labour, 
the AIEE must remain valid during the entire period of the Contract.  If the AIEE becomes invalid, the 
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name of the Contractor will be added to the "FCP Limited Eligibility to Bid" list.  The imposition of such a 
sanction by ESDC will constitute the Contractor in default as per the terms of the Contract. 
 
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 supplemental general conditions 4008 (2008-12-12), 
(c) the general conditions 2003B (2015-09-03)  
(d) Annex A, Statement of Work; 
(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)) 

 
 
 

http://www.labour.gc.ca/eng/standards_equity/eq/emp/fcp/list/inelig.shtml
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ANNEX "A" 

STATEMENT OF WORK  

 
 

1. TITLE  
 
The Provision of Travel and Related Services for the Natural Sciences and Engineering Research Council 
and the Social Sciences and Humanities Research Council herein referred to as “The Councils” 
 
2. OBJECTIVE  
 
The Councils request proposals from travel agencies to provide high quality Travel and Related Services, 
as outlined in this Request for Proposals (RFP), at competitive rates to the Agencies.  
 
3. BACKGROUND  
 
This RFP is for the acquisition of travel and related services for the Agencies with the primary user being 
the Meeting and Travel and Planning Services team (MTPS). Peer Review committees perform important 
work for Canadians, including reviewing Grant proposals. Most committee work takes place in Ottawa, 
however, committees travel within Canada or internationally on occasion. These trips can occur on short 
notice and can have a variety of complex logistical details. As these trips can be of an ad hoc nature, 
there is no guarantee of the number of destinations, travelers, or amounts to be spent per fiscal year.  
 
For committee travel, it is estimated that there will be 200 meeting requests per year with on average 10 
travelers per meeting, therefore it is estimated there will be 2000 travelers per year. Occasionally, there 
may be the need to book hotels or ground transportation through the travel agency.  
 
Peer Review committees require the support of a travel agency, as travel is often booked on short notice 
and often requires multiple changes leading up to departure and during the travel. It is also very important 
to have 24/7 access to an agent in cases of emergency. 
 
4. SCOPE  
 
The Councils have identified a need for travel agency services, primarily to serve MTPS and committee 
members, to obtain domestic and international flights, and to a lesser extent, rail and charter aircraft, at 
competitive rates. Some hotel and ground transportation may also be required. The travel agent would 
also be expected to provide assistance in reducing travel expenses by proposing alternate routes and 
fare advice. 
 
5. TASKS 
 
I. Travel agents  

a) The travel agency shall provide a dedicated team of bilingual travel agents (up to 5 members) and 1 
dedicated Account Manager to support the travel and other related needs of the Councils. 

  The travel agents will create and maintain files or profiles on each person travelling on behalf of 
the Agencies, including seat and other preferences, frequent flyer numbers, etc., and will consult 
these files prior to each booking.  

 
II. Hours of operation:  

a) The travel agency must provide travel and other related services and must be accessible by 
telephone from 8:00 a.m. to 6:00 p.m. EST during regular business days. In addition the travel 
agency shall provide 24 hours a day access to an emergency service, via a toll free 1-800 Number, 
including services on weekends and official holidays in case emergency travel service is required.  



Solicitation No. - N° de l'invitation Amd. No. - N° de la modif. Buyer ID - Id de l'acheteur 
N15- TBA Travel MDube 
Client Ref. No. - N° de réf. du client File No. - N° du dossier CCC No./N° CCC - FMS No./N° VME 
Travel Agency Services N15-  

 

Page 28 of - de 35 
 
 

b) The Travel Agency must ensure that during the core hours of operation (8:00 a.m. to 6 p.m.) the 
dedicated travel agents and the dedicated Account Manager must respond within one hour to all 
inquiries and request from either the Councils or its travelers. 

III. Reservation and Ticketing:  

a) For every request sent by the Councils, the travel agency shall prepare quotations, make bookings and 
prepare appropriate itineraries based on the specifications provided.  

b) The travel agency shall promptly issue and deliver electronic tickets and detailed itineraries (in 
electronic format) showing the accurate information on all segments of the journey.  

c) The travel agency shall accurately advise the Councils of ticketing deadlines and other relevant 
information every time reservations are made, in order to avoid cancellations of bookings.  

d) For wait-listed bookings, the travel agency shall provide regular daily feedback on the status of the 
flight.  

e) The travel agency shall reconfirm and revalidate airline tickets, and re-issue tickets which are returned 
as a result of changed routing or fare  
 
IV. Airfares and Airlines and Rail Routings / Itineraries:  

a) The travel agency shall propose fares/airline routings and guarantee that it shall provide the best 
options including the most direct and economic routing and the lowest available airfare in the class 
requested for the journey concerned. 
b) The travel agency shall advise on market practices and trends that could result in further savings for 
the Councils.  

c) The travel agency shall provide all travelers advance seat assignments and where requested advance 
boarding passes on all airlines for which the travel agent can offer these services. The travel agency is 
expected to expand these services, as they become available on additional carriers.  

d) The travel agency shall also provide the above services where applicable for rail travel.  

e) The travel agency shall research and obtain quotes and/or book charter aircraft, and shall also provide 
advice in cases where charter aircraft may be more practical or economical for travelling delegations.  
 
V. Travel Information / Advisories:  

a) The travel agency shall provide travelers with a complete automated itinerary document to include 
carrier(s), flight and voyage numbers, seat numbers, departure and arrival times (s) for each segment of 
the trip, etc.  

b) The travel agency shall inform travelers and/or travel coordinators, prior to booking confirmation, of 
required documentation, flight/ticket restrictions, involuntary stop-overs, hidden stops, and other 
inconveniences of the itinerary.  

c) The travel agency shall provide travelers and/or travel coordinators on request with relevant 
information on official destinations, i.e. visa requirements, security procedures, airport transfers/land 
transportation facilities, local points of interest, currency restrictions/ regulations, health precautions, 
weather conditions, etc.  

d) The travel agency shall promptly notify the Agency travelers and/or travel coordinators of airport 
closures, delayed or cancelled flights, as well as other changes that might affect or will require 
preparations from travelers, sufficiently before the departure time.  
 

VI. Hotel and Car Rentals  

a) The travel agency shall provide and book, where requested, arrangements for group or individual hotel 
accommodation and car rentals using federal government negotiated rates or better.  
 
VII. Billing and Invoice:  

a) The travel agency shall send the Councils an itemized invoice for each ticket which must include 
among others the following information:  

I. Airline name  

II. Date the ticket was issued  

III. Travel Authorization Number (TAN) 

IV. Traveler’s surname/name  
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V. Departure/destination points  

VI. Travel dates  

VII. Actual ticket cost (including taxes)  

VIII. Applied service fee(s)  

 
VIII. Flight Cancellation / Rebooking and Refunds:  
a) The travel agency shall process duly authorized flight changes / cancellations when and as required;  
b). The travel agency shall immediately process airline refunds for cancelled travel requirements / 
unutilized pre-paid tickets and credit these to the Agencies as expeditiously as possible;  

c) The travel agency shall absorb cancellation and / or change reservation date charges which are due to 
no fault of the Councils;  

d) The travel agency shall report back to the Agencies on the status of ticket refunds.  
 
IX. Reporting and Training:  
a)  The travel agency shall supply customized transaction reports to the Councils broken down by Council 
responsibility center, traveler and Travel Authorization Number (TAN), by service fee, by total cost, and by 
monthly transactions.  

b)  The travel agency shall automatically submit the above listed reports to the Council Project Authority 
on a monthly and more frequently upon request.  

c)  The travel agency shall automatically submit a monthly report to the Council Project Authority listing all 
travel credits accumulated by the Councils broken down by traveler and by airline.  

d)  The travel agency shall communicate all changes and updates on airline rates, promotions, policy 
changes, etc., immediately upon the receipt of the advice.  

e)  The travel agency shall provide all necessary training for the Councils or MTPS staff for any on-line 
booking or reporting tools, if requested.  
 
X. Contractor Obligations:  
a) The travel agency must ensure that any travel books and/or changes to travel books have are 
authorized by the Councils and have a reference Travel Authorization Number (TAN) prior to booking or 
making the required changes.  
b) The travel agency must ensure that any and all travel must respect the related Treasury Board 
Secretariat Policies on Travel  as well as the National Joint Council Travel Directive in effect at the time of 
travel and/or travel booking. 
c) The travel agency shall advise the Councils and calculate any amounts owning by both the traveler and 
the Councils, in the event of a travel deviation by a traveler, for “easy split” payment options and 
reconciliation of costs incurred by the Councils.   

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

http://www.tbs-sct.gc.ca/pol/doc-eng.aspx?id=27228
http://www.tbs-sct.gc.ca/pol/doc-eng.aspx?id=27228
http://www.njc-cnm.gc.ca/directive/index.php?did=10&lang=eng
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ANNEX "B" 
 
 BASIS OF PAYMENT 
 
Note to Bidders: All prices and amounts of money in th proposal are to be quoted in Canadian 
dollars and be exclusive of the harmonized sales tax (HST). NSERC-SSHRC requires that all gross 
commission fees be passed on to NSERC-SSHRC directly, including but not limited to the 
override commissions at source, rebates and incentive cash rewards. In the event that a 
Proponent proposes to retain gross commission payments, override commissions, rebates and/or 
incentive cash rewards at source, Proponents) must indicate a comparable compensation 
structure for NSERC-SSHRC in this area which will result in an equivalent financial benefit to 
NSERC-SSHRC.  
 
 Table 1 (per Transaction Fees) 

 
*Note to Bidders: the services fees must be the same for both International and Domestic travel 
 
Table 2 
 

Indicate any additional costs for the following (specify per trx/ per hour or otherwise) 

 
Service 

 
Pricing Initial 
Period 

 
Pricing Option Year 1 

 
Pricing Option Year 2 

 
VIP Traveller 

   

 
24 hour/ Intransit Desk 

   

 
International Specialty Desk 

   

 
Adhoc reports 

   

 
Account Management Fee * 

   

 
Business Consulting Fees 

   

Miscellaneous: Please list any 
other project related costs 
(please describe) 

   

 

Service Pricing Initial Period  Pricing Option Year 1 Pricing Option Year 2 

Original Reservation and 
Ticketing fees* 

   

Airfares/Airlines and Rail 
Routings/Bookings fees 

   

Hotel and Car Rental 
Bookings fees 

   

Miscellaneous fees (please 
describe) 
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ANNEX “C”  
 
SECURITY REQUIREMENTS CHECKLIST 
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ANNEX “D” to PART 5 - BID SOLICITATION  
 
FEDERAL CONTRACTORS PROGRAM FOR EMPLOYMENT EQUITY - CERTIFICATION 
 
I, the Bidder, by submitting the present information to the Contracting Authority, certify that the 
information provided is true as of the date indicated below. The certifications provided to Canada are 
subject to verification at all times. I understand that Canada will declare a bid non-responsive, or will 
declare a contractor in default, if a certification is found to be untrue, whether during the bid evaluation 
period or during the contract period. Canada will have the right to ask for additional information to verify 
the Bidder's certifications. Failure to comply with any request or requirement imposed by Canada may 
render the bid non-responsive or constitute a default under the Contract.  
 
For further information on the Federal Contractors Program for Employment Equity visit Employment and 
Social Development Canada (ESDC)-Labour's website. 
 
Date:___________(YYYY/MM/DD) (If left blank, the date will be deemed to be the bid solicitation closing 
date.) 
 
Complete both A and B. 
 
A. Check only one of the following: 
 
(   ) A1.   The Bidder certifies having no work force in Canada. 
  
(   )  A2.   The Bidder certifies being a public sector employer. 
 
(   )  A3.   The Bidder certifies being a federally regulated employer being subject to the Employment 

Equity Act. 
 
(   )  A4.   The Bidder certifies having a combined work force in Canada of less than 100 employees 

(combined work force includes: permanent full-time, permanent part-time and temporary 
employees [temporary employees only includes those who have worked 12 weeks or more 
during a calendar year and who are not full-time students]). 

A5.  The Bidder has a combined workforce in Canada of 100 or more employees; and 
 

(   )  A5.1.  The Bidder certifies already having a valid and current Agreement to Implement 
Employment Equity (AIEE) in place with ESDC-Labour. 

OR 
 

(   )  A5.2. The Bidder certifies having submitted the Agreement to Implement Employment Equity 
(LAB1168) to ESDC-Labour.  As this is a condition to contract award, proceed to 
completing the form Agreement to Implement Employment Equity (LAB1168), duly 
signing it, and transmit it to ESDC-Labour. 

 
B. Check only one of the following: 
 
(   )  B1.   The Bidder is not a Joint Venture. 
 
OR 
 
(   )  B2. The Bidder is a Joint Venture and each member of the Joint Venture must provide the 

Contracting Authority with a completed annex Federal Contractors Program for Employment 
Equity - Certification. (Refer to the Joint Venture section of the Standard Instructions) 

http://www.labour.gc.ca/eng/standards_equity/eq/emp/fcp/index.shtml
http://www.labour.gc.ca/eng/standards_equity/eq/emp/fcp/index.shtml
http://www.labour.gc.ca/eng/regulated.shtml
http://laws-lois.justice.gc.ca/eng/acts/E-5.401/
http://laws-lois.justice.gc.ca/eng/acts/E-5.401/
http://www.servicecanada.gc.ca/cgi-bin/search/eforms/index.cgi?app=prfl&frm=lab1168&ln=eng
http://www.servicecanada.gc.ca/cgi-bin/search/eforms/index.cgi?app=prfl&frm=lab1168&ln=eng
http://www.servicecanada.gc.ca/cgi-bin/search/eforms/index.cgi?app=prfl&frm=lab1168&ln=eng

