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Comments - Commentaires

Vendor/Firm Name and Address
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Issuing Office - Bureau de distribution

Communication Procurement Directorate/Direction de
|'approvisionnement en communication

360 Albert St./ 360, rue Albert

12th Floor / 12ieme étage
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Ontario

K1A 0S5

Canadd

Services gouvernementaux

Title - Sujet

Transcription Services

Solicitation No. - N° de l'invitation Date
EN578-171290/A 2016-11-25

Client Reference No. - N° de référence du client
EN578-17-1290

GETS Ref. No. - N° de réf. de SEAG
PW-$$CY-025-71967

File No. - N° de dossier
cy025.EN578-171290

CCC No./N° CCC - FMS No./N° VME

Time Zone

Fuseau horaire
Eastern Standard Time
EST

Solicitation Closes - L'invitation prend fin
at-a 02:00 PM
on - le 2016-12-20

Delivery Required - Livraison exigée
See Herein

Address Enquiries to: - Adresser toutes questions a:
Kamal, Mostafa A.

Buyer Id - Id de I'acheteur

y025

Telephone No. - N° de téléphone
(613)990-5858 ( )

FAX No. - N° de FAX

() -

Destination - of Goods, Services, and Construction:

Destination - des biens, services et construction:

DEPARTMENT OF PUBLIC WORKS AND GOVERNMENT SERVICES CANADA
PORTAGE Il 6B1

11 LAURIER ST

Gatineau

Quebec

K1A0S5

Canada

Security - Sécurité
Thisrequest for a Standing Offer includes provisions for security.

Cette Demande d"offre a commandes comprend des dispositions en matiére de sécurité.

Instructions: See Herein

Instructions: Voir aux présentes

Vendor/Firm Name and Address
Raison sociale et adresse du fournisseur/de I'entrepreneur

Telephone No. - N° de téléphone
Facsimile No. - N° de télécopieur

Name and title of person authorized to sign on behalf of Vendor/Firm
(type or print)

Nom et titre de la personne autorisée a signer au nom du fournisseur/
de I'entrepreneur (taper ou écrire en caractéres d'imprimerie)

Date

Signature
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PART 1 - GENERAL INFORMATION

11 Introduction

The Request for Standing Offers (RFSO) is divided into seven parts plus annexes, as follows:

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

Part 2 Offeror Instructions: provides the instructions applicable to the clauses and conditions of
the RFSO;

Part 3 Offer Preparation Instructions: provides Offerors with instructions on how to prepare their

offer to address the evaluation criteria specified;

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

Part 5 Certifications and Additional Information: includes the certifications and additional

information to be provided;

Part 6 Security Requirements: includes specific requirements that must be addressed by
Offerors; and

Part 7 7A, Standing Offer, and 7B, Resulting Contract Clauses:

7A, includes the Standing Offer containing the offer from the Offeror and the applicable
clauses and conditions;

7B, includes the clauses and conditions which will apply to any contract resulting from a
call-up made pursuant to the Standing Offer.

The Annexes include the Statement of Work, the Basis of Payment, Non-Disclosure Agreement, Security
Requirements Check List, Transcription Specifications Sheet and the Electronic Payment Instructions.

1.2 Summary

1.2.1  The purpose of this Request for Standing Offer is to seek the services of firms that provide
transcription of client supplied audio/video:

e On an "if and when requested basis", provide verbatim transcripts of client provided audio / video
including speeches, press conferences, interviews etc. (excludes court and legal proceedings and
radio /TV transcripts)

e On an "if and when requested basis", provide verbatim transcripts of client provided audio / video

of public hearings, inquiries, tribunals etc. conducted by Federal government departments,
commissions and agencies (excludes onsite court reporting)
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1.2.2 The RFSO contains 2 streams and offerors have the option to submit an offer for either stream 1
OR stream 2 OR both stream 1 and stream 2:

e STREAM 1: GENERAL - verbatim transcripts of client provided audio / video of events
including speeches, press conferences, interviews etc. (excludes court and legal
proceedings and radio /TV transcripts)

e STREAM 2: LEGAL AND COURT PROCEEDINGS - verbatim transcripts of client provided
audio / video of public hearings, inquiries, tribunals (excludes onsite court reporting)

1.2.3  The requirement is subject to the provisions of the Agreement on Internal Trade (AIT).
1.2.4  The requirement is limited to Canadian goods and/or services.

1.2.5 The Request for Standing Offers (RFSO) is to establish Departmental Individual Standing Offers
(DISO) for the requirement detailed in the RFSO, to the Identified Users across Canada,
excluding locations within Yukon, Northwest Territories, Nunavut, Quebec, and Labrador that are
subject to Comprehensive Land Claims Agreements (CLCAs). Any requirement for deliveries to
locations within CLCAs areas within Yukon, Northwest Territories, Nunavut, Quebec, or Labrador
will have to be treated as a separate procurement, outside of the resulting standing offers.

1.2.6  Authorized clients include all departments and agencies listed in schedules | through Il of the
Financial Administration Act.

1.2.7 The period of the standing offer is from January 1, 2017 to December 31, 2017 with optional three
(3) additional one year periods.

1.3 Security Requirements

There are security requirements associated with the requirement of the Standing Offer. For additional
information, see Part 6 - Security, Financial and Insurance Requirements, and Part 7 - Standing Offer and
Resulting Contract Clauses. For more information on personnel and organization security screening or
security clauses, Offerors should refer to the Industrial Security Program (ISP) of Public Works and
Government Services Canada (http://ssi-iss.tpsgc-pwgsc.gc.cal/index-eng.html) website.

The security requirement for each call-up will be determined by the Project Authority and will depend on
the nature of work bring transcribed. Security requirements for individual call-ups will range from no
security required to up to Protected A / B and may include personnel, facility and / or IT security.

1.4 Debriefings
Offerors may request a debriefing on the results of the request for standing offers process. Offerors

should make the request to the Standing Offer Authority within 15 working days of receipt of the results of
the request for standing offers process. The debriefing may be in writing, by telephone or in person.
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1.5 Key Terms

Standing offer

A Standing Offer is not a contract. It is an offer from a supplier to provide goods
and/or services to clients at prearranged prices or pricing basis and under set terms
and conditions for a specified period on an as-and-when requested basis. A separate
contract is entered into each time a call-up is made against a Standing Offer. When a
call-up is made, the terms and conditions are already in place and acceptance by
Canada of the supplier's offer is unconditional. Canada's liability shall be limited to
the actual value of the call-ups made within the period specified in the Standing Offer

Call-up
Against a
Standing Offer

An order issued under the authority of a duly authorized user against a particular
standing offer. Communication of a call-up against a standing offer to the Offeror
constitutes acceptance of the standing offer to the extent of the goods, services, or
both, being ordered and causes a contract to come into effect. The parties to the
contract that comes into effect when a call-up against a standing offer is made by
Canada, as represented by the Minister of Public Works and Government Services
and the Offeror

Departmental
Individual
Standing Offer
(DISO)

A Departmental Individual Standing Offer is used by PWGSC as a method of supply
to:

e Analyze customer demand, determine quantities and quality, standardize
products used by government, manage complex requirements and satisfy
requirements for data collection for reports to Treasury Board and the Auditor
General's Office.

e For call-ups of $10,000 and over (excluding taxes), ONLY PWGSC
Communications Procurement Directorate (CPD) may issue call-ups, upon
receipt of a funded requisition from a customer department

e For call-ups of under $10,000, client departments will issue the call-up or upon
request from a client department, PWGSC-CPD can issue the call-up on
behalf of the client department.
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PART 2 - OFFEROR INSTRUCTIONS
2.1 Standard Instructions, Clauses and Conditions

All instructions, clauses and conditions identified in the Request for Standing Offers (RFSO) 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.

Offerors who submit an offer agree to be bound by the instructions, clauses and conditions of the RFSO
and accept the clauses and conditions of the Standing Offer and resulting contract(s).

The 2006 (2016-04-04) Standard Instructions - Request for Standing Offers - Goods or Services -
Competitive Requirements, are incorporated by reference into and form part of the RFSO.

211 SACC Manual Clauses

NUMBER DESCRIPTION DATE
MO0019T Firm Price and/or Rates 2007-05-25
M7035T List of Proposed Subcontractors | 2013-07-10

2.2 Submission of Offers

Offers must be submitted only to Public Works and Government Services Canada (PWGSC) Bid
Receiving Unit by the date, time and place indicated on page 1 of the Request for Standing Offers.

Due to the nature of the Request for Standing Offers, transmission of offers by facsimile to PWGSC wiill
not be accepted.

Department of Public Works and Government Services
Bid Receiving Unit
Portage Ill, 0B2 - 11 Laurier Street
Gatineau, Quebec
For couriers: J8X 4A6 For regular mail: K1A 0S5
Telephone (819) 956-3370
Fax No.: (819) 997-9776

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 FPS, offerors must provide
the information required below before the issuance of a standing offer. If the answer to the questions
and, as applicable the information required have not been received by the time the evaluation of offers
is completed, Canada will inform the Offeror 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 offer 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:
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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 Offeror a FPS in receipt of a pension? YES () NO ()

If so, the Offeror 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, Offerors agree that the successful Offeror'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 Offeror a FPS who received a lump sum payment pursuant to the terms of the Work Force
Adjustment Directive? YES () NO ()

If so, the Offeror must provide the following information:

name of former public servant;

conditions of the lump sum payment incentive;

date of termination of employment;

amount of lump sum payment;

rate of pay on which lump sum payment is based;

period of lump sum payment including start date, end date and number of weeks;
number and amount (professional fees) of other contracts subject to the restrictions of a
work force adjustment program.

@ poooTow

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
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24 Enquiries - Request for Standing Offers

All enquiries must be submitted in writing to the Standing Offer Authority no later than 7 calendar days
before the Request for Standing Offers (RFSO) closing date. Enquiries received after that time may not
be answered.

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

25 Applicable Laws

The Standing Offer and any contract resulting from the Standing Offer must be interpreted and governed,
and the relations between the parties determined, by the laws in force in Ontario.

Offerors may, at their discretion, substitute the applicable laws of a Canadian province or territory of their
choice without affecting the validity of their offer, 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 Offerors.
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PART 3 - OFFER PREPARATION INSTRUCTIONS
3.1 Offer Preparation Instructions

Canada requests that Offerors provide their offer in separately bound sections as follows:

Section I Technical Offer 3 hard copies and 1 soft copy on USB flash drive.
Section II: Financial Offer 1 hard copy and 1 soft copy on USB flash drive
Section IlI: Certifications 1 hard copy

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 offer only. No prices must be indicated in any other section of the
offer.

Canada requests that Offerors follow the format instructions described below in the preparation of their
offer.

(a) use 8.5 x 11 inch (216 mm x 279 mm) paper;
(b) use a numbering system that corresponds to that of the Request for Standing Offers.

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, Offerors should:

1) use 8.5 x 11 inch (216 mm x 279 mm) paper containing fiber certified as originating from a
sustainably-managed forest and containing minimum 30% recycled content; and

2) use an environmentally-preferable format including black and white printing instead of colour
printing, printing double sided/duplex, using staples or clips instead of cerlox, duotangs or
binders.

Section I: Technical Offer

In their technical offer, Offerors should explain and demonstrate how they propose to meet the
requirements and how they will carry out the Work.

Section ll: Financial Offer

Offerors must submit their financial offer in accordance with Annex B, Basis of Payment. The total amount
of Applicable Taxes must be shown separately.

3.1.1  Electronic Payment of Invoices — Offer

If you are willing to accept payment of invoices by Electronic Payment Instruments, complete Annex “2”
Electronic Payment Instruments, to identify which ones are accepted.

If Annex “2” Electronic Payment Instruments is not completed, it will be considered as if Electronic
Payment Instruments are not being accepted for payment of invoices.

Acceptance of Electronic Payment Instruments will not be considered as an evaluation criterion.
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Section lll: Certifications

Offerors must submit the certifications and additional information required under Part 5.

Section IV: Additional Information

11 Offeror’s Proposed Site or Premises Requiring Safeguard Measures

As indicated in Part 6 under Security Requirement, only Offeror(s) submitting an offer with document

safeguarding clearance, must provide the required information below, on the Offeror’s proposed site or
premises for which safeguard measures are required for Work Performance.

Address:
Street Number / Name / Unit Number:
City, Province, Territory / State:

Postal Code / Zip Code :

Country:
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PART 4 - EVALUATION PROCEDURES AND BASIS OF SELECTION
41 Evaluation Procedures.

(a) Offers will be assessed in accordance with the entire requirement of the Request for Standing
Offers including the technical and financial evaluation criteria.

(b) An evaluation team composed of representatives of Canada will evaluate the offers.
41.1 Technical Evaluation

The Offeror must clearly indicate which stream (s) they are submitting an offer for by selecting
only one of the options in the table below:

OPTION 1 The offer submitted is for stream 1 only C]
OPTION 2 The offer submitted is for stream 2 only C]
OPTION 3 The offer submitted is for both stream 1 and 2 (]

If submitting an offer for both stream 1 and stream 2:

o Offers will be evaluated separately for each stream and offerors must successfully pass the
mandatory, the rated and all other requirements for each stream in order to qualify for a Standing
Offer for each of the streams. If the Offeror qualifies for only one stream, a Standing Offer will be
awarded for the qualified stream only

e For each of the mandatory and rated requirements, the Offeror must clearly indicate the portions
of their offer that are applicable to each stream 1 and stream 2.

e Offerors should submit an offer that either has two separate sections for stream 1 and 2 or that
uses separate paragraphs with subheadings (stream 1 & stream 2) for each of the requirements.

4.1.1.1 Mandatory Technical Criteria

An offer must meet all the mandatory requirements. Offers not meeting all of the mandatory requirements
will be given no further consideration and will be declared non-responsive. Offers meeting the Mandatory
requirements will go on to be evaluated for Point-Rated Requirements.

MANDATORY CRITERIA REFERENCED MET / NOT
SECTION IN MET
OFFEROR’S
PROPOSAL (for
each applicable
stream(s)

M1 | Experience

For stream 1 and/ or stream 2 (as applicable), the Offeror must
demonstrate that they have at least three (3) years’ experience
in providing the services in the indicated stream(s), as outlined
in the statement of work, within the last five (5) years from the
closing date of this request for standing offer.
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M2 | For stream 1 and/ or stream 2 (as applicable), the Offeror must
provide a minimum of two (2) transcriptionists each with a
minimum of three (3) years’ experience in the indicated
stream(s), within the last five (5) years from the closing date of
this request for Standing Offer. A minimum of one (1)
transcriptionist must be able to transcribe from bilingual
(English and French) audio / video

For each of the transcriptionists, the Offeror must provide:

a) Their name

b) Description of experience including number of months

c) Language (s) they are able to transcribe (can use
same resources for both streams if experience is
applicable)

M3 | For stream 1 and/ or stream 2 (as applicable), the Offeror must
provide a minimum of two (2) projects each, in the indicated
stream(s), completed or ongoing within the last three (3) years
from the closing date of this request for Standing Offer. A
minimum of one of the projects must have been for bilingual
(English and French) transcription services.

For each of the projects, the Offeror must provide:

a) The name and contact information of the client
b) The date of the project

c) Description of the project

d) Language

4.1.1.2 Point Rated Technical Criteria

Only offers that meet all of the Mandatory requirements will be considered in the evaluation of the Rated
Requirements. To be considered responsive, an offer must obtain a minimum score of 70% for each of
the point rated criteria.

R.1 APPROACH AND METHODOLOGY (maximum 20 points / 14 points minimum)

For stream 1 and/ or stream 2 (as applicable), the Offeror should describe the organizational approach
and methodology that will be used in completing all aspects of the Statement of Work. The approach and
methodology should demonstrate an understanding of the requirement and should clearly outline how the
Offeror is organized to meet the deadline requirements as stated in the statement of work and the format
of audio/video from which they are able to transcribe.

For Stream 1 only - offerors should also describe how they are able to meet the requirement for urgent
requests as well as the requirement for service availability 24 hours a day, 7 days a week, 365 days a
year.

For Stream 2 only — offerors should also describe how they are able to meet the requirement for service

availability from 8 a.m. to 6 p.m. (Monday through Friday); and the requirement for a method of placing
urgent requests outside of these hours.
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Criteria

Criterion is not
met
0%

Criterion is partially met

50%

Criterion is fully met

100%

a) Approach and
Methodology
(max 5 points)

The information
provided was
unsuitable,
insufficient, or
not present

-approach and
methodology is described
but is not clear

-approach and methodology
is complete and detailed and
clearly demonstrates an
understanding of the
requirements

b) Ability to meet
deadline
requirements as
described in the
statement of work
(max 5 points)

The information
provided was
unsuitable,
insufficient, or
not present.

-is described but is
unclear and

does not fully
demonstrate the ability to
meet deadline
requirements

-is complete and detailed and
demonstrates the ability to
meet the deadline
requirements

c)Ability to meet
urgent requests
(max 4 points)

The information
provided was
unsuitable,
insufficient, or
not present.

-is described but is
unclear and

does not fully
demonstrate the ability to
meet urgent requests

-is complete and detailed and
clearly demonstrates the
ability to meet urgent
requests;

d) Format of
audio/video
(max 2 points)

The information
provided was
unsuitable,
insufficient, or
not present.

-is described but is
unclear;

-does not fully
demonstrate ability to
receive audio and video in
a variety of formats (less

-is described and clearly
demonstrates ability to
receive audio and video in a
variety of formats;

-describes a minimum of four
formats.

(max 4 points)

unsuitable,
insufficient, or
not present.

-does not fully
demonstrate the ability to
contact the supplier
24/7/365

than four)
e)Service availability | The information | -is described but is -is complete and detailed and
for Stream 1 provided was unclear ; demonstrates 24/7/365

availability for contact and
demonstrates that personnel
are available 24/7/365 for
transcription

e)Service availability
for Stream 2
(max 4 points)

The information
provided was
unsuitable,
insufficient, or
not present.

-is described but is
unclear ;

-does not fully
demonstrate service
availability from 8 a.m. to
6 p.m. (Monday through
Friday) and the ability to
place urgent requests
outside of these hours.

-is complete and detailed and
demonstrates service
availability from 8 a.m. to 6
p.m. (Monday through
Friday) and the requirement
for a method of placing
urgent requests outside of
these hours.

R.2 EXPERIENCE AND EXPERTISE OF THE FIRM (20 points / 14 points minimum)

For stream 1 and/ or stream 2 (as applicable), the Offeror’s projects as submitted in M3 will be evaluated.
The Offeror should include details on when the work was performed, a brief description of the work

performed, turnaround times and for whom the services were provided.

Offerors should identify the Project Manager (or main contact for departments) and their relevant
experience related to this requirement.
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Criteria Criterion is not met | Criterion is partially Criterion is fully met
0% met
50% 100%
a) Experience and | The information Project description is Project description clearly
Expertise of the provided was described but is not demonstrates experience
Firm unsuitable, clearly related to this and expertise relevant to this
(maximum 10 insufficient, or not requirement requirement

points - 5 points | present.
per project)

b) Ability to meet | -is not described or is | Ability to meet Project clearly demonstrates
turnaround times | less than the turnaround times is that the Offeror is able to
(maximum 8 turnaround times described but is not meet turnaround times and
points- 4 points | described in Annex clear or just meets the exceed the turnaround times
per project) A- Statement of turnaround times described in Annex A-

Work described in Annex A- Statement of Work

Statement of Work

c) Experience of -Project Manager is -Project Manager has -Project Manager has one (1)
Project Manager not identified or less than one (1) year of | or more years of relevant
(max 2 points) Project Manager relevant experience experience

does not have
experience relevant
to this requirement

R.3 QUALITY OF TRANSCRIPTS (20 points / 7 points minimum per transcript)

For stream 1 and/ or stream 2 (as applicable), the Offeror should demonstrate their ability to provide high
quality transcripts in English and in French by providing a sample English transcript and a sample French
transcript along with the source audio or video on CD or DVD. The length of the digital recording for each
transcript must be between a minimum of three (3) minutes to a maximum of five (5) minutes.

Criteria Criterion is not met Criterion is partially Criterion is fully met

a) sample 0% met

English 50% 100%

transcript

Transcript - speakers are often -speakers are usually -all speakers and relevant

Format identified incorrectly, identified, and properly; | titles/positions are properly

(maximum 4 or not at all; - new speakers are identified.

points) - it is difficult to identified. - new speakers are always
determine when one clearly identified.

speaker stops and
another begins.

Conventions - the transcripts - the transcripts made - the transcripts have no
and accuracy include many spelling | few spelling errors (no more than 2 spelling errors in
(maximum 6 errors (in excess of 8 more than 4 in any one any one transcript.;
points) in any one transcript); | transcript); - no more than 2 errors in

- serious and frequent - few errors in punctuation in any one

errors in punctuation punctuation (no more transcript;

(in excess of 8 in any than 4 in any one - there are no inaudible

one transcript); transcript); segments.

-the number of - there are few inaudible

inaudible segments segments, and the flow

renders the transcript of the transcript is not

unintelligible. affected.
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determine when one

speaker stops and
another begins.

Criteria Criterion is not met Criterion is partially Criterion is fully met

b) sample 0% met

French 50% 100%
transcript

Transcript - speakers are often -speakers are usually -all speakers and relevant
Format identified incorrectly, identified, and properly; | titles/positions are properly
(maximum 4 or not at all; - new speakers are identified.

points) - it is difficult to identified. - new speakers are always

clearly identified.

Conventions

and accuracy
(maximum 6
points)

- the transcripts

include many spelling
errors (in excess of 8
in any one transcript);
- serious and frequent
errors in punctuation
(in excess of 8 in any

one transcript);
-the number of
inaudible segments

renders the transcript

unintelligible.

- the transcripts made
few spelling errors (no
more than 4 in any one
transcript);

- few errors in
punctuation (no more
than 4 in any one
transcript);

- there are few inaudible
segments, and the flow
of the transcript is not
affected.

- the transcripts have no
more than 2 spelling errors in
any one transcript.;

- no more than 2 errors in
punctuation in any one
transcript;

- there are no inaudible
segments.

R.4 QUALITY CONTROL (10 points / 7 points minimum)

For stream 1 and/ or stream 2 (as applicable), the Offeror should provide full details of their quality control

and backup plans to ensure delivery of quality transcripts within the turnaround times as identified in the

statement of work.

Criteria

0%

Criterion is not met

Criterion is partially
met
50%

Criterion is fully met

100%

Quality Control
(max 6 points)

The information
provided was
unsuitable,
insufficient, or not
present.

Quality control plans
provide limited details

Details demonstrate
adequate quality control
mechanisms are in place;
Transcripts go through a
minimum of one level of
quality control prior to
delivery.

Backup Plans
(max 4 points)

The information
provided was
unsuitable,
insufficient, or not
present.

Demonstrates limited
backup plans

Demonstrates adequate
backup plans and systems
with recovery in less than two
hours;

Demonstrates access to a
minimum of one backup
personnel for transcription.
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4.1.1.3 Financial Evaluation

Step 1:

For evaluation purposes only, the following scenario of estimated quantities will be used by the

Contracting Authority to calculate the TOTAL AGGREGATE PRICE (TAP) for each stream.

NOTE: The numbers used as ‘volume for evaluation purposes’ are randomly generated. These
‘volume’ numbers are not based on any historical data, and are NOT representational or
indicative of guarantee of quantity that many be required in the future.

Volume for
DESCRIPTION UNIT evaluation
purposes only
STREAM 1: Standard delivery: between four (4) | Per word
to six (6) times the length of the 1,000,000
Verbatim transcription | recording (in hours);
of client provided Urgent delivery: within 24 hours or | Per word
audio/video recordings under four (4) times the length of 200,000.00
including speeches, h ding (in hours))
SCrums, press the recor mg in hou '
conferences, Extended delivery: above six (6) to | Per word
interviews etc. less than nine (9) times the length 500,000.00
of the recording (in hours)
Discounted delivery timeframe: Per word
above nine (9) times the length of 500,000.00
the recording (in hours)
ISTREAM 2: Standard delivery: between four (4) | Per word
to six (6) times the length of the 1,000,000
Verbatim transcription recording (in hours);
of client provided Urgent delivery: within 24 hours or | Per word
audio/video recordings | ,nder four (4) times the length of 200,000
including public h di in h )
hearings, inquiries, the recor mg, (in hours)) -
tribunals Extended delivery: above six (6) to | Per word
less than nine (9) times the length 500,000
of the recording (in hours)
Discounted delivery timeframe: Per word
above nine (9) times the length of 500,000
the recording (in hours)
Setup fee (Stream 1 and 2) Per transcript 1,000
Standby Fee for conference calls / webcasts (Stream 1 and Per 15 minutes 100
2)
Hard copy (Stream 1 and 2) Paper: Per page 10,000
- standard 8.5 x 11 inch
paper

The TAP will be evaluated on the total requirement of that project, including option years, using
the firm all-inclusive rates proposed by the Offeror in Annex “B”.
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Example of Step 1 for Stream 1 - Standard Delivery:

If Offeror A submits an offer as follows for Standard Delivery:

Initial standing offer period $0.03 cents per word
First option period $0.03 cents per word
Second option period $0.04 cents per word
Third option period $0.04 cents per word

The estimated volumes for evaluation purposes will be multiplied by the Offerors price as submitted in
accordance with Annex B to obtain the aggregate price for standard delivery as follows:

Initial standing offer $0.03 cents per word 1,000,000 $30,000
period

First option period $0.03 cents per word 1,000,000 $30,000
Second option period $0.04 cents per word 1,000,000 $40,000
Third option period $0.04 cents per word 1,000,000 $40,000
AGGREGATE PRICE FOR STANDARD DELIVERY $140,000

The same calculation will be made for each element in the basis of payment for each stream. Each
aggregate price will be added together to obtain the TOTAL AGGREGATE PRICE (TAP).

Step 2:

Mandatory Financial Criteria: In order to qualify for the Standing Offer, offerors TAP must be within 1.3
times the calculated average TAP of offers received

For each stream, the average TAP will be calculated as follows:
a) If 3 or less responsive offers are received for a given stream

An average of the 3 offers TAP will be calculated and any offer with a TAP 1.3 times the average TAP
price will be deemed non responsive and will not be evaluated further.

Example:
Offeror Total Aggregate Price
A $325,000
B $340,000
C $510,000
AVERAGE TAP $391,667

In the example above, the average TAP is $391,667. Offeror C would be deemed non-responsive as their
TAP is higher than 1.3 times the average TAP ($509,167)

b) If 4 or more responsive offers are received for a given stream
The highest and the lowest priced offer will not be used as part of the calculation (NOTE: although the

highest and the lowest priced offer is not used as part of the calculation, the offer is not necessarily non
responsive)
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Example:
Offeror Total Aggregate Price
A $325,000
B $340,000
C $510,000
D $285,000
E $410,000
F $375,000

In the example above, the TAP for offeror D (lowest TAP) and offeror C (highest TAP) would be removed
from the calculation of the average TAP

Using the pricing of the remaining 2 or more offers, an average will be calculated and any offer priced 1.3
times the average calculated price will be deemed non responsive

Example:

Offeror Total Aggregate Price

A $325,000

B $340,000

C Removed from calculation
D Removed from calculation
E $410,000

F $375,000

AVERAGE TAP $362,500

In the example above, the average TAP is $362,500. Offeror C would be deemed non-responsive as their
TAP is higher than 1.3 times the average TAP ($471,250)

4.2 Basis of Selection
1. To be declared responsive, an offer must:
(a) Comply with all the requirements of the Request for Standing Offers;
(b) Meet all mandatory technical and financial evaluation criteria; and
(c) Obtain the required minimum points for the technical evaluation criteria which are subject to point
rating

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

Offers not meeting (a) or (b) or (c) will be declared non-responsive. All responsive offers will be
recommended for issuance of a standing offer.
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PART 5 - CERTIFICATIONS AND ADDITIONAL INFORMATION
Offerors must provide the required certifications and additional information to be issued a standing offer.

The certifications provided by Offerors to Canada are subject to verification by Canada at all times.
Unless specified otherwise, Canada will declare an offer non-responsive, will have the right to set-aside a
standing offer, or will declare a contractor in default if any certification made by the Offeror is found to be
untrue whether made knowingly or unknowingly during the offer evaluation period, during the Standing
Offer period, or during the contract period.

The Standing Offer Authority will have the right to ask for additional information to verify the Offeror’s
certifications. Failure to comply and to cooperate with any request or requirement imposed by the
Standing Offer Authority will render the offer non-responsive, result in the setting aside of the Standing
Offer or constitute a default under the Contract.

51 Certifications Required with the Offer

Offerors must submit the following duly completed certifications as part of their offer.
5.1.1 Integrity Provisions - Declaration of Convicted Offences
In accordance with the Ineligibility and Suspension Policy (http://www.tpsgc-pwgsc.gc.ca/ci-if/politique-

policy-eng.html), the Offeror must provide with its offer the required documentation, as applicable), to be
given further consideration in the procurement process.

5.1.2 Additional Certifications Required with the Offer

5.1.2.1 Canadian Content Certification
This procurement is limited to Canadian services.

Offerors should submit this certification completed with their offer. If the certification is not completed
and submitted with the offer, the Contracting Authority will so inform the Offeror and provide the Offeror
with a time frame within which to submit this completed certification. Failure to comply with the request
of the Contracting Authority and submit the completed certification will render the offer non-responsive

The Offeror certifies that:

(') the services(s) offered are Canadian services as defined in paragraph 1 of clause A3050T.

5.1.2.1.1 SACC Manual clause
A3050T (2014-11-27) Canadian Content Definition

5.2 Certifications Precedent to the Issuance of a Standing Offer and Additional Information

The certifications and additional information listed below should be submitted with the offer, but may be
submitted afterwards. If any of these required certifications or additional information is not completed and
submitted as requested, the Standing Offer Authority will inform the Offeror 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 offer non-responsive.
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5.2.1 Federal Contractors Program for Employment Equity - Standing Offer Certification

By submitting an offer, the Offeror certifies that the Offeror, and any of the Offeror's members if the
Offeror is a Joint Venture, is not named on the Federal Contractors Program (FCP) for employment
equity "FCP Limited Eligibility to Bid" list ) available at the bottom of the page of the Employment and
Social Development Canada-Labour's website
(http://www.esdc.gc.ca/en/jobs/workplace/human_rights/employment equity/federal contractor progra
m.page?& ga=1.229006812.1158694905.1413548969).

Canada will have the right to declare an offer non-responsive, or to set-aside a Standing Offer, if the
Offeror, or any member of the Offeror if the Offeror is a Joint Venture, appears on the “FCP Limited
Eligibility to Bid” list at the time of issuing of a Standing Offer or during the period of the Standing Offer.

Signature Date

Title

5.2.2 Status and Availability of Resources

The Offeror certifies that, should it be awarded a contract as a result of the bid solicitation, every
individual proposed in its offer 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 Offeror is unable to provide the services of an
individual named in its offer, the Offeror may propose a substitute with similar qualifications and
experience. The Offeror 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 Offeror: death,
sickness, maternity and parental leave, retirement, resignation, dismissal for cause or termination of an
agreement for default.

If the Offeror has proposed any individual who is not an employee of the Offeror, the Offeror 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 Offeror must, upon request from the
Contracting Authority, provide a written confirmation, signed by the individual, of the permission given
to the Offeror and of his/her availability. Failure to comply with the request may result in the offer being
declared nonresponsive.

Signature Date

Title
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5.2.3 Education and Experience

The Offeror certifies that all the information provided in the résumés and supporting material submitted
with its offer, particularly the information pertaining to education, achievements, experience and work
history, has been verified by the Offeror to be true and accurate. Furthermore, the Offeror warrants that
every individual proposed by the Offeror for the requirement is capable of performing the Work
described in the resulting Standing Offer.

Signature Date

Title
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PART 6 — SECURITY REQUIREMENTS
6.1 Security Requirements

1. The following is ONLY applicable to call-ups with specific security requirement(s). For call-ups
with specific security requirements, before issuance of a call-up, the following conditions (as
applicable) must be met:

(a) (If applicable), the Offeror must hold a valid organization security clearance as indicated
in Part 7A - Standing Offer;

(b) (If applicable), the Offeror's proposed individuals requiring access to classified or
protected information, assets or sensitive work sites must meet the security requirements
as indicated in Part 7A - Standing Offer;

(c) (If applicable), the Offeror must provide the name of all individuals who will require
access to classified or protected information, assets or sensitive work sites;

(d) (If applicable), the Offeror’'s proposed location of work performance and document
safeguarding must meet the security requirements as indicated in Part 7A - Standing
Offer;

(e) (If applicable), the Offeror must provide the addresses of proposed sites or premises of

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

2. Offeror who wish to obtain security clearance are reminded to obtain the required security
clearance promptly. Canada will not delay issuance of a call-up with a security requirement for a
supplier who does not have and needs to be cleared for the required security clearance(s)
needed for that call-up.

3. For additional information on security requirements, Offerors 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.

6.2 Security Requirements for individual call-ups

The security requirement for each call-up against the Standing Offer will be based on the security level
identified for the project. The Project Authority for each call-up will determine the security requirements.
For individual call-ups the security requirement will range from no security required, Reliability Status,
Protected A or Protected B. Call-ups with security requirements may include personnel, facility and / or IT
security. For each call-up requirement, only suppliers holding the appropriate level of security will be
considered for the call-up. For each call-up with a security requirement, prior to contract award, CIISD
verify that the supplier and the personnel to work on the requirement hold the valid security clearance at
the required level.
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PART 7 - STANDING OFFER, ACQUISITIONS FEES AND RESULTING CONTRACT CLAUSES

This Departmental Individual Standing Offer (DISO) is managed by the Communication Procurement
Directorate (CPD) of Public Works and Government Services Canada (PWGSC). CPD is a revenue
dependent organization within PWGSC and therefore will charge all federal government departments and
agencies a 3% acquisition fee based on the value of the resulting call-up (including positive value
amendments) plus HST, if applicable. This formula is set out in Annex A of the PWGSC Customer
Manual, accessible at the following link: http://www.tpsgc-pwgsc.gc.ca/app-acg/communications-eng.html

NOTE: For requirements under $10,000 ONLY-The 3% acquisition fee will not apply to call-ups issued by
the client department. All call-ups issued by CPD (including those under $10,000) will be subject to the
3% fee.

A. STANDING OFFER

1 Offer
11 The Offeror offers to perform the Work in accordance with the Statement of Work at Annex "A".
2 Security Requirements

The following security requirements (SRCL and related clauses provided by Canadian Industrial
Securities Directorate), if applicable to the Offeror, apply and form part of the Standing Offer. For each
call-up, the applicable security clause (2.1 or 2.2 or 2.3 or 2.4) will be determined by the Project Authority.
Only offerors holding the appropriate level of security for a given call-up, will be considered for that call-
up.

21 APPLICABLE for call-ups with no security requirements ONLY
There is no security requirement applicable to the Contract.
2.2 APPLICABLE for call-ups with Reliability Status requirement ONLY

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

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

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

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

5. The Contractor/Offeror must comply with the provisions of the:
(a) Security Requirements Check List and security guide (if applicable), attached at Annex C;

(b) Industrial Security Manual (Latest Edition).
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2.3 APPLICABLE for call-ups with Reliability Status and Document Safeguarding up to

24

Protected B requirement ONLY

1. The Contractor/Offeror must, at all times during the performance of the Contract/Standing
Offer, hold a valid Designated Organization Screening (DOS) with approved Document
Safeguarding Capability (DSC) at the level of PROTECTED B issued by the Canadian
Industrial Security Directorate (CISD) of Public Works and Government Services Canada
(PWGSC).

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

3. Processing of PROTECTED materiel electronically at the Contractor/Offeror's site is NOT
permitted under this Contract/Standing Offer.

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

5. The Contractor/Offeror must comply with the provisions of the:

a) Security Requirements Check List and Security Guide (if applicable), attached at
Annex C;
b) Industrial Security Manual (Latest Edition)

APPLICABLE for call-ups with reliability status, document safeguarding and IT
requirement ONLY

1. The Contractor/Offeror must, at all times during the performance of the Contract, hold a valid
Designated Organization Screening (DOS), with approved Document Safeguarding at the level of
PROTECTED B, issued by the Canadian Industrial Security Directorate (CISD), Public Works and
Government Services Canada (PWGSC).

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

3. The Contractor MUST NOT utilize its Information Technology systems to electronically
process, produce or store PROTECTED information until the CISD/PWGSC has issued
written approval. After approval has been granted or approved, these tasks may be
performed at the level of PROTECTED B.

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

5. The Contractor/Offeror must comply with the provisions of the:

(a) Security Requirements Check List and security guide (if applicable), attached at Annex C;
(b) Industrial Security Manual (Latest Edition).
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3 Standard Clauses and Conditions

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

3.1 General Conditions

2005 (2016-04-04) General Conditions - Standing Offers - Goods or Services, apply to and form part of
the Standing Offer.

3.2 Standing Offers Reporting

The Offeror must compile and maintain records on its provision of goods, services or both to the federal
government under contracts resulting from the Standing Offer. This data must include all purchases,
including those paid for by a Government of Canada Acquisition Card.

The Offeror must provide this data in accordance with the reporting requirements detailed in Annex "A".
If some data is not available, the reason must be indicated. If no goods or services are provided during
a given period, the Offeror must still provide a "nil" report.

The data must be submitted on a quarterly basis to the Standing Offer Authority. The quarterly reporting
periods are defined as follows:

1st quarter: April 1 to June 30;

2nd quarter: July 1 to September 30;
3rd quarter: October 1 to December 31;
4th quarter: January 1 to March 31.

[ ]
The data must be submitted to the Standing Offer Authority no later than 30 calendar days after the
end of the reporting period.

4 Term of Standing Offer
41 Period of the Standing Offer

The period for making call-ups and providing services against the Standing Offer is from January 1, 2017
to December 31, 2017 inclusive.

4.2 Extension of Standing Offer

If the Standing Offer is authorized for use beyond the initial period, the Offeror offers to extend its offer
for an additional three (3) one (1) year periods, under the same conditions and at the rates or prices
specified in the Standing Offer, or at the rates or prices calculated in accordance with the formula
specified in the Standing Offer.

The Offeror will be advised of the decision to authorize the use of the Standing Offer for an extended

period by the Standing Offer Authority 30 days before the expiry date of the Standing Offer. A revision to
the Standing Offer will be issued by the Standing Offer Authority.
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5 Authorities

5.1 Standing Offer Authority
The Standing Offer Authority is:

Mostafa Kamal (or authorized representative)
Supply Specialist

Communications Procurement Directorate
Public Works and Government Services Canada
360 Albert Street, 12th Floor

Ottawa, Ontario K1A 0S5

Telephone: 613-990-5858

Facsimile: 613-991-5870

E-mail: mostafa.kamal@pwgsc-tpsgc.gc.ca

The Standing Offer Authority is responsible for the establishment of the Standing Offer, its administration
and its revision, if applicable. Upon the making of a call-up, as Contracting Authority, he is responsible for
any contractual issues relating to individual call-ups made against the Standing Offer by any Identified
User.

5.2 Project Authority
The Project Authority for the Standing Offer is identified in the call-up against the Standing Offer.
The Project Authority is the representative of the department or agency for whom the Work will be carried

out pursuant to a call-up against the Standing Offer and is responsible for all the technical content of the
Work under the resulting Contract.

5.3 Offeror's Representative

General Enquiries Backup

Name: Name:

E-mail: E-mail:

Fax: - - Fax: - -
Telephone: - - Telephone: - -
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.

7 Identified Users

Any government department, agency or Crown Corporation listed in Schedules |, I.1, 1I, 1lI, of the
Financial Administration Act, R.S., 1985, c. F-11.
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8 Call-up Procedures

8.1 For call-ups under $10,000 (including GST or HST)

The client department will issue the call-up. The Project Authority will select an Offeror from the list of
Standing offer holders.

Upon request from a client department, PWGSC Communications Procurement Directorate (CPD) can
issue the call-up on behalf of the client department. The Project Authority will select an offeror from the
list of Standing offer holders.

8.2 For call-ups between $10,000 and under $25,000 (including GST or HST)

PWGSC Communications Procurement Directorate (CPD) will issue the call-up on behalf of the client
department. The Project Authority will select an Offeror from the list of Standing offer holders.

8.3 For call-ups between $25,000 and $400,000 (including GST or HST)

Call-ups will be issued by CPD using the selection methodology specified in 8.3.1 below.

8.3.1 Selection Methodology

A. A proportional share of the total business will be assigned to each of the SO holders based on
their lowest Total Aggregate Price (TAP) for each stream 1 & 2.

B. STEP 1:

Departments will select from any of the SO holders who have not yet been offered a call-up and
that meet the departments’ security requirements. When the last remaining SO holder has been
offered a call-up, or if there are no remaining SO holders that meet the security requirements for
a call-up, subsequent call-ups will be issued using the distribution methodology in STEP 2 below.

C. STEP2:

l. Departments will select from a list of half the total number of SO holders that are furthest
away from their proportional share and that meet the departments’ security requirements.
If there is an odd number of SQO’s, the list offered will be one less than half the number of
SO'’s. If PWGSC awards three (3) or fewer Standing Offers, all subsequent call-ups
against a Standing Offer can be made with any of the two (2) SO Holders that are
furthest away from their proportional share.

. The SO Authority will calculate the value of all call-ups $10,000 and over in order to
determine the list of SO holders being offered. The Project Authority, in consultation with
PWGSC, will make the individual selection.

1. All call-ups over $10, 000.00 will be factored in for the determination of the proportional
share (call-ups below $10,000.00 will not be counted). There will be 2 separate lists, one
(1) each for stream 1 & stream 2.

V. Should an Offeror withdraw his offer, the share will be recalculated amongst the
remaining Offerors based on their original offers
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8.3.2 Call-up Process

Only Standing Offer Holders who are “Active Standing Offer Holders” and have been issued a Standing
Offer are eligible to be invited to provide services. The following call-up process will be followed:

a) The Project Authority will forward the following documents to PWGSC - CPD:
® requisition for Goods and Services (9200) identifying the stream required (stream 1 or 2) ;
* the appendix 1 to statement of work - transcript specifications sheet ; and
* the Security Requirements Check List (if applicable)

b) The Contracting Authority will provide the Project Authority the selection of SO Holders in accordance
with the Article titled “Selection Methodology”.

c) Within 48 hours, the Project Authority will confirm with the Contracting Authority, the selected SO
Holder

d) The Standing Offer Holder will be authorized by the CPD Contracting Authority to proceed with the
Work by the issuance of a call-up against a Standing Offer.

e) The Standing Offer Holder will not undertake any of the specified Work unless and until the CPD
Contracting Authority issues a call-up against a Standing Offer. Any work commenced prior to the receipt
of a call-up will be the sole responsibility of the Standing Offer Holder.

f) Should the Standing Offer Holder be unable to carry out the proposed services on time or unable to
finalize the requirement, as agreed upon, the Project Authority will be authorized to select another
Standing Offer Holder by using the Selection Methodology and the Call-up Process specified in 8.3.1 and
8.3.2 above.

9 Limitation of Call-ups
Individual call-ups against the Standing Offer must not exceed $400,000.00 (including GST or HST).
10 Priority of Documents.

If there is a discrepancy between the wording of any documents that appear on the list, the wording of the
document that first appears on the list has priority over the wording of any document that subsequently
appears on the list.

a) the call up against the Standing Offer, including any annexes;

b) the articles of the Standing Offer;

c) the general conditions 2005 (2016-04-04), General Conditions - Standing Offers - Goods or
Services

d) the general conditions 2035 (2016-04-04), General Conditions - Higher Complexity - Services;

e) Annex A, Statement of Work;

f) Annex B, Basis of Payment;

g) Annex C, Non-Disclosure Agreement (if applicable);

h) Annex D, Security Requirements Check List (if applicable); and
i) the Offeror's offer dated .
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11 Certifications and Additional Information

1.1 Compliance

Unless specified otherwise, the continuous compliance with the certifications provided by the Offeror with
its offer or precedent to issuance of the Standing Offer (SO), and the ongoing cooperation in providing
additional information are conditions of issuance of the SO and failure to comply will constitute the Offeror

in default. Certifications are subject to verification by Canada during the entire period of the SO and of
any resulting contract that would continue beyond the period of the SO.

12 SACC Manual Clauses

M3000C Price Lists 2006-08-15
M3800C Estimates 2006-08-15

13 Applicable Laws

The Standing Offer and any contract resulting from the Standing Offer must be interpreted and governed,
and the relations between the parties determined, by the laws in force in Ontario.
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B. RESULTING CONTRACT CLAUSES

The following clauses and conditions apply to and form part of any contract resulting from a call-up
against the Standing Offer.

1 Statement of Work

The Contractor must perform the Work described in the call-up against the Standing Offer.
2 Standard Clauses and Conditions

21 General Conditions

2035 (2016-04-04), General Conditions - Higher Complexity - Services, apply to and form part of the
Contract.

Section 17 (2008-12-12) Interest on Overdue Accounts, of 2035 2016-04-04 will not apply to payments
made by credit cards.

2.2 SACC Manual Clauses

SACC Reference Section Date
C0705C Discretionary Audit 2010-01-11
A2000C Foreign Nationals (Canadian Contractor) 2006-06-16
A2001C Foreign Nationals (Foreign Contractor) 2006-06-16
A9113C Handling of Personal Information 2014-11-27
3 Security Requirement

The contractor must meet and comply with the security requirements (if any) indicated in the call-up
against the Standing Offer.

4, Term of Contract

41 Period of the Contract

The Work must be completed in accordance with the call-up against the Standing Offer.

5 Proactive Disclosure of Contracts with Former Public Servants

By providing information on its status, with respect to being a former public servant in receipt of a Public
Service Superannuation Act (PSSA) pension, the Contractor has agreed that this information will be

reported on departmental websites as part of the published proactive disclosure reports, in accordance
with Contracting Policy Notice: 2012-2 of the Treasury Board Secretariat of Canada

6 Payment
6.1 Basis of Payment

The Contractor will be paid in accordance with the attached Annex “B” — Basis of Payment.
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6.2 Limitation of Expenditure

1. Canada's total liability to the Contractor under the Contract must not exceed $ . Customs
duties are included 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, madifications 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. whenitis 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.

6.3 Monthly Payment
SACC Manual clause H1008C (2008-05-12) Monthly Payment
6.4 Electronic Payment of Invoices — Call-up
The Contractor accepts to be paid using any of the following Electronic Payment Instrument(s):
a. Visa Acquisition Card;
b. MasterCard Acquisition Card;
c. Direct Deposit (Domestic and International);
7 Invoicing Instructions
1. The Contractor must submit invoices in accordance with the section entitled "Invoice
Submission" of the general conditions. Invoices cannot be submitted until all work identified in
the invoice is completed.
2. Invoices must be distributed as follows:
a. The original and one (1) copy must be forwarded to the address shown on page 1 of the
Contract for certification and payment.
b. One (1) copy must be forwarded to the Contracting Authority identified under the section

entitled "Authorities" of the Contract.

8 Insurance

SACC Manual clause G1005C (2016-01-28) Insurance
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9 Copyright

In this section, "Material" means anything that is created by the Contractor as part of the Work under the
Contract, that is required by the Contract to be delivered to Canada and in which copyright subsists.
"Material" does not include anything created by the Contractor before the date of the Contract.

Copyright in the Material belongs to Canada and the Contractor must include the copyright symbol and
either of the following notice on the Material: © Her Majesty the Queen in right of Canada (year) or © Sa
Majesté la Reine du chef du Canada (année).

The Contractor must not use, copy, divulge or publish any Material except as is necessary to perform
the Contract. The Contractor must execute any conveyance and other documents relating to copyright
in the Material as Canada may require.

The Contractor must provide at the request of Canada a written permanent waiver of moral rights, in a
form acceptable to Canada, from every author that contributed to the Material. If the Contractor is the
author of the Material, the Contractor permanently waives its moral rights in the Material.

10 Confidentiality

1. The Contractor must keep confidential all information provided to the Contractor by or on behalf of
Canada in connection with the Work, including any information that is confidential or proprietary to
third parties, and all information conceived, developed or produced by the Contractor as part of the
Work when copyright or any other intellectual property rights in such information belongs to Canada
under the Contract. The Contractor must not disclose any such information without the written
permission of Canada. The Contractor may disclose to a subcontractor any information necessary to
perform the subcontract as long as the subcontractor agrees to keep the information confidential and
that it will be used only to perform the subcontract.

2. The Contractor agrees to use any information provided to the Contractor by or on behalf of Canada
only for the purpose of the Contract. The Contractor acknowledges that all this information remains
the property of Canada or the third party, as the case may be. Unless provided otherwise in the
Contract, the Contractor must deliver to Canada all such information, together with every copy, draft,
working paper and note that contains such information, upon completion or termination of the
Contract or at such earlier time as Canada may require.

3. Subject to the Access fo Information Act , R.S., 1985, c. A-1, and to any right of Canada under the
Contract to release or disclose, Canada must not release or disclose outside the Government of
Canada any information delivered to Canada under the Contract that is proprietary to the Contractor
or a subcontractor.

4. The obligations of the Parties set out in this section do not apply to any information if the information:

a. is publicly available from a source other than the other Party; or

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

c. is developed by a Party without use of the information of the other Party.

5. Wherever possible, the Contractor must mark or identify any proprietary information delivered to
Canada under the Contract as "Property of (Contractor's name), permitted Government uses defined
under Public Works and Government Services (PWGSC) Contract No. (fill in Contract Number)".
Canada will not be liable for any unauthorized use or disclosure of information that could have been
so marked or identified and was not.
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6. If the Contract, the Work, or any information referred to in subsection 1 is identified as TOP

SECRET, SECRET, CONFIDENTIAL, or PROTECTED by Canada, the Contractor must at all times
take all measures reasonably necessary for the safeguarding of the material so identified, including
those set out in the PWGSC Industrial Security Manual and its supplements and any other
instructions issued by Canada.

If the Contract, the Work, or any information referred to in subsection 1 is identified as TOP
SECRET, SECRET, CONFIDENTIAL, or PROTECTED, by Canada, representatives of Canada are
entitled to inspect the Contractor's premises and the premises of a subcontractor at any tier for
security purposes at any time during the term of the Contract. The Contractor must comply with, and
ensure that any subcontractor complies with, all written instructions issued by Canada dealing with
the material so identified, including any requirement that employees of the Contractor or of any
subcontractor execute and deliver declarations relating to reliability screenings, security clearances
and other procedures.
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ANNEX "A"
STATEMENT OF WORK
1. OBJECTIVE

The purpose of this Request for Standing Offer is to seek the services of suppliers that provide verbatim
transcription of client-supplied audio/video of speeches, scrums, public hearings, inquiries, tribunals,
interviews, conferences etc., to Federal Departments, on an “if and when requested basis”.

2, SCOPE AND TASKS

The purpose of this Request for Standing Offer is to seek the services of firms that provide transcription of
client supplied audio/video. Services requested under the Standing Offer will fall under one of the
following two streams:

e STREAM 1- GENERAL

On an "if and when requested basis", provide verbatim transcripts of client provided audio / video
of events including speeches, scrums, press conferences, interviews etc. (excludes legal and
court proceeding and radio /TV transcripts)

e STREAM 2 - LEGAL AD COURT PROCEEDINGS
On an "if and when requested basis", provide verbatim transcripts of client provided audio / video
of public hearings, inquiries, tribunals etc. conducted by Federal government departments,
commissions and agencies (excludes onsite court reporting)
The Contractor must have the ability to transcribe from a variety of audio / video formats including digital
voice recordings, cassette/micro cassette, CD/DVD, MP3 and other digital audio formats, phone feeds,
web casts and conference calls.

The Project Authority will provide the contractor with the audio/video file or the coordinates for retrieval of
the audio/video file for locations such as FTP sites, web casts or conference calls.

The Contractor must be equipped to receive audio/video files via courier, email, phone feed and via the
Internet (ftp, web cast).

3. DELIVERY SPECIFICATIONS

31 Specifications

The transcripts must be verbatim in the language of origin.

Transcripts must be available in the format required by the Project Authority including MS Word and/ or
PDF formats and must be able to be delivered via email, fax, hard copy, FTP, USB, CD / DVD by hand or
courier etc.

At the request of the Project Authority, the Contractor must have the ability to produce electronic files of
the transcript in an unlocked PDF format that is searchable using Adobe 7 or the latest version (as

required).

The Contractor must format the transcript in accordance with the Transcript Specification Sheet attached
as Annex 1 to the Statement of Work, if applicable.
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3.2 Deadlines

At a minimum, the Offeror must deliver transcripts within 5 times the length of the recording (in hours),
unless otherwise agreed to at the time of the request. On occasion an urgent request will require
transcripts to be delivered more quickly. The Contractor must have the ability to provide faster turnaround
times in these instances.

Transcripts of client-supplied audio or video must be delivered within:

e Standard delivery timeframe— between four (4) to six (6) times the length of the recording (in

hours);

e Urgent delivery timeframe - within 24 hours or under four (4) times the length of the recording (in
hours);

o Extended delivery timeframe - above six (6) to less than nine (9) times the length of the recording
(in hours);

e Discounted delivery timeframe - above nine (9) times the length of the recording (in hours);
e Any other delivery timeframe agreed on between the client department and the supplier

In the event a contractor is not able to meet the requested delivery timeframe, the Project Authority must
be advised within two (2) hours of receipt of the request. If the contractor is unable to meet the requested
delivery timeframe, the department retains the right to cancel the requirement and obtain services from an
alternate contractor that is able to meet the required terms.

4, SECURITY AND CONFIDENTIALITY

Individual call-ups may or may not have a security requirement. For call-ups with a security requirement,
only suppliers with the appropriated level of security clearance will be considered and PART 6 -
SECURITY, FINANCIAL AND INSURANCE REQUIREMENTS applies.

Individual call-ups may be subject to non-disclosure agreement and if required, the supplier must sign a
confidentially agreement.

5. QUALITY CONTROL

Upon acceptance of a call-up, the contractor must ensure that the delivered transcript(s) conform to all
the specifications requested by the Project Authority including those included in ‘ANNEX 1 to the
Statement of Work — Transcript Specification Sheet’; and that the delivered product meets all the terms
and conditions stipulated in the Standing Offer. A delivered transcript must not contain errors or
inaudibles.

Transcription errors/ inaudibles will not be acceptable for any reason other than poor quality (i.e. heavy
accents, significant background noise etc.) of the recordings provided by Canada. If a random sampling
of delivered transcript results in detection of significant error (no more than 5% of the transcript without
justification), Canada reserves the right to request new copy (ies) of the work at no additional cost to
Canada. Upon commencing the work, if the supplier determines that the transcription error will exceed
5% error rate due the quality of the recording, both the project Authority and the Contracting Authority
must be advised in writing.
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If the contractor cannot meet any one aspect of the requirement including the requested delivery timeline
and / or specifications indicated by the Project Authority, the contractor must immediately and prior to
initiating any work, advise both the Project Authority and the Contracting Authority in writing stating the
reason. Subsequent failure(s) to meet the requirements of the Project Authority, consistent with the
Statement of Work of the Standing Offer, may result in the termination of the call-up and/or the standing
offer.

6. CUSTOMER SUPPORT
Stream 1:

The Contractor must be available to respond to requests from 6:00 a.m. to midnight EST on weekdays
and from 7:00 a.m. EST to midnight on weekends and holidays. On occasion, in the case of extreme
urgency, the Project Authority may have a requirement to place a request outside of these hours. The
Contractor must therefore provide the Project Authority with a method of placing requests 24 hours a day,
7 days a week, 365 days a year.

Stream 2:

The Contractor must be available to respond to requests from 8:00 a.m. to 6:00 PM, EST on weekdays
(excludes statutory holidays and weekends).

On occasion, in the case of extreme urgency, the Project Authority may have a requirement to place a
request outside of these hours. The Contractor should provide the Project Authority with a method of
placing urgent requests.

7. LOCATION OF WORK

All work associated with this Statement of Work must be completed at the location determined by the
Contractor (security requirements, if any, is applicable to the location of work).

For Stream 2:

Upon request from the Project Authority, due to the nature of the requirement, the Contractor must be
able to provide transcriptionist (s) within a specific geographic area. In the event a transcriptionist is not
available, the Project Authority must be advised within four (4) hours of receipt of the request. If the
Contractor is unable to provide a transcriptionist at a requested location, the department retains the right
to cancel the requirement and obtain services from an alternate contractor that is able to meet the
required terms.
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ANNEX "B"

BASIS OF PAYMENT

It is mandatory that all blocks of the Basis of Payment be completed by indicating a price or by indicating
‘not applicable’ for requirements not included in the offer.

The offerors MUST provide unit prices in the unit requested. If the offeror’s offer contains pricing in a
unit other than the ones requested, their offer will be found non-compliant and no further evaluation will
be done.

The offeror is required to submit firm, all inclusive unit rates, as detailed below, GST/HST extra if
applicable. All prices are inclusive of all expenses incurred in the performance of the work including
copyright fees, long distance calls, any direct costs, any other cost reimbursable items and travel / living
expenses.
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B.1.1 FOR THE INITIAL STANDING OFFER PERIOD FROM January 1, 2017 TO December 31,
2017:

DESCRIPTION UNIT PRICE PER UNIT

A — Applicable for offers submitted for stream 1
Verbatim transcription of client provided audio/video recordings including speeches, scrums, press
conferences, interviews etc. (excludes court reporting and radio /TV transcripts)

Standard delivery: between four (4) to six (6) times the Per word
length of the recording (in hours); $
Urgent delivery: within 24 hours or under four (4) times the | Per word
length of the recording (in hours) $
Extended delivery: above six (6) to less than nine (9) Per word
times the length of the recording (in hours) $

Discounted delivery timeframe: above nine (9) times the Per word
length of the recording (in hours) $

B — Applicable for offers submitted for stream 2
Verbatim transcription of client provided audio/video recordings including public hearings, inquiries,
tribunals agencies (excludes onsite court reporting)

Standard delivery: between four (4) to six (6) times the Per word
length of the recording (in hours); $
Urgent delivery: within 24 hours or under four (4) times the | Per word
length of the recording (in hours) $
Extended delivery: above six (6) to less than nine (9) Per word
times the length of the recording (in hours) $
Discounted delivery timeframe: above nine (9) times the Per word
length of the recording (in hours) $
C- Applicable for all offers submitted (including stream 1 and / or stream 2)
Setup fee Per transcript

$
Standby Fee for conference calls / webcasts Per 15 minutes

$
Hard copy Paper: standard 8.5 x 11 inch paper Per page

$

USB, CD/ DVD Per USB, CD/DVD | At Cost’

Courier delivery At Cost'

'Cost is considered a direct expense. The Contractor will be reimbursed its direct expenses reasonably
and properly incurred in the performance of the Work. These expenses will be paid at actual cost without
markup, upon submission of an itemized statement supported by receipt vouchers.
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B.1.2 FOR THE 15t OPTION PERIOD FROM January 1, 2018 TO December 31, 2018:

DESCRIPTION UNIT PRICE PER UNIT

A - Applicable for offers submitted for stream 1
Verbatim transcription of client provided audio/video recordings including speeches, scrums, press
conferences, interviews etc. (excludes court reporting and radio /TV transcripts)

Standard delivery: between four (4) to six (6) times the Per word
length of the recording (in hours); $
Urgent delivery: within 24 hours or under four (4) times the | Per word
length of the recording (in hours) $
Extended delivery: above six (6) to less than nine (9) Per word
times the length of the recording (in hours) $

Discounted delivery timeframe: above nine (9) times the Per word
length of the recording (in hours) $

B — Applicable for offers submitted for stream 2
Verbatim transcription of client provided audio/video recordings including public hearings, inquiries,
tribunals agencies (excludes onsite court reporting)

Standard delivery: between four (4) to six (6) times the Per word
length of the recording (in hours); $
Urgent delivery: within 24 hours or under four (4) times the | Per word
length of the recording (in hours) $
Extended delivery: above six (6) to less than nine (9) Per word
times the length of the recording (in hours) $
Discounted delivery timeframe: above nine (9) times the Per word
length of the recording (in hours) $
C- Applicable for all offers submitted ( including stream 1 and / or stream 2)
setup fee Per transcript

$
Standby Fee for conference calls / webcasts Per 15 minutes

$
Hard copy Paper: standard 8.5 x 11 inch paper Per page

$

USB, CD/ DVD Per USB, CD/DVD | At Cost’

Courier delivery At Cost'

'Cost is considered a direct expense. The Contractor will be reimbursed its direct expenses reasonably
and properly incurred in the performance of the Work. These expenses will be paid at actual cost without
markup, upon submission of an itemized statement supported by receipt vouchers.
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B.1.3 FOR THE 2"*OPTION PERIOD FROM January 1, 2019 TO December 31, 2019:

DESCRIPTION UNIT PRICE PER UNIT

A - Applicable for offers submitted for stream 1
Verbatim transcription of client provided audio/video recordings including speeches, scrums, press
conferences, interviews etc. (excludes court reporting and radio /TV transcripts)

Standard delivery: between four (4) to six (6) times the Per word
length of the recording (in hours); $
Urgent delivery: within 24 hours or under four (4) times the | Per word
length of the recording (in hours) $
Extended delivery: above six (6) to less than nine (9) Per word
times the length of the recording (in hours) $

Discounted delivery timeframe: above nine (9) times the Per word
length of the recording (in hours) $

B — Applicable for offers submitted for stream 2
Verbatim transcription of client provided audio/video recordings including public hearings, inquiries,
tribunals agencies (excludes onsite court reporting)

Standard delivery: between four (4) to six (6) times the Per word
length of the recording (in hours); $
Urgent delivery: within 24 hours or under four (4) times the | Per word
length of the recording (in hours) $
Extended delivery: above six (6) to less than nine (9) Per word
times the length of the recording (in hours) $
Discounted delivery timeframe: above nine (9) times the Per word
length of the recording (in hours) $
C- Applicable for all offers submitted ( including stream 1 and / or stream 2)
setup fee Per transcript

$
Standby Fee for conference calls / webcasts Per 15 minutes

$
Hard copy Paper: standard 8.5 x 11 inch paper Per page

$

USB, CD/ DVD Per USB, CD/DVD | At Cost’

Courier delivery At Cost'

'Cost is considered a direct expense. The Contractor will be reimbursed its direct expenses reasonably
and properly incurred in the performance of the Work. These expenses will be paid at actual cost without
markup, upon submission of an itemized statement supported by receipt vouchers.
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B.1.4 FOR THE 3" OPTION PERIOD FROM January 1, 2020 TO December 31, 2020:

DESCRIPTION UNIT PRICE PER UNIT

A - Applicable for offers submitted for stream 1
Verbatim transcription of client provided audio/video recordings including speeches, scrums, press
conferences, interviews etc. (excludes court reporting and radio /TV transcripts)

Standard delivery: between four (4) to six (6) times the Per word
length of the recording (in hours); $
Urgent delivery: within 24 hours or under four (4) times the | Per word
length of the recording (in hours) $
Extended delivery: above six (6) to less than nine (9) Per word
times the length of the recording (in hours) $

Discounted delivery timeframe: above nine (9) times the Per word
length of the recording (in hours) $

B — Applicable for offers submitted for stream 2
Verbatim transcription of client provided audio/video recordings including public hearings, inquiries,
tribunals agencies (excludes onsite court reporting)

Standard delivery: between four (4) to six (6) times the Per word
length of the recording (in hours); $
Urgent delivery: within 24 hours or under four (4) times the | Per word
length of the recording (in hours) $
Extended delivery: above six (6) to less than nine (9) Per word
times the length of the recording (in hours) $
Discounted delivery timeframe: above nine (9) times the Per word
length of the recording (in hours) $
C- Applicable for all offers submitted ( including stream 1 and / or stream 2)
setup fee Per transcript

$
Standby Fee for conference calls / webcasts Per 15 minutes

$
Hard copy Paper: standard 8.5 x 11 inch paper Per page

$

USB, CD/ DVD Per USB, CD/DVD | At Cost’

Courier delivery At Cost'

'Cost is considered a direct expense. The Contractor will be reimbursed its direct expenses reasonably
and properly incurred in the performance of the Work. These expenses will be paid at actual cost without
markup, upon submission of an itemized statement supported by receipt vouchers.
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ANNEX “C”

NON DISCLOSURE AGREEMENT

, , recognize that in the course of my work as an employee or subcontractor of

, | may be given access to information by or on behalf of Canada in connection with the
Work, pursuant to Contract Serial No. between Her Majesty the Queen in right of Canada,
represented by the Minister of Public Works and Government Services and , including any
information that is confidential or proprietary to third parties, and information conceived, developed or
produced by the Contractor as part of the Work. For the purposes of this agreement, information
includes but not limited to: any documents, instructions, guidelines, data, material, advice or any other
information whether received orally, in printed form, recorded electronically, or otherwise and whether
or not labeled as proprietary or sensitive, that is disclosed to a person or that a person becomes

aware of during the performance of the Contract.

| agree that | will not reproduce, copy, use, divulge, release or disclose, in whole or in part, in whatever
way or form any information described above to any person other than a person employed by Canada
on a need to know basis. | undertake to safeguard the same and take all necessary and appropriate
measures, including those set out in any written or oral instructions issued by Canada, to prevent the

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

| also acknowledge that any information provided to the Contractor by or on behalf of Canada must be
used solely for the purpose of the Contract and must remain the property of Canada or a third party,

as the case may be.

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

Signature

Date
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ANNEX “D”

SECURITY REQUIREMENTS CHECK LIST
1. APPLICABLE for call-ups with Reliability Status requirement ONLY

ECEWVED |

Govermnment Gouvernemént\!—{\ Contract Number / Numéro du contrat o
l* of Canada  duCanada } SEP ! ‘);(!\B EN578-1712090-001
4 j Security Classification / Classification de s&cUnta l
- UNCLASSIFIED

\EC RITY REQUIREMENTS CHECK LIST (SRCL)

LISTE DE VERIFICATION DES EXIGENCES RELATIVES A LA SECURITE L.VERS

PART A - CONTRACT INFORMATION / PARTIE A - INFORMATION CONTRACTUELLE

1. Originating Government Department or Organizalion /oo \works and Government Services |2+ Branch or Directorate / Direction générale ou Direction
Ministére ou organisme gouvememental d'crigine Canada Acquisitions

3. a) Subcontract Number / Numéra du contrat de sous-traitance |3. b) Name and Address of Subcontractor / Nom et adresse du sous-traltant

4. Brief Description of Work / Bréve description du travail
Standing offer for transcription of client supplied audiofvideo

5. @) Will the supplier require access to Gonlrolled Goods? No Yes
Le fournisseur aura-t-il accés a des marchandises controlées? Non Oui
5. b) Wil the supplier require access to un i military ical data subject to the provisions of the Technical Data Contral No Yes
Regulations? Non Oui
Le fournisseur aura-t-il accés a des données techniques militaires non classlifiées qui sont assujetties aux di: itions du Réglement
sur le contréle des données techniques?
B. Indicate the type of access required / Indiquer le type d'accés requis
6. a) Will the supplier and its employees require access o PROTECG TED andfor GLASSIFIED information or assets? No Yes

Le fournisseur ainsi que les employés auront-ils accés a des renselgnements ou & des blens PROTEGES et/ou CLASSIFIES? Non Oui
Y (Specify the level of access using the chart in Question 7. ¢)
{Préciser le niveau d'acces en utilisant le tableau qul se trouve 4 la question 7. )

6. b) Will the supplier and its employees (e.g. cleaners, mainienance personnel) require access to restricted access areas? No access lo v No I:l Yes

PROTECTED and/or CLASSIFIED information or assets is permitted. ~ Non Oul
Le fournisseur et ses employés (p. ex. nettoyeurs, personnel d'entretien) auront-ils accés & des zones d'accés restreintes? L'acces
& des renseignements ou & des biens PROTEGES etou CLASSIFIES n'est pas autorisé.
6. c) Is this a commercial courier or delivery requirement with no ovemight storage?
S'agit-l d’un contrat de messagerie ou de livraison commerciale sans entreposage de nuit?

7. a) Indicate the type of information that the supplier will be required to access / Indiquer le type d'information auquel le foumisseur devra avoir acces
Canada I NATC / OTAN i | Foreign / Etranger

7. b) Release restriclions / Restriclions relatives a la diffusion

No Yes
Nan Qui

No release restrictions Al NATO countries No release restrictions
Aucune restriction relative Tous les pays de 'OTAN D Aucune restriction relative l:l
4 la diffusion 2 la diffusion

Not releasable D

A ne pas diffuser

Restricted to: / Limité & : I:l Restricted to: / Limité & : I:\ Restricted to: / Limité a : D
Specify country(ies): / Préciser le(s) pays : Specify country(ies): / Préciser le(s) pays : Speclfy country(les): / Préciser le(s) pays :

7. c) Level of information / Niveau d'information

PROTECTED A NATO UNCLASSIFIED D PROTECTED A
PROTEGE A ] NATO NON GLASSIFIE PROTEGE A
PROTEGTED B NATO RESTRICTED | PROTECTED B
PROTEGE B A NATO DIFFUSION RESTREINTE || | PROTEGE B
PROTECTED C | NATO CONFIDENTIAL ] PROTECTED C
PROTEGE C L NATO CONFIDENTIEL Ll PROTEGE C
CONFIDENTIAL NATO SECRET j CONFIDENTIAL
CONFIDENTIEL L NATO SECRET ; CONFIDENTIEL
SECRET I:‘ COSMIC TOP SECRET I:I ; SECRET

SECRET COSMIC TRES SECRET : SECRET

TOP SECRET OP SECRET

TRES SECRET D TRES SECRET

TOP SECRET (SIGINT) D TOP SECRET (SIGINT)
TRES SECRET (SIGINT) TRES SECRET (SIGINT)

TBS/SCT 350-103(2004/12) -
UNCLASSIFIED

Security Classification / Classification de sécurité ;

Canadi
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I* Government  Gouvernement Contract Number / Numéro du contrat:

of Canada du Canada EN578-171290-001

Security Classification / Classification de sécurité
UNCLASSIFIED

PART A (continued) | PARTIE A (suite)
8. Will the supplier require access to PROTECTED and/or CLASSIFIED COMSEC Informalicn or assets?

Le fournisseur aura-t-il accés & des renseignements ou a des biens COMSEC désignés PROTEGES etfou CLASSIFIES?
If Yes, Indicate the level of sensitivity:

| Dans I'affirmative, indiguer le niveau de sensibilité :

19. Will the supplier require access to extremely sensitive INFOSEC information or asseis? -

Le fournisseur aura-t-Ii accés a des renseignements ou & des biens INFOSEC de nature extrémement délicate?

No Yes
Non Oui

Short Title(s) of material / Titre(s) abrégé(s) du matériel :
Document Number / Numéro du document :
PART B - PERSONNEL (SUPPLIER) / PARTIE B - PERSONNEL (FOURNISSEUR)

10. a) Personnel security screening level required / Niveau de contrdle de la sécurité du personnel requis

. RELIABILITY STATUS CONFIDENTIAL SECRET TOP SECRET
COTE DE FIABILITE CONFIDENTIEL SECRET TRES SECRET
D TOP SECRET- SIGINT ‘ NATO CONFIDENTIAL NATO SECRET I:I COSMIC TOP SECRET
TRES SECRET - SIGINT NATO CONFIDENTIEL NATO SEGRET COSMIC TRES SECRET
SITE ACCESS
ACCES AUX EMPLACEMENTS

Speclal comments:
Commentaires spéciaux :

NOTE: If multiple levels of screening are identified, a Security Classification Guide must be provided.
REMARQUE : Si plusieurs niveaux de conir8le de sécurité sont requis, un guide de classification de la sécurité doit &tre fou
0. b) May unscreened personnel be used for portions of the work?
Du personnel sans autorisation sécuritaire peut-il se voir confier des parties du travall? Non Oui
If Yes, will unscreened persannel be escoried? . Yes
Dans I'affirmative, le personnel en question sera-t-il escorté? Non Qui

PART C - SAFEGUARDS (SUPPLIER) | PARTIE C - MESURES DE PROTECTION (FOURNISSEUR)]

INFORMATION / ASSETS | RENSEIGNEMENTS / BIENS .
No DYES
Non Qui

No Yes

11. a) Will the supplier be required to receive and store PROTECTED and/or GLASSIFIED Informal[on or assets on lts site or
premises?

Le fournisseur sera-t-Il tenu de recevoir et d’entreposer sur place des renseignements ou des biens PROTEGES etfou
CLASSIFIES?

No Yes

11. b) Will the supplier be required to safeguard COMSEG information or assets?
Non Oui

Le fournisseur sera-t-il tenu de protéger des renselgnements ou des biens COMSEC?

PRODUCTION

No Yes

1. ¢) Will the production (manufacture, andfor repair and/or modification) of PROTECTED and/or CLASSIFIED material or equipment
Non Oul

occur at the supplier’s site or premises?
Les installations du fournisseur serviront-elles 4 la production (fabrication et/ou réparation etfou modification) de matériel PROTEGE

etiou CLASSIFIE?

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

No Yes

11. d) Will the supplier be required to use its IT systems fo electronically process, produce or stere PROTECTED andfor CLASSIFIED N ool
on u

information or data?
Le foumisseur sera-tl tenu d'uliliser ses prapres systémes Informatiques pour traiter, produire ou stocker électroniquement des
renseignements ou des données PROTEGES etlou GLASSIFIES?

11. &) Will there be an electronic link between the supplier's IT systems and the government depariment or agency? No Yes

Disposera-t-on d'un lien électronique enfre le systéme infermatique du foumisseur et celui du ministére ou de 'agence Non Qui
gouvemementale?
TBS/SCT 350-103(2004/12) Security Classification / Classification de sécurité -
hd
UNCLASSIFIED Cana
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Client Ref. No. - N° de réf. du client File No. - N° du dossier
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.* Government  Gouvernement Contract Number / Numéro du contrat
of Canada du Canada EN578-171290-001

Security Classiﬂcﬁho&tk ggﬂéfgﬁ,ﬁ”"" de sécurité

- (continued) | PARTIE C - (suite)
For users completing the form manually use the summary chart below to indicate the category(ies) and level(s) of safeguarding required al the supplier's

site(s) or premises.
Les utilisateurs qui remplissent le formulaire manuellement doivent uliliser le fableau récapitulatif cl-dessous pour Indiquer, pour chaque catégorie, les

niveaux de sauvegarde requis aux installations du fournisseur.

For users completing the form online (via the Internet), the summary chart is automatically populated by your responses to previous guestions, *
Dans le cas des utilisateurs qui remplissent le formulaire en ligne (par Internet), les réponses aux questions précédentes sont automatiquement saisies

dans le tableau récapliulatif. .
SUMMARY CHART / TABLEAU RECAPITULATIF

Calegory PROTECTED CLASSIFIED NATO ‘COMSEC
Catégoria PROTEGE CLASSIFIE
Tap NATO NATO NATO COSMIC PROTECTED Top
A | B | C | CONFIDENTIAL SEGRET | SECRET | RESTRICTED | CONFIDENTIAL | SECRET s‘rcp | _PROTEGE | CONFIDENTIAL | SECRET | SECRET
N ECRET
CONFIDENTIEL TRES NATO NATO cosmic | A | B | C | ConFDENTIEL TRES
Secrer | DIFFUSION | CoMFDENTIEL TRES SECRET
RESTREINTE SECRET
[ Assets
Renseignements / Blens
Production
IT Media [
upport T|
[T Link J
[Lien élactronique

No Yes

12. &) Is the description of the work contained within this SRCL PROTECTED and/or GLASSIFIED?
Nen Qui

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

If Yes, classify this form by annotating the top and bottom in the area entitled “Security Classification™,
Dans Paffirmative, classifier le présent formulaire en Indiguant le niveau de sécurité dans la case intitulée « Classification
de sécurité » au haut et au bas du formulaire.

No Yes

12. b) Will the documentation attached to this SRCL be PROTECTED and/or GLASSIFIED?
Non Oul

La documentation associée a la présente LVERS sera-t-elle PROTEGEE et/ou CLASSIFIEE?

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

attachments (e.g. SECRET with Attachments).
Danis I'affirmative, classifier le présent formulaire en indiguant le niveau de sécurité dans la case intitulée « Classification

de sécurité » au haut et au bas du formulaire et indiquer qu’il y a des pléces jointes (p. ex. SECRET avec des piéces
jointes).

TBS/ISCT 350-103(2004/12) Security Classification / Classification de sécurité - 0l
hd
HcLASSFED Canadi

Page 45 of - de 59




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

EN578-171290/A CY025
Client Ref. No. - N° de réf. du client File No. - N° du dossier CCC No./N° CCC - FMS No./N° VME
ENS578-17-1290 CY025. EN578-171290

Government  Gouvernement Conlracl Number / Numéro du conlral
l* of Canada du Canada ENG78+171280-001

Sacurily Classlficalion / Classificalion de sécurilé
UINCLASSIFIED

PART D - AUTHORIZATION ! PARTIE D - AUTORISATION
13, Organization Project Autharity / Chargé de proje! de Forganisme /

lame (print) - Nom (en leltres moulées) Tille - Titre Slgnature g
Westall, Susan Senior Supply Speciallsl \_//

Telephone No. - N° de léléphune Facsimile No. - N° de télécopleur | E-mail address - Adresse courrel Dale
613-949-8350 613-091-6870 susan.weslall@ipsge-pwgsc.ge.ca 2016/09/02
[14. Crganizalion Securily Authorily / Responsable de la sécurilé de Porganisme
ame {prini) - Nom (en lelires moulées) Tille - Titre Signal
Forget, Racheile 80
elephona No. - N° de léléphons Faosimile No. - N° da 1élécopleur | E-mall address - Adrasse coureil y Dale
819-856-0833 810-034-1440 rachella,forgel@lpsgc-pwosc.oc.ca . o 5—23/C
15, Are Ihere addilional instructions (a,g. Securlly Guide, Securily Classification Gulde) altached? No Yas
Des Instrucllons supplémentaires (p, ex. Gulde de sécurité, Guide de classlfication de la sécurild) sonl-elles jolntes? Non Oul
16. Procurement Officar { Agent d'approvislonnement o
Mama (print) - Nom (en lettres mouléss) Tille - Titre Signalure \
ESTHED . [fed#m e SUPHY  FPEES Is 7
[Telephone No. - N de 1éléphene Facsimile No, - N° de télécopleur E-mail address - Adresse courrlel l Date B

1 Slgnglurp —

Erin O'Neill | /ZZ':J’? é,;):f&ﬁ p

7. Conlracling Sacurity Aufhority 7 AUIorité conlraclanie n makes dn nXmi

Secteur de la Sécurité industrielle | Industrial Security Sector

a ite d trats | Contract Security Officer .
Agente & la Sécurité des contr | Il addrass - Adresse courrial Dalg—~ 7 o
Jr;/l'/ v d

erin.oneill@tpsge-pwgsc.ge.cd
Téléphone : 613 957-1298

TBS/SCT 350-103(2004/12) Security Classlficalion / Classificalion de sécurité -

UNCLASSIFIED ) Cal'lada
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2. APPLICABLE for call-ups with Reliability Status and Document Safeguarding up to Protected B
requirement ONLY

RQeViacd - | Man

Conlracl Number / Numéro du contrat
EN578-171290-revi
?ecunly Clasuﬁeag‘%%scé?ﬁsl cation de sécurité

Government
of Canada du

L

SECURITY REQUIREMENTS CHECK LIST (SRCL)
LISTE DE VERIFICATION DES EXIGENCES RELATIVES A LA SECURITE (LVERS]
PART A - CONTRACT INFORMATION / PARTIE A - INFORMATION CONTRACTUELLE
. Odglnatlng Government Depariment or Organizalion/ p s Works end Government Sendces
d'origine Canada
B.a) Suboonlmcl Number/ Numéro du contral de sous-iraitance

2, Branch or Directorate / Direction générale ou Direction
Acquisitions
3, b) Name and Address of Subcontraclor / Nom el adresse du sous-lrallant

l4. Bref Description of Work / Bréve description du travall
Slanding offer for lranscriplion of clienl aupplied sudioMdeo

(5. a) Will the suppller require access to Controlled Goods? No Yes
Le fournlsseur aura-tl accés & des marchandises contrlées? Non Oul

5. b) Wil the supplier requira access to unclassified military technical dala subjecl to the provisions of the Technical Data Control No Yes
Ragulalions’ Non Oul
Le fournlsseur aura-1-ll accés & des données tachnlques mliitalras non ées qul sont ] aux disposillons du Régl

sur le conlréle des données technlques?
B. Indicate the type of access required / Indiquer le type d'accas requis

8. a) WIII the suppller and ils employees require access to PROTECTED and/or CLASSIFIED Informalion or assels'
alnsi que les accés A des renselgnements ou & des blens PROTEGES ellou CLASSIFIES?
(Spediy the level of access using the chart ln Queauan 7.9

(Préciser le niveau d'accés en utilisan! le (ableau qul se trouve 2 la question 7. ¢)
8. b) vwn supplier and lls employees (e.g. cleaners, malnlenance personnel) require accass to resiricled access areas? No access (o
Ln

D Non Yes

No Yes

OTECTED and/or CLASSIFIED Information or assels Is permlited. Non Oul |
etses {p. ex. d'entrellen) I-lls accds & des zonas d'accéds reslrelnles? L'accés |

# des renselgnements ou & des blens PROTEGES el/ou CLASSIFIES n'est pas autorlsé.
6. ) Is this & commerclal courler or delivery requirement wilh no ovemight slorage? No Yes
S'agli- d'un contrat de messagerle ou de livralson commerclale sans enusposage de nuil? Non Oul

7. a) Indicals the type of information that the suppller will be required to access /Indiquer le lype dinformation auquelTe fournisseur devra avoir accés
Canada NATO / OTAN EL Forelgn / Etranger | ; [
7. b) Release reslrictions / Reslriclions relallves & Ja diffusion . |

No release reslrictions All NATO counlries No release reslrictions % |
Aucune reslriction relalive Tous les pays de 'OTAN Aucune resltriction relative |
4 la dlffuston 41a diffuslon |

Not releasabla

A ne pas diffuser ‘———l
Reslricted to: / Limité & ;

Speclfy counlry(les): / Préclser le(s) pays :

Restritted to: / Limlté & ; 3
Speclfy counlry(les): / Préciser le(s) pays :

Restricted to: / LImitd & :
Spaclfy country(les): / Préciser le(s) pays :

TBS/SCT 350-103(2004/12)

Securily Classification / Classificatlon de sécurith
UNCLASSIFIED

Page 47 of - de 59

|
|
|
7. c) Level of Informalion / Niveau ‘lnfomlallon
PROTECTED A D ““] NATO UNCLASSIFIED 1], | PROTECTEDA GHEER i
PROTEGE A ~ | NATO NON CLASSIFIE L1} | PROTEGE A i |
PROTECTED B 7 ‘| 'NATO RESTRICTED | PROTECTED B
PROTEGE B V| - .| NATO DIFFUSION RESTREINTE || PROTEGE B |
PROTECTED C ] .| NATO CONFIDENTIAL | PROTECTED C |
PROTEGE C L. ‘| NATO CONFIDENTIEL ‘| PROTEGEC |
CONFIDENTIAC " NATO SECRET CONFIDENTIAL |
CONFIDENTIEL L_J} NATO SECRET CONFIDENTIEL |
SECRET j | COSMIC TOP SECRET |: SECRET [
SECRET i | COSMIC TRES SECRET s .| SECRET
TOP SECRET :] T T t TOP SECRET |
TRES SECRET TRES SECRET |
TOP SECRET (SIGINT) TOP SECRET (SIGINT)
TRES SECRET (SIGINT) TRES SECRET (SIGINT) L
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1
Sacurlly Ula:slnctllg?aiggzl;’séﬂncaﬁon de séeuritd

PART A (conlinued) | PARTIE A (svitc)

[6. Will the supplier requlre access lo PROTEGTED and/for GLASSIFIED COMSEC Informalion or assels? . No Yes
Le foumisseur aura--l accés A des renselgnements ou & des blens COMSEC désignés PROTEGES eVou CLASSIFIES? v Non oul
If Yes, Indicals the level of sensiiivily:
Dans l'affirmative, indiquer le niveau de sensibliité ;

9. Wil the suppllar raqulre access to exiremely sensllive INFOSEG Iinformallon or assels? . No Yes
Le fournisseur aura-l accds & des renselgnements ou & des blens INFOSEC de nalure ssirémamenl délicale? Non Oul

Short Title(s) of malerial / Titre(s) sbrégd(s) du malérel :
Document Number / Numéro du documenl :

PART B - FERSONNEL (SUPPLIER) / PARTIE B - PERSONNEL (FOURNISSEUR]

0. a) Personnel sacurily scraening level required / Niveau de conlrdla de fa sécurité du personnel requls

RELIABILITY STATUS CONFIDENTIAL SECRET TOP SECRET
COTE DE FIABILITE CONFIDENTIEL SECRET TRES SECRET

I:I TOP SECRET- SIGINT NATO CONFIDENTIAL NATO SECRET COSMIC TOP SECRET
TRES S8ECRET - SIGINT NATO CONFIDENTJEL NATO SECRET COSMIC TRES SECRET
SITE ACCESS

D ACOCES AUX EMPLACEMENTS
ﬁpedal comments:
NOTE: If mulliple Jevels of screening are Idenlifled, a Securily ¢ Gulde must be provided
REMARQUE : S plusieurs niveaux de conlrile de sécurllé sont requls, un gulde de classification de la sécurité doit e fournl,

10, b) May unscreened personnel be used for porilons of the work? 7 No Yes
Du personnel sans autorisalion sécuritaire paut-ll se voir confler des pariles du lravall? Non Oul
If Yes, will unscreened parsonnel be escorled? ) No Yes
Dans I'affirmalive, o personnel en question sera-HI escorid? v Non Oul

PART C - SAFEGUARDS (SUPPLIER) / PARTIE C - MESURES DE PROTECTION (FOURNISSEUR)

INFORMATION / ASSETS / RENSEIGNEMENTS /BIENS

11. a) Will the supplier be requlrarj fo racelve and slore PROTECTED and/or CLASSIFIED Informatlon or assels on [ls slte or
premisas?
Le foumlsseur sera-1-l enu de recevolr el d'entreposer sur place des renselgnements ou des blens PROTEGES eliou
CLASSIFIES?

11. b) Will the supplier ba required lo safeguard COMSEC Informalion or assets?
La fournisseur sera-1-l tenu de proléger des rensalgnements ou des blans COMSEC?

No Yes
Non Oul

PRODUCTION

11. ¢} Will the produclion (manufaclure, andiar repalr end/or modificalion) of PROTECTED andlor CLASSIFIED malerial or equipment
occur at the suppler's slfe or premises? .

Lesh du ironl-elles & 1a p [( otou réparalion etlou modification) de malériel PROTEGE

elou CLASSIFIE?

No Yes
Non [:] Ouit

INFORNiATiDN TECHNOLOGY (ITYMEDIA [ SUPPORT RELATIF A LATECHNOLOGIE DE L'INFORMATION (T1)

No Yas

11. d) Will the supplier be required lo use lls lT syslems to eleclronlcally process, produce or store PROTEGTED and/or CLASSIFIED Nea W

Information or data?
Le foumissaur sera-{l tenu d'uliliser ses res sysiémas Informaliques pour lraller, produlre ou stacker éleclroniquement des
renselgnements ou das denndes PROTEGES at/ou CLASSIFIES?

11. &) Will lhere be an eleclronic link belween the suppller's IT syslems and the governmen| depariment or agency? No Yes
Disp -t-on d'un llen que enlre le systéme que du ir et celul du minlsiére ou de I'agence Nen Oul
gouvemnemenlale? .

TBSISCT 350-103(2004/12) Sacurlly Classlfication / Classification de sécurité
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ReViseEp 72 |

‘Conlracl Number / Numéro du conlral

l* Government  Gouvernement
of Canada du Ganada EN578-171280-revi

Securlty Classiliafm&tkgﬁaﬂ&mﬂﬂn de sécuritd

PART C - (con(inued) ] PARTIE C - (suite)
For users pleling Ihe form liy use the charl below lo Indicate the category(les) and lavel{s) of saleguarding required al tha suppller's

site(s) or pramises,
Las utllisataurs qui remplissent le formulaire manuellemnnldclvam ulliser le lableau récapilulalif cl-dessous pour Indiquer, pour chaque catégorle, los
niveaux de requls aux du

Forusers oampleiing tha form enline (via the Internet), the summary chart Is automalically populaled by your responses lo pravinus quesuosls.
Dans le cas des ullijsateurs qul remplissent le formulalre en figne (par Intarnet), les réponses aux quaslions | salsles

dans le lableau récapitulallf.
SUMMARY CHART | TABLEAU RECAPITULATIF

Catagory PROTECIED CLASSIFIED MATO COMSEC
Caiggors PROTEGE CLASSIFIE
Tor NATO NATO FATG | cosic PRoTECTED Tor
A| B |G| Cowmenin | Secrer | Secrer | ResmucTeD | COWFDENTAL | BEcReT sToP Protéct ColAoENTAL | SECRET | BECRET
ECRET
CoNRDENTEL TREs NATO NATO cosmc | A | B | C | Conmbanme Tris
SECREY | DIFFUSION | ConFENTEL a‘rnu ' BECRET
ECRET

12. a) |s the descrdption of the work contalned within this SRCL PROTECTED and/or CLASSIFIED?
La deseriplion du travall Visé par la présente LVERS est-ella de nalure PROTEGEE atiou CLASSIFIEE?

Non D o

If Yes, classlfy thls form by annotating the top and bottom In the area entifled "Securlty Classification”,
Dans I'afflrmative, classifler [e présent formulalre en Indiquant le niveau da sécuritd dans la cass Intitulée  Classification
de sécuritd » au haut et au bas du formulalre,

No Yes

12. b) \MH the documentalion allichad to this SRCL be PROTECTED and/or CLASSIFIED?
Lad Gadlap Non oul

LVERS sera-t-elle PROTEGEE allou CLASSIFIEE?

If Yes, classify this form by annotating the top and bottom In the area entitlad "Securlly Classification” and Indicate with
attachments {o.g. SECRET with Attachmonts}.

Dans I'affirmative, classlfier le présent formulaire en Indiquant le nlveau de sécurlté dans la case intitulée « Classification
de sécurité » au haut et au bas du formulalre et indiquer qu'il y a dea pléces jolntes (p. ex. SECRET avac des pléces

Jolntes).

TBS/SCT 350-103(2004/12) Security Classlficalion / Classificallon de sécurilé

UNCLASSIFIED Ca_rladl"
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CY025

CCC No./N° CCC - FMS No./N° VME

Revtae b £ |

P A

Government
of Canada

. Gouvernament
du Canada

L |

Conlract Number / Fuméro du conlral
EN578-171280-ravi

Security Classificallon / Classificalion de sécuritd
UNCLASSIFIED

PART D - AUTHORIZATION / PARTIE D - AUTORISATION
3. Organizatlon Projact Authorily / Chargé de prajet de Forganisme

Name (print) - Nom {en leltres moulées) Tille - Titre Signalure
Westall, Susan Sanlar Supply Speclalist
[Felephane No. - N° de (&léphone Facsimile No, - N” de l&lacapleur | E-mall address - Adrasse courriel Dale
613-049-8350 613-001-5870 susan.westall@lpsge-pwasc.ge.ca }Qiﬁlﬂ&‘a!
[14. Organizalion Securlly Authorlly / Responsable de la sécurilé de I'organisme
Narme (print) - Nom (en leliras moulées) THle - Titre 8l
Forget, Rachelle 60
Telephone No. - N* de (léphone Facsimile No. - N” de télécopleur | E-mall address - Adresse coulsi€1 Dafp. ' I
819-856-0638 B19-934-1419 tachell forgel@lpsgo-prgsoge.ca Fog >
16. Are there additional Instruclions (e.g. Securlly. Gulde, Securily Classification Gulde) altached? No Yes
Des Instruclions supplémentalres (p. ex. Gulde de sécurité, Guide de classification de la sécurilé) sont-elles jointes? Non Oul
{16, Procurement Officer / Agenl d'approvisionnement N
Name (print) - Nom {en Ietires moulées) Title - Titre Signature %j_.‘_ ,_ /)
WosTARS R ABrMHL SUSRLY  SPECAPLSS S z
Telephone No, - N° de iéléphone Facsimfle No. - N° de télécopleur [ E-mall addrass - Adresee courrlel | Dale
[17. Gonlracling Security Aulhority 7 Aulorita conlractanta en mallare de s&cunia -
Name (print) - Nom (en laltres mouléas) Tille - Titre Signature
Maria Mendoza :
Contract Security Officer, Contract Security Divigion
75'm.”mﬂ@ﬁ§@wg GM"“ No. - N de télécopleur I E-mall address - Adresse courriel
TolfTél-643.948.1818 !E“gij b« 613.054-4474

TBSISCT 350-103(2004/12)
UNCLASSIFIED

Securlly Classlfication / Classificalion de sécurité

Canadi
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3. APPLICABLE for call-ups with reliability status, document safeguarding and IT

requirement ONLY
RECEIVETL:
Government  Gouvernerfient EP : Conlract Number / Numéro du conlral
l* of Canada du Canadd S 06 2016 , EN578-171260-002
CIS-_Q ) l Sacurily Glassmnamlugé?ﬁsggcnllnn da sécurilé

SECURITY REQUIREMENTS CHECK LIST (SRCL)
LISTE DE VERIFICATION DES EXIGENCES RELATIVES A LA SECURITE (LVERS
F’AR -GDNTRAGT INFORMATION / PARTIE A - INFORMATION CONTRACTUELLE
. Orlglnating Governmenl Dapariment or Organtzalion / 2. Branch or Diractorale / Direction générale ou Direclion
Minlstére ou erganisme gouvernemental d'origine E:z?d,wum end Gaveinmanl Services |, cquisitions

(. 8) Subconlract Number / Numéro du conlral de sous-frailance F b) Name and Address of Subconiraclor / Nom el adresse du sous-traltant

4. Briel Descriplion of Work / Bréve descriplion du lravall
Slanding offer for {renscriplion of cleni supplied audiadea

15, &) Will the suppller raquire access to Conlrolled Goods? Na Yos
La fournissaur aura--l sccds & des merchandises contrdlées? Non QOul

6. b) Will the suppller raquira access to unclassified mifilary technlcal dala subjecl o the provislons of the Technical Data Conlrol . No Yes
Regulalions? Nan oul
e foumlsseur aura--il accds & des données technl militalres non classifiées qul sant les aux dispositions du Régl
sur fe conlrdle des données technigues?

B, Indicate lhg lype of access required / Indiquer la type d'acchs requls

5. a) Will the suppller and its employees require accass 1o PROTEGTED and/or CLASSIFIED Information or assals? No Yas
Le foumnissour alnsl que les employés auront-lls accés @ des renselgnements ou & des blens PROTEGES etou CLASSIFIES? Non oul

{Specify the lavei of access using tha charl In Queslion 7. c}
{Préciser la niveau d'accds en utillsant le tablaau qui se frouve & |a quastion 7. c) -
8. b) Will he suppller and is employees (e.g. cleaners, malnlenance parsonnel) require eccess lo restricled access ereas? No access lo No Yes
PROTECTED and/or CLASSIFIED Information or assels Is permitted. Nen Oul

Le et sas employés (p, ex. y p | d'enirelien) aurant-lls accds & des zones d'accés resireintes? L'accés
4 des renssignements ou & des blans PROTEGES el/ou CLASSIFIES n'est pes autorlsé.
8. ) Is this a commerclal courier or delivery requirement wilh no overnight storage? ’ No D YDE -

S'agit-l d'un conlrat de rie ou de livraleon sans pasage da nuit? Nen

7. 8} Indlcate the lyps of information {hal he supplisr wil be required lo accasa / Indiquer e type dinformation auquel e fournisseur devra avolr accas
Canada | / l NATO / OTAN ; I Forelgn ! Etranger

7. b} Release realriclions / Restrictions relalives & la diffuslon

No release reslricllons AllNATO counirlas ) No relaass resiriclions

Aucuna reslriclion relative Tous les pays de 'OTAN Aucune resiriction relalive

#&la diffusion : . 4 la diffuslon

Nol relaasable

A ne pas diffuser D

Restricted to: / Limilé & 1 I:I Resricted to: / Limlté & : D Restricled to: / Limité & :

Speclfy counlry(ias): / Préciser Ja(s) pays : Speclly country{les); / Préciser le(s) pays : Spaclfy country(les): / Préciser le(s) pays :
7. ) Laval of information / Niveau d'informatlon o

PROTECTED A E.‘ NATO UNCLASSIFIED . PROTECTED A

PROTEGE A | NATO NON CLASSIFIE L PROTEGE A L

PROTECTED B lz NATO RESTRICTED - PROTECTED B 7

PROTEGE B NATO DIFFUSION RESTREINTE L PROTEGE B L

PROTECTED C [ NATO CONFIDENTIAL E PROTECTED C E .

PROTEGE C L . NATO CONFIDENTIEL . PROTEGEC

GONFIDENTIAL NATO SECRET [: CONFIDENTIAL [:

CONFIDENTIEL L] NATO SECRET CONFIDENTIEL

SECRET 1 COSMIC TOP SECRET I:I SECRET . [:l

SECRET L} COSMIC TRES SECRET SECRET

it A e O

Eﬁiﬁiﬁiﬁsmm ] [7or sEcreT IR ]

TRES SECRET (SIGINT) L LT TRES SECRET (SIGINT)

TBS/SCT 350-103(2004/12) Securlly Classification ! Classificallon de sécurité .

UNCLASSIFIED Carlada
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Security Classification / Classlfication de sécurité
UNCLASSIFIED

PART A (continued) | PARTIE A (suite)

8. Will the supplier require access to PROTECTED andlor CLASSIFIED COMSEC Information or assels?
Le fournisseur aura-t-if accés & des renseignements ou & des blens COMSEC désignés PROTEGES et/ou CLASSIFIES?
If Yes, Indicate the level of sensitivity:
Dans ['affirmative, indiquer le niveau de sensibllité ;

No Yes
Non Qui

9. Will the supplier require access to extremely sensitive INFOSEC information or assets?
Le fournisseur aura-t-il accés a des renseignements ou & des biens INFOSEC de nature extrémement délicate?

No Yes
Non Oui

Short Title(s) of material / Titre(s) abrégé(s) du matériel ;

Document Number / Numéro du document :

PART B - PERSONNEL (SUPPLIER) / PARTIE B - PERSONNEL (FOURNISSEUR)

10. a) Personnel security screening level required / Niveau de contréle de la sécurité du personnel requis

RELIABILITY STATUS CONFIDENTIAL SECRET TOP SECRET

COTE DE FIABILITE CONFIDENTIEL SECRET D TRES SECRET

TOP SECRET- SIGINT NATO CONFIDENTIAL NATO SECRET D COSMIC TOP SECRET
TRES SECRET - SIGINT NATO CONFIDENTIEL NATO SECRET COSMIC TRES SECRET

SITE ACCESS

i:' ACCES AUX EMPLACEMENTS
Special comments:
Cor taires spéciaux :

NOTE: If multiple levels of screening are identified, a Security Classification Guide must be provided.
REMARQUE : Si plusieurs niveaux de conlrdle de sécurilé sont requis, un gulde de classificaion de la sécurité dait étre fourni.

[10. b) May unscreened personnel be used for portions of the work? No Yes
Du personnel sans autorisalion sécuritaire peut-il se voir confier des partles du travail? Non QOui
If Yes, will unscreened personnel be escorted? No Yes
Dans l'affirmative, le personnel en question sera-t-il escorté? Non Oui

PART C - SAFEGUARDS (SUPPLIER) / PARTIE C - MESURES DE PROTECTION (FOURNISSEUR)

INFORMATION / ASSETS / RENSEIGNEMENTS /BIENS

11. a) Will the supplier be required to receive and stare PROTECTED and/or CLASSIFIED information or assels en its site or

premises?
Le fournisseur sera-1-il tlenu de recevoir et d'entreposer sur place des renselgnements ou des biens PROTEGES etiou
CLASSIFIES?

No Yes
Non Oul

11. b) Will the supplier be required to safeguard COMSEC information or assets?
Le fournisseur sera-t-il tenu de protéger des renseignements ou des blens COMSEC?

PRODUCTION

No Yes

11. ¢) Will the production (manufacture, and/or repair and/or medification) of PROTECTED and/or CLASSIFIED material or equipment
Non Oui

occur at the supplier's siie or premises?
Les Installations du fournisseur serviront-elles 3 fa production (fabrication el/ou réparation et/ou modification) de matériel PROTEGE
etlou CLASSIFIE?

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

11. d) Will the supplier be required to use ils IT systems to electronically process, produce or store PROTECTED and/or CLASSIFIED
information or dala? .

Le foumisseur sera-1-l lenu d'uliliser ses propres systémes Informaliques pour traiter, produire ou stocker électroniquement des
renseignements ou des données PROTEGES eliou CLASSIFIES? !

No Yes
Non Oui

11. €) Will there be an electronic link between the supplier's IT systems and the govemment department or agency?
Disposera-t-on d'un lien électronique entre le systéme informatique du fournisseur et celui du ministére ou de I'agence

gouvernementale? , B

TBS/SCT 350-103(2004/12) Securlly Classification / Classificalion de sécurité J

UNCLASSIFIED

Canadid
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Security CIasszlﬁcalho&lA ggﬁa‘é‘%caﬁon de sécurité

PART C - (continued) ! PARTIE C - (suite)
For users pleting the form 1l
site(s) or premises.

Les utilisateurs qui remplissent le formulaire manuellement doivent utiliser e tableau récapitulatif ci-dessous pour indiquer, pour chaque catégorie, les
niveaux de sauvegarde requis aux installations du fournisseur.

use the y chart below to indicate the category(ies) and level(s) of safeguarding required at the supplier's

For users completing the form online (via the Internet), the summary chart is automatically populaled by your responses to previous quashons
Dans le cas des utilisateurs qul remplissent le formulaire en ligne (par Internet), les réponses aux questions pré sont at | saisies
dans le tableau récapitulatif,

SUMMARY CHART / TABLEAU RECAPITULATIF

Categoty PROTECTED CLASSIFIED NATO COMSEC
Catégorie PROTEGE CLASSIFIE
Top NATO NATO NATO cosMIC PROTECTED TopP
A | B | C | ConFipENTIAL SECRET | SECRET | RESTRICTED | CONFIDENTIAL | SECRET Top PROTEGE CONFIDENTIAL | SECRET | SECRET
SECRET
CONFIDENTIEL TRES NATO NATO cosmic A | B | C | CONFIDENTIEL TRES
SecReT | DIFFUSION | CONFIDENTIEL TRES SECRET
RESTREINTE SECRET
Informalion / Assels /
Renseignements / Biens
[Production
IT Media /
Tl v
T Link /
Llen électronique

12. a) Is the description of the work contained within this SRCL PROTECTED and/or CLASSIFIED? No Yes
La description du travail visé par la présente LVERS est-elle de nature PROTEGEE et/ou CLASSIFIEE? Non Oui
If Yes, classify this form by annotaung lhe top and bottom In the area entitled “Security Classification”.
Dans I'affirmative, classifier le p en le niveau de sécurité dans la case intitulée « Classification
de sécurité » au haut et au bas du formulaire.

12. b) Will the documentation allached to this SRCL be PROTECTED and/or CLASSIFIED? No Yes
La doct ! alap te LVERS sera-t-elle PROTEGEE et/ou CLASSIFIEE? Non oul

If Yes, classify this form by annotating the top and bottom in the area entitled “Security Classlfication” and indicate with
attachments (e.g. SECRET with Allachments)

Dans I'affi I lep enil le niveau de sécurité dans la case intitulée « Classification
de sécurité » au haut et au bas du formulaire et indiquer qu’ll y a des pléces Jointes (p. ex. SECRET avec des piéces
Jointes).

TBS/SCT 350-103(2004/12) Security Classi [ Classification de sécurité -
UNGLASSIFIED Cana
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Securlty Classlficalion / Classification de sécurité
UNCLASSIFIED
PART D - AUTHORIZATION / PARTIE D - AUTORISATION :
3. Organlzalion Project Authorily / Chargé de projel de 'organisme
lame (print) - Nom (en leltres moulées) Tltle - Titre Signature o
Waslall, Susan Senlor Supply Specialist )
Telephone No. - N° de téléphone Facsimlle No, - N" de télécopleur | E-mall address - Adresse courriel Dale
613-B48-8350 613-991-5870 susan.weslall@!psge-pwgsc.gc.ca 2018/08/02
[14. Organlzation Securily Authorily / Resp ble de la sécurilé de l'organlsme
Name (print) - Nom (en lettres moulées) Title - Tire Signatu
Forgel, Rachelle S0 1
ITelephone No. - N” de (&léphone Facsimile No. - N° de (§lécopieur | E-mall address - Adresse courriel Dale P
819-956-0630 819-934-1445 rachelle.forgel@tpsgc-pwosc.ge.ca / I 0 C’ 7 &D/{,
15. Are there additional instructlons (e.g. Securlly Gulde, Securlly Classification Guide) attached? No Yes
Das Instruclions supplémentalres {p. ex. Gulde de sécurité, Gulde de classification de la sécurilé) sont-elles Joinles? Non oul
8. Procurement Officer / Agent d’approvisionnement e
Name (print) - Nom (en feltres moulées) Title - Titre srgnnluce//,,
= 2 fciRe s V7 4
MoSTRED 4. lHmAPL | FvEPL) S/ . —
Telephone No. - N° de té1&phone ] Facsimlle No, - N° de télécoplaur I E-mall address - Adresse courriel I Date
7. Ci Security Authority / Aulorité e en mallére de sécurité o !
Name ' ' ' Slgnature secid
Paul Lepinski W\/}
Iretani Agent a la Sécurité des contrats | Contract Security Officer ~Adresse courdel Date
oo Progl de la Sécurité industrielle | Industrial Security Program 2 ; | 07 - SEﬂ., 2o {b
Paul Lepinskitiipsge-pwgse.ge.ca
Téléphone : 613 957-1294 B
‘
TBS/SCT 350-103(2004/12) Security Classification / Classfficalion de sécurité 1l
UNCLASSIFIED d Ca_[lada
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IT Security Requirements Technical Document

This document outlines the IT Security requirements for call-ups under standing offer number EN578-
171290 for the processing of protected information up to and including the level of PROTECTED B.

The Security requirements for the call-up are those included in the Operational Security Standard:
Management of Information Technology Security (MITS).

Following are additional requirements:

1. Each Contractor requiring access to PROTECTED information must hold a valid RELIABILITY
STATUS security clearance, granted by the Canadian Industrial Security Directorate (CISD) of Public
Works and Government Services Canada (PWGSC).

2. The Contractor shall not provide access to information to subcontractors, volunteers, offenders or
other parties, unless individuals have been authorized by (Department Name), hold a valid RELIABILITY
STATUS clearance and have a legitimate need-to-know for the information provided via that system.

3.  The Contractor shall not grant individuals without a RELIABILITY STATUS security clearance
access to computers that are or were previously used to process (Department Name) information or
permit those same individuals to assist with the care or operation of the computer systems used to access
(Department Name) information.

4.  The Contractor shall ensure that all of its employees who are involved in this contract are
completely aware of their security obligations related to the handling of PROTECTED information.

5. If PROTECTED information is stored or processed on a computer belonging to the Contractor
and/or on removable media such as a USB flash drive, the information must be protected by a strong
password and encrypted using a product that meets the Federal Information Processing Standard 140-2
(FIPS 140-2).

6.  The Contractor shall operate computers used to complete the contract only in an Operations Zone
as defined in the Treasury Board's Operational Security Standard on Physical Security.

7.  When not in use, the Contractor(s) must secure all sensitive material stored in removable computer
media in a RCMP-approved security container.

8.  The Contractor shall ensure that the screen and printed output is not viewable by unauthorized
people.

9.  The Contractor transporting any PROTECTED information must use a RCMP-approved locking
dispatch case (i.e. briefcase) and follow operational standards while handling it.

10. Electronic exchange of PROTECTED information must be encrypted using a product that meets
FIPS 140-2 standard.

11.  All documentation produced or completed by the Contractor, which contains PROTECTED
information shall have its sensitivity labeled in the upper right hand corner on the face of each page of the
document. Also all hardware devices (e.g. PCs, printers, removable storage media and backup tapes) will
be labelled appropriately. (Security Markings).

12. When using remote access on the Information System (IS) the company shall utilize a VPN solution
that requires two tier authentication; is secure and monitored to prevent cyber attacks and unauthorized
access. The employee using a VPN must be made aware of the risks and understand the potential
threats.
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13. Government contractual data is to be segregated from other contractual data and corporate data in
a way which allows all government contractual data to be immediately security wiped upon request of the
client.

14.  All hard disks, removable media, backup media, etc that contain PROTECTED information shall be
disposed of using security procedures defined in the Clearing and Declassifying Electronic Data Storage
Devices (ITSG-06) to ensure no residual PROTECTED data can be read off these devices, this would
also include printers, multi-function printers and photocopiers which utilize an internal hard drive.

15.  Unless prescribed otherwise by law, the Contractor must permanently remove all sensitive
electronic information that belongs to or was processed in the completion of the contract, from any
storage medium belonging to the Contractor or any of its agents.

16. The Contractor shall ensure direct supervision of individuals without a valid RELIABILITY STATUS
security clearance if/when they are to service or maintain a computer used to process PROTECTED
information on the contractor's premises.

17. If there is a requirement to service a computer that is used to store and/or process PROTECTED
information outside of the Contractor's premises, any hard disk(s) containing PROTECTED information
must be removed and secured with the Contractor prior to the computer being removed from the
premises.

18. If it has been determined that the computer hard disk used to process or store PROTECTED
information is no longer serviceable, the Contractor shall surrender the hard disk for destruction.

19.  When using wireless, it is to conform to the configuration guidelines in ITSPSR-21A.

20. The Contractor is liable for any damages incurred as a result of the compromise of any
PROTECTED information.

21.  The Contractor must report to the Project Authority, any loss or theft of PROTECTED information
within two hours of detection.

22. The Contractor may request a copy of all applicable departmental policies and standards from the
Project Authority.
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APPENDIX 1 TO STATEMENT OF WORK

TRANSCRIPT SPECIFICATIONS SHEET

The following specifications apply to all transcripts under this call-up unless otherwise specified by the
Project Authority.

Format requirement Specifications (if applicable)

Information required on title page

Information required on index page

Information required on witness page

Number of Lines per page

Average number of words per page

Line Spacing

Indentation for new paragraphs and/or new
speakers

Font type

Font size

Top margin

Bottom margin

Left margin

Right margin

Page numbering / referencing specifications

Header information

Footer information

Certification / signature block specifications

Binding information for paper copies

Software version required (i.e. MS Word 2016)

Identification required on electronic media
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Labels (i.e. for CDs)

Language version (i.e. English / French Canada)

Additional notes (i.e. speakers, recess,
adjournment, start / finish time times etc.)

Pickup and delivery specifications

Additional information or other requirement:
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APPENDIX 2 to PART 3 OF THE REQUEST FOR STANDING OFFERS

ELECTRONIC PAYMENT INSTRUMENTS

The Offeror accepts to be paid by any of the following Electronic Payment Instrument(s):

() VISA Acquisition Card,;
() MasterCard Acquisition Card;

() Direct Deposit (Domestic and International);
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