
 

Request for Proposal: 100007442 

       
 

  Page 1 of 24 

 

 

RETURN BIDS TO: 

 

Employment and Social Development Canada 
(ESDC) 

 

nc-solicitations-gd@hrsdc-rhdcc.gc.ca 
 

 

REQUEST FOR PROPOSAL 
 

 

Proposal To: Employment and Social 

Development Canada 
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. 

 

Instructions : See Herein 
 

Vendor/Firm Name and address 

 

 

 

 

 

Title:  Moderation, Note-taking and Registration Support – 
Whitehorse, Yukon 
Solicitation No.  

100007442 
Date 
August 25, 2016 

File No. – N° de dossier 
 

Solicitation Closes  
09 September 2016 at 02 :00 PM / 14 h 
 

Time Zone 

Eastern  
Standard 
Time 
(EST) or 
EDST 

Address Inquiries to :  

nc-solicitations-gd@hrsdc-rhdcc.gc.ca 
Size limit – 13MB 

 

Destination  
See Herein 
 

Vendor/firm Name and address : 

 

 

 

 

 

 

Facsimile No.  

 

Telephone No.  

 

Name and title of person authorized to sign on behalf of 

Vendor/firm (type or print) 

 

 

 

 

Signature                                                                                  Date 

 

mailto:nc-solicitations-gd@hrsdc-rhdcc.gc.ca
mailto:nc-solicitations-gd@hrsdc-rhdcc.gc.ca
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TITLE:  Moderation, Note-taking and Registration Support – Whitehorse, Yukon 
 

PART 1 - GENERAL INFORMATION 
 

1. Introduction  
 
The bid solicitation is divided into seven parts plus attachments and annexes, as follows: 
 
Part 1 General Information: provides a general description of the requirement; 
 
Part 2 Bidder Instructions: provides the instructions, clauses and conditions applicable to the bid solicitation; 
 
Part 3 Bid Preparation Instructions: provides Bidders with instructions on how to prepare their bid; 
 
Part 4 Evaluation Procedures and Basis of Selection: indicates how the evaluation will be conducted, the evaluation 

criteria that must be addressed in the bid, and the basis of selection; 
 
Part 5 Certifications: includes the certifications to be provided; 
 
Part 6 N/A 
 
Part 7 Resulting Contract Clauses: includes the clauses and conditions that will apply to any resulting contract. 
 
The Annexes include the Statement of Work and the Evaluation Criteria 

 

2. Summary 
 
The primary objective is to provide moderation and note-taking services as well as regional on-site support for the 
registration of participants at a public engagement session on accessibility legislation, to be held on Thursday, 
September 22, 2016 in Whitehorse, Yukon. 

 
This procurement is subject to Umbrella Final Agreement Between The Government Of Canada, The 
Council For Yukon Indians And The Government Of The Yukon and The Kwanlin Dun First Nation 
Final Agreement and The Ta'an Kwach'an Council Final Agreement 
 

3. Debriefings  
 
After contract award, bidders may request a debriefing on the results of the bid solicitation process. Bidders should 
make the request to the Contracting Authority within 15 working days of receipt of the results of the bid solicitation 
process. The debriefing may be in writing, by telephone or in person. 
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PART 2 - BIDDER INSTRUCTIONS  
 

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 (2016-04-04) Standard Instructions - Goods or Services - Competitive Requirements, are incorporated by 
reference into and form part of the bid solicitation, with the exception of the following: 

1. Replace references to ‘Public Works and Government Services Canada’ with ‘Employment and Social 
Development Canada’; 
 

2. Delete Section 01, Integrity Provisions, in its entirety; 
 

3. Delete Section 02, Procurement Business Number, in its entirety; 
 

4. Revise Subsection 2d. of Section 05, Submission of Bids, to read: 
 
“send its bid only to the physical or e-mail address specified on Page 1”. 
 

5. Subsection 5.4 of Section 05 is amended as follows:  
 

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

 

6. Delete Subsections 1a. and 1b. of Section 12, Rejection of Bid, in their entirety. 
 

7. Delete Subsection 2. of Section 20, Further Information, in its entirety. 
 

 
2. Submission of Bids  
 
Bids must be received at the email address  nc-solicitations-gd@hrsdc-rhdcc.gc.ca,, by the time and date indicated 
on the cover page of this RFP document. 
 
It is the Bidders responsibility to ensure their proposal and all associated documents are received in full and on time. It is 
advised that Bidders send the proposal in advance of the closing time to ensure confirmation of receipt. Bidders should 
ensure e-mails do not exceed 13MB to avoid problems with transmission. 
 
 

3. Enquiries - Bid Solicitation  
 
All enquiries must be submitted in writing to the Contracting Authority no later than five (5) 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" 

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
mailto:nc-solicitations-gd@hrsdc-rhdcc.gc.ca
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at each relevant item. Items identified as “proprietary” will be treated as such except where Canada determines that 
the enquiry is not of a proprietary nature. Canada may edit the questions or may request that the Bidder do so, so that 
the proprietary nature of the question is eliminated, and the enquiry can be answered with copies to all Bidders. 
Enquiries not submitted in a form that can be distributed to all Bidders may not be answered by Canada. 
 

4. 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. 
 

5. Basis for Canada's Ownership of Intellectual Property  

ESDC has determined that any intellectual property rights arising from the performance of the Work under the 
resulting contract will belong to Canada, on the following grounds:  

4 where the main purpose of the Crown Procurement Contract, or of the deliverables contracted for, is: 

4.1 to generate knowledge and information for public dissemination; 
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PART 3 - BID PREPARATION INSTRUCTIONS 

 

1. Bid Preparation Instructions  
 
Canada requests that Bidders provide their full company name and address, e-mail address, as well as contact name, 
and telephone number. 
 
Canada requests that bidders provide their bid in separately bound sections, in two separate envelopes, when 
submitted in hard copy, and in two separate files, when in soft copy, as follows: 
 
Section I:  Technical Bid 1 soft copy via e-mail  
 
Section II: Financial Bid 1 soft copy via e-mail 
 
Section III: Certifications 1 soft copy via e-mail 
 
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 format; 
(b) use a numbering system that corresponds to the bid solicitation. 
 
 

Section I: Technical Bid  
 
In their technical bid, Bidders should demonstrate their understanding of the requirements contained in the bid 
solicitation and explain how they will meet these requirements.  Bidders should demonstrate their capability and 
describe their approach (if applicable) in a thorough, concise and clear manner for carrying out the work. 

 
The technical bid should address clearly and in sufficient depth the points that are subject to the evaluation criteria 
against which the bid will be evaluated. Simply repeating the statement contained in the bid solicitation is not sufficient. 
In order to facilitate the evaluation of the bid, Canada requests that Bidders address and present topics in the order of 
the evaluation criteria under the same headings. To avoid duplication, Bidders may refer to different sections of their 
bids by identifying the specific paragraph and page number where the subject topic has already been addressed. 
 
All mandatory technical criteria are identified specifically with the words “shall”, “must”, or “will”. The Technical Bid 
must demonstrate compliance with all mandatory evaluation criteria and must also specifically respond to each of the 
point-rated evaluation criteria. 
 

Section II: Financial Bid  
 
Bidders must submit their Financial Bid in Canadian funds, in accordance with the Pricing Schedule detailed in 

Attachment 1 to Part 3.  The total amount of Goods and Services Tax (GST) or Harmonized Sales Tax (HST), as 
applicable, must be shown separately, if applicable. 

 
 Section III: Certifications  
 
Bidders must submit the certifications required under Part 5. 
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ATTACHMENT 1 TO PART 3  

Pricing Schedule 
 

The bidder must complete this pricing schedule and include it in its Financial Bid.   
 

 
 
 
 
 
 

 Firm Lot Price * 

CDN$  
Moderation,  Note Taking and  
Registration Support (as per SOW) 
 
*Bidders must include all travel 
expenses (e.g. flights, hotel, meals, 
etc.) in the firm lot price.  
 
No expenses will be reimbursed.  
 

 
$________________________ 

(Customs duties are included and Applicable Taxes are extra) 
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PART 4 - EVALUATION PROCEDURES AND BASIS OF SELECTION 
 

 

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. 
 

 

1.1 Technical Evaluation 
 
Mandatory and point rated technical evaluation criteria are included in Annex ”B”. 
 

1.2 Financial Evaluation 

The price of the bid will be evaluated in Canadian dollars, Applicable Taxes excluded, FOB destination, Canadian 
customs duties and excise taxes included. 

2. Basis of Selection 
 

2.1 Basis of Selection - Highest Combined Rating of Technical and Price  
 

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 points overall for the technical evaluation criteria which are subject to 
point rating. 

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 70 % for the technical merit and 30% 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 70%. 

5. To establish the pricing score, each responsive bid will be prorated against the lowest evaluated price and 
the ratio of 30%.  

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. 

8. Tie Breaker:  When two or more responsive proposals achieve the identical score, the proposal with the highest 
score in the Rated Criteria will be will be recommended for contract award. 
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The table below illustrates an example where all three bids are responsive and the selection of the contractor 
is determined by a 70/30 ratio of technical merit and price, respectively. The total available points for technical 
score equal 135 and for price, 45 points, based on the lowest evaluated price of $45,000.   

Basis of Selection - Highest Combined Rating Technical Merit (70%) and Price (30%) 

 
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 70 =59.63   89/135 x 70 = 46.15   92/135 x 70 = 47.70 

Pricing Score 45/55 x 30 = 24.55  45/50 x 30 = 27.00  45/45 x 30 = 30.00 

Combined Rating 
 
 84.18 

 
 73.15  77.70 

Overall Rating 1st  3rd  2nd 
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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 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 with this request will render the bid non-responsive or will constitute a default under the Contract. 
 

1. Mandatory Certifications Precedent to Contract Award 
 
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 so inform the Bidder and provide the Bidder with a time frame within which to 
meet the requirement.  
 
Failure to provide the certifications or the additional information listed below within the time frame specified 
will render the bid non-responsive. 

 
1.1 Federal Contractors Program for Employment Equity - Bid Certification 
 

By submitting a bid, the Bidder certifies that the Bidder, and any of the Bidder's members if the Bidder is a 
Joint Venture, is not named on the Federal Contractors Program (FCP) for employment equity "FCP Limited 
Eligibility to Bid" list (http://www.labour.gc.ca/eng/standards_equity/eq/emp/fcp/list/inelig.shtml) available from 
Human Resources and 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. 

 
 

1.2 Former Public Servant Certification  
 

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

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/index.shtml
http://www.labour.gc.ca/eng/standards_equity/eq/emp/fcp/list/inelig.shtml
http://laws-lois.justice.gc.ca/eng/acts/f-11/
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e. "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. 

f. "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 (   ) 

 
* Bidder (For greater clarity, the “Bidder” means the vendor legal entity (e.g. not a resource of the vendor legal entity). 

If so, the Bidder must provide the following information, for all FPS 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; 

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. 

 
 

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/C-17/page-1.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/R-10.6/
http://laws-lois.justice.gc.ca/eng/acts/R-11/page-19.html
http://laws-lois.justice.gc.ca/eng/acts/R-11/page-19.html
http://laws-lois.justice.gc.ca/eng/acts/M-5.01/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
http://www.tbs-sct.gc.ca/pol/doc-eng.aspx?id=14676&section=text
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PART 6 – SECURITY  
 

1. Security Requirement  
 
There is no security requirement associated with the requirement. 
 

 

PART 7 - RESULTING CONTRACT CLAUSES 

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

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

2. 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 2035 - Higher Complexity - Services (2016-04-04); 
(c) Annex “A”, Statement of Work; 
(d) the Contractor's bid dated ______,  
 

3. Statement of Work  

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

 

4. 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. 
 
Whenever ‘Public Works and Government Services Canada’ appears in any of the standard clauses or the General or 
Supplemental Conditions replace with “Employment and Social Development Canada”. 
 
 

4.1 General Conditions  
 
2035 (2016-04-04), General Conditions - Higher Complexity - Services, apply to and form part of the Contract, with the 
following exceptions: 
 
4.1.1 Delete reference to ‘Client Reference Number (CRN)’ and ‘Procurement Business Number (PBN)’ from 

Section 12, sub-section 2.a 
4.1.2 Delete sub-sections 14 
4.1.3 Delete sub-sections 15 
4.1.4 Delete sub-sections 19 
4.1.5 Delete sub-sections 20 
4.1.6 Delete sub-sections 41 
 
 

https://buyandsell.gc.ca/policy-and-guidelines/standard-acquisition-clauses-and-conditions-manua/
https://buyandsell.gc.ca/policy-and-guidelines/standard-acquisition-clauses-and-conditions-manua/
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5. Security Requirement  

 
There is no security requirement associated with the requirement. 
 

6. Period of the Contract 

 

The period of the Contract is from contract award to 31 October 2016 inclusive. 

 

7. Authorities 

 

7.1 Contracting Authority  
 
The Contracting Authority for the Contract is:   
 
Name: Linda Handregan 
Title: Contracting Specialist 
Employment and Social Development Canada 
Procurement and Contracting 
 
The Contracting Authority is responsible for the management of the Contract and any changes to the Contract must be 
authorized in writing by the Contracting Authority. The Contractor must not perform work in excess of or outside the 
scope of the Contract based on verbal or written requests or instructions from anybody other than the Contracting 
Authority. 
 

7.2 Project Authority  
 
 

Th The Project Authority for the Contract is:  

 
To be provided at time of Contract award 

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

7.3 Contractor's Representative  
 
The Contractor’s Representative for the Contract is: 
 
To be provided at time of Contract award 
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8. Payment  
 

8.1 Basis of Payment – Firm Lot Price(s) 

 
In consideration of the Contractor satisfactorily completing all of its obligations under the Contract, the Contractor will 
be paid a firm lot price of $_____________. Customs duties are included and Applicable Taxes are extra. 
 
Canada will not pay the Contractor for any design changes, modifications or interpretations of the Work, unless they 
have been approved, in writing, by the Contracting Authority before their incorporation into the Work. 

 

9. Method of Payment  
 

9.1 Single Payment  

 
Canada will pay the Contractor upon completion and delivery of the Work in accordance with the payment provisions 
of the Contract if: 
 

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

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

 

 

10. Invoice Submission  

 

1. Invoices must be submitted in the Contractor's name. The Contractor must submit invoices for each delivery 
or shipment; invoices must only apply to the Contract. Each invoice must indicate whether it covers partial or 
final delivery. 

2. Invoices must show:  

a. the date, the name and address of the client department, item or reference numbers, 
deliverable/description of the Work, contract number, and financial code(s); 

b. details of expenditures (such as item, quantity, unit of issue, unit price, fixed time labour rates and 
level of effort, subcontracts, as applicable) in accordance with the Basis of Payment, exclusive of 
Applicable Taxes; 

c. deduction for holdback, if applicable; 

d. the extension of the totals, if applicable; and 

e. if applicable, the method of shipment together with date, case numbers and part or reference 
numbers, shipment charges and any other additional charges. 

3. Applicable Taxes must be specified on all invoices as a separate item along with corresponding registration 
numbers from the tax authorities. All items that are zero-rated, exempt or to which Applicable Taxes do not 
apply, must be identified as such on all invoices. 

4. By submitting an invoice, the Contractor certifies that the invoice is consistent with the Work delivered and is 
in accordance with the Contract. 
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10.1. T1204 Information Reporting by Contractor  

 

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. 

 

11.    Foreign Nationals (Canadian Contractor) 
 

The Contractor must comply with Canadian immigration requirements applicable to foreign nationals entering 
Canada to work temporarily in fulfillment of the Contract. If the Contractor wishes to hire a foreign national to work 
in Canada to fulfill the Contract, the Contractor should immediately contact the nearest Service Canada regional 
office to enquire about Citizenship and Immigration Canada's requirements to issue a temporary work permit to a 
foreign national. The Contractor is responsible for all costs incurred as a result of non-compliance with immigration 
requirements. 

 

12. Certifications  
 

12.1 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. 

 
 

13. Intellectual Property  

 

Canada to Own Intellectual Property Rights in Foreground Information 

 01 Interpretation 

 02 Disclosure of Foreground Information 

 03 Canada to Own Intellectual Property Rights in Foreground Information 

 04 License to Intellectual Property Rights in Background Information 

 05 Right to License 

 06 Access to Information; Exception to Contractor Rights 

 07 Waiver of Moral Rights 

 Copyright (Re: 6.5) 

01 Interpretation 

1. In the Contract, 

"Background Information" means all Technical Information that is not Foreground Information and that is proprietary to 
or the confidential information of the Contractor, its Subcontractors or any other supplier of the Contractor; 

http://laws-lois.justice.gc.ca/eng/acts/I-3.3/index.html
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"Firmware" means any computer program stored in integrated circuits, read-only memory or other similar devices; 

"Foreground Information" means any Invention first conceived, developed or reduced to practice as part of the Work 
under the Contract and all other Technical Information conceived, developed or produced as part of the Work under 
the Contract; 

"Intellectual Property Right" means any intellectual property right recognized by the law, including any intellectual 
property right protected through legislation (such as that governing patents, copyright, industrial design, integrated 
circuit topography, or plant breeders' rights) or arising from protection of information as a trade secret or as 
confidential information; 

"Invention" means any new and useful art, process, machine, manufacture or composition of matter, or any new and 
useful improvement in any art, process, machine, manufacture or composition of matter, whether or not patentable; 

"Software" means any computer program whether in source or object code (including Firmware), any computer 
program documentation recorded in any form or medium, and any computer database, and includes modifications to 
any of the foregoing; 

"Technical Information" means all information of a scientific, technical or artistic nature relating to the Work, whether 
oral or recorded in any form or medium and whether or not subject to copyright, including but not limited to any 
Inventions, designs, methods, processes, techniques, know-how, models, prototypes, patterns, samples, schematics, 
experimental or test data, reports, drawings, plans, specifications, photographs, collections of information, manuals 
and any other documents, and Software. Technical Information does not include data concerned with the 
administration of the Contract by Canada or the Contractor, such as internal financial or management information, 
unless it is a deliverable under the Contract. 

02 Disclosure of Foreground Information 

1. The Contractor shall promptly report and fully disclose to the Minister all Foreground Information that could be 
Inventions, and shall report and fully disclose to the Minister all other Foreground Information not later than the 
time of completion of the Work or at such earlier time as the Minister or the Contract may require. 

2. Before and after final payment to the Contractor, the Minister shall have the right to examine all records and 
supporting data of the Contractor which the Minister reasonably deems pertinent to the identification of 
Foreground Information. 

03 Canada to Own Intellectual Property Rights in Foreground Information 

1. Without affecting any Intellectual Property Rights or interests therein that have come into being prior to the 
Contract, all Intellectual Property Rights in the Foreground Information shall immediately, as soon as they 
come into existence, vest in and remain the property of Canada. The Contractor shall have no right in or to 
any such Intellectual Property Rights in the Foreground Information except any right that may be granted in 
writing by Canada. 

2. The Contractor shall incorporate the copyright symbol and either of the following copyright notices, as 
appropriate, into all Foreground Information that is subject to copyright, regardless of the form in or medium 
upon which it is recorded:  

(c) HER MAJESTY THE QUEEN IN RIGHT OF CANADA (year) 

or 

(c) SA MAJESTÉ LA REINE DU CHEF DU CANADA (year) 

3. (i) For greater certainty, the Contractor agrees that where the Work under the Contract involves the 
preparation of a database or other compilation using information or data supplied by Canada or personal 
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information referred to in paragraph (ii), then the Contractor shall not use or disclose any such information or 
data or personal information for any purpose other than completing the Work under the Contract. The 
Contractor shall not dispose of such information or data or personal information except by returning it to 
Canada. The Contractor shall comply with the General Conditions of the Contract in regard to maintaining the 
confidentiality of such information, data, or personal information. Unless the Contract otherwise expressly 
provides, the Contractor shall deliver to Canada all such information, data, or personal information, together 
with every copy, draft, working paper and note thereof that contains such information, data, or personal 
information upon completion or termination of the Contract or at such earlier time as the Minister may require.  

(ii) For greater certainty and without limiting sub-section 03(1), if the Work under the Contract involves the 
collection of personal information as that term is defined in the Privacy Act (R.S.C., c. P-21), then all 
Intellectual Property Rights in and title to that personal information shall, immediately upon the collection of it 
by the Contractor, vest in Canada, and the Contractor shall have no right or interest in it. 

4. The Contractor shall execute such conveyances or other documents relating to the Intellectual Property Rights 
in the Foreground Information as the Minister may require, and the Contractor shall, at Canada's expense, 
afford the Minister all reasonable assistance in the preparation of applications and in the prosecution of any 
applications for registration of any Intellectual Property Right in any jurisdiction, including without limitation the 
assistance of the inventor in the case of Inventions. 

04 License to Intellectual Property Rights in Background Information 

1. The Contractor hereby grants to Canada a non-exclusive, perpetual, irrevocable, world-wide, fully-paid and 
royalty-free license to exercise such of the Intellectual Property Rights in any Background Information 
incorporated into the Work or necessary for the performance of the Work as may be required for the following 
purposes:  

1. for the use, operation, maintenance, repair or overhaul of the Work; 

2. in the manufacturing of spare parts for maintenance, repair or overhaul of any custom part of the 
Work by Canada if those parts are not reasonably available to enable timely maintenance, repair or 
overhaul; 

3. for disclosure to any contractor engaged by Canada (or bidder for such a contract) to be used solely 
for a purpose set out in paragraph (a) or (b), but only if the Contractor is unable or unwilling to carry 
out the maintenance, repair or overhaul or provide the spare parts on reasonable commercial terms 
and within reasonable delivery times; 

and the Contractor agrees to make any such Background Information (including, in the case of Software, 
source code) promptly available to Canada for any such purpose. 

2. The Contractor hereby further grants to Canada a non-exclusive, perpetual, irrevocable, world-wide, fully-paid 
and royalty-free license to exercise such of the Intellectual Property Rights in the Background Information 
incorporated into the Work or necessary for the performance of the Work as are necessary in order for 
Canada to modify, improve or further develop the Foreground Information. Canada's rights under this 
subsection 2 shall not include the right to reproduce the whole or part of any deliverable under the Contract 
that does not incorporate Foreground Information, save that Canada may reproduce any drawings, plans, 
designs, or other Background Information that are subject to copyright or industrial design protection, for 
purposes of modification, improvement or further development of the Foreground Information by or for 
Canada. The Contractor agrees to make any such Background Information (including, in the case of Software, 
source code) promptly available to Canada for any such purpose. 

3. Notwithstanding subsections 1 and 2, the license set out therein shall not apply to any Software that is subject 
to detailed license conditions that are set out elsewhere in the Contract. 
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4. The Contractor acknowledges that, subject to paragraph (c) of subsection 1, Canada may wish to award 
contracts for any of the purposes contemplated in subsections 1 and 2 and that such contract awards may 
follow a competitive process. The Contractor agrees that Canada's license in relation to the Intellectual 
Property Rights in Background Information includes the right to disclose the Background Information to 
bidders for such contracts, and to sub-license or otherwise authorize the use of that information by any 
contractor engaged by Canada solely for the purpose of carrying out such a contract. Canada shall require 
bidders and the contractor not to use or disclose any Background Information except as may be necessary to 
bid for or to carry out that contract. 

5. Where the Intellectual Property Rights in any Background Information are owned by a Subcontractor at any 
tier, the Contractor shall either obtain a license from that Subcontractor that permits compliance with 
subsections 1 and 2 or arrange for the Subcontractor to convey directly to Canada the same rights by 
execution of the form provided for that purpose by the Minister, in which case the Contractor shall deliver that 
form to the Minister, duly completed and executed by the Subcontractor, no later than the time of disclosure to 
Canada of that Background Information. 

05 Right to License 

The Contractor represents and warrants that the Contractor has, or the Contractor undertakes to obtain, the right to 
grant to Canada the license to exercise the Intellectual Property Rights in the Background Information as required by 
the Contract. 

06 Access to Information; Exception to Contractor Rights 

1. Subject to the Access to Information Act, R.S.C., c. A-1 and to any right of Canada under the Contract, 
Canada shall not release or disclose outside the Government of Canada any Background Information 
delivered to Canada under the Contract that is confidential information or a trade secret of the Contractor or a 
Subcontractor. 

2. Nothing in these terms and conditions shall be construed as limiting Canada's right to exercise the Intellectual 
Property Rights in any Background Information, or to disclose any Background Information, to the extent that 
such information:  

1. is or becomes in the public domain, or to the extent that the Contractor does not benefit from or 
ceases to benefit from any intellectual property rights protection for such information under legislation 
or at law (other than under the terms of the Contract), for any reason including as a result of Canada's 
use or disclosure of deliverables under the Contract for any purpose whatever that is not expressly 
excluded under the Contract; 

2. is or becomes known to Canada from a source other than the Contractor, except from any source that 
is known to Canada to be under an obligation to the Contractor not to disclose the information; 

3. is independently developed by or for Canada; or 

4. is disclosed under compulsion of a legislative requirement or any order of a court or other tribunal 
having jurisdiction. 

07 Waiver of Moral Rights 

1. The Contractor shall provide to Canada, at the completion of the Work or at such other time as the Minister 
may require, a written permanent waiver of moral rights (as that term is defined in the Copyright Act, R.S.C., c. 
C-42), in a form acceptable to the Minister, from every author that contributed to any Foreground Information 
which is subject to copyright protection and which is deliverable to Canada under the terms of the Contract. 
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2. If the Contractor is an author of the Foreground Information referred to in subsection 1, the Contractor hereby 
permanently waives the Contractor's moral rights in that Foreground Information. 

Copyright (Re: 6.5) 

Copyright 

1. In this section, 
"Material" means anything that is created or developed by the Contractor as part of the Work under the 
Contract, and in which copyright subsists, but does not include computer programs and related software 
documentation.  

"Moral Rights" has the same meaning as in the Copyright Act, R.S.C. 1985, c. C-42. 

2. Copyright in the Material shall vest in Canada and the Contractor shall incorporate in all Material the copyright 
symbol and either of the following notices, as appropriate:  

(c) HER MAJESTY THE QUEEN IN RIGHT OF Canada (year) 

or 

(c) SA MAJESTÉ LA REINE DU CHEF DU CANADA(year) 

3. At the completion of the Contract, or at such other time as the Contract or the Minister may require, the 
Contractor shall fully and promptly disclose to the Minister all Material created or developed under the 
Contract. 

4. Where copyright in any Material vests in Canada under the Contract, the Contractor shall execute such 
conveyances and other documents relating to title or copyright as the Minister may require. 

5. The Contractor shall not use, copy, divulge or publish any Material except as is necessary to perform the 
Contract. 

6. At the request of the Minister, the Contractor shall provide to Canada, at the completion of the Work or at such 
other time as the Minister may require, a written permanent waiver of Moral Rights, in a form acceptable to the 
Minister, from every author that contributed to the Material. 

7. If the Contractor is an author of the Material, the Contractor hereby permanently waives the Contractor's Moral 
Rights in respect of the Material. 
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ANNEX “A” 

 

 

STATEMENT OF WORK 

 

1. Title 
Moderator, two note-takers, and regional in-person registration support for a public engagement session 
on accessibility legislation. 

 

2.  Objectives  
 

The primary objective is to provide moderation and note-taking services as well as regional on-site support 
for the registration of participants at a public engagement session on accessibility legislation, to be held on 
Thursday, September 22, 2016 in Whitehorse, Yukon. 

 
The purpose of these services is to: (1) ensure participants have an opportunity to express their views on 
an equal basis with others; (2) ensure participants’ expressed views and opinions are concisely and 
accurately captured; and (3) provide support at the registration desk by a regional representative.   

 

3.  Background Statement 
 

The Honourable Carla Qualtrough, Canada's first Minister of Sport and Persons with Disabilities, has been 
mandated by the Prime Minister to lead an engagement process with Canadians, including Canadians with 
disabilities, provinces, territories, municipalities, and other stakeholders, that would inform planned 
legislation that will transform how the Government of Canada addresses accessibility. 

The engagement process is to be inclusive to all Canadians, including people with disabilities. The 
accessibility of all the engagement events, including communication and other accommodations, will be key 
priorities throughout the process. Sign language interpretation and captioning services will be provided.  
 
A public session will be held on Thursday, September 22, 2016 in Whitehorse, Yukon. This session will be 
open to the public, including people with disabilities, and their families, to solicit input on the development of 
accessibility legislation. Approximately 60 participants are expected to attend. 
 
The session will be led by co-chairs who will provide introductory remarks and seek input from participants 
over the course of the session. The moderator will oversee the running of the meeting overall.  

 

4.  Tasks and Deliverables 
 

The Contractor shall arrange for the services of a moderator, two on-site note-takers and a regional 
representative to provide support at the registration desk. The event is expected to be up to 4 hours in 
duration in the late afternoon / early evening.  

 
The Contractor is expected to: 
 

 Respect the accessibility requirements and diversity of the event’s audience and participants. The 
moderator is to ensure that participants can engage in the discussions on an equal basis with others, 
respecting the use of interpretive services and other accommodations that are put in place for such 
purposes. 

 Meet in-person or by teleconference with the Project Authority within one week of the contract being 
awarded and in advance of the event to ensure quality control and coordination of moderation, note-
taking and registration services. 

 Review background material to develop an understanding and orientation to the issues and the topics 
to be discussed. 
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 Ensure the moderator, note-takers, and registration support arrive at the event location at least 30 
minutes prior to the scheduled start of the event. 

 Work closely with other contractors hired for the events, such as captionists, translators, audio visual 
staff and other interpretation services, in order to meet deliverables. 

 
Notes: 

 Participants will be providing comments through a variety of communication formats, including sign 
language. Interpreters will be on-site at all events. The moderator will work with all services, including 
all interpreters, to ensure an accessible meeting through which all participants have an opportunity to 
participate on an equal basis with others.  

 

5.  Reporting Requirements 

  
The Contractor will: (1) provide guidance and advice on the planning of the session, meeting agenda, and 
other considerations; (2) draft and deliver detailed and organized notes that accurately reflect the 
discussion at the event; and (3) draft and deliver a short one to three-page summary of the discussion at 
the event. 
 
All notes and reports must be provided in draft form and free of grammar and spelling mistakes to the 
Project Authority in Microsoft Word within 5 business days after the completion of the event for review. 
Final approved notes are to be provided to the Project Authority within 5 business days of receipt of ESDC-
requested revisions. 
 

6.  Constraints 
 
The Contractor shall be responsible for providing note-takers with their own equipment (e.g. keyboard, 
laptop, internet connection if required, etc.).  

 
The Contractor shall be required to maintain his/her own work space and suitable equipment required to 
carry out the duties as described. 
 
Draft and finalized event notes and summary are to be forwarded to the Project Authority for review and 
approval. 
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ANNEX “B” 

 

 

Evaluation Criteria 
 

Mandatory Requirements: 

 
The mandatory requirements listed will be evaluated on a simple pass/fail (i.e. compliant / non-compliant) basis.  
Proposals that fail to meet the mandatory requirements will be disqualified at this stage without further consideration 
and the Bidder’s proposal will be considered to be non-responsive. 
  
Proposals must demonstrate compliance with all of the following specifications and requirements and must provide the 
necessary documentation to support compliance in order to be considered. 

 

Statement of Compliancy 

 

Requirement  

Number 

Description Page No. / 

Paragraph No. 

Compliant /  

Not Compliant 

M1  Bidder’s proposal must demonstrate that they have 
a minimum of 5 years’ experience in planning and 
overseeing meetings with a two-way interactive 
dialogue with a diverse audience.  
 

  

M2  Bidder’s proposal must demonstrate that they have 
a minimum of 5 years’ experience in providing note-
taking services with a concise and accurate record 
of all the main points of the discussion provided by 
all participants. 
 

  

M3  Bidder’s proposal must demonstrate that they have 
a minimum of 3 years’ experience in providing in-
person registration support at meetings or events. 
 

  

 



 

Request for Proposal: 100007442 

       
 

  Page 24 of 24 

 

Rated Requirements: 

 

Rated Criteria 
 

Item # Rated Criteria Points 
Awarded 

Reference to bidder 
documentation (proposal, 
resume, presentation letter, 
Page #) 

R1 In addition to M1, the bidder should 
demonstrate experience in planning and 
overseeing meetings with a two-way 
interactive dialogue with a diverse audience. 
 
0-5 yrs = 0 pts 
6-10 yrs = 5 pts 
11-15 yrs = 10 pts 
16 yrs + = 15 pts 
 

  

R2 
 
 
 

In addition to M2, the bidder should 
demonstrate the years of experience in 
providing note-taking services with a concise 
and accurate record of all the main points of 
the discussion by all participants provided. 
 
0-5 yrs = 0 pts 
6-10 yrs = 5 pts 
11-15 yrs = 10 pts 
16 yrs + = 15 pts 
 

  

R3 
 

In addition to M3, the bidder should  
demonstrate the years of experience in 
providing in-person registration support at 
meetings or events. 
 
0-3 yrs = 0 pts 
4-7 yrs = 5 pts 
8 -11 yrs = 10 pts 
12 yrs + = 15 pts 
 

  

Total Points Available: 45 

Minimum Passing Points: 15 

Total Points Awarded:  

 


