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PART 1 - GENERAL INFORMATION

1. Introduction

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

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

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

Part 3: Offeror 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: includes the certifications to be provided;

Part 6: Security, Financial and Insurance 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 attachments include:
Attachment 1 to Part 3 - RFSO Technical Response Template
Attachment 1 to Part 4 - Mandatory Evaluation Criteria

The annexes include:
Annex "A" – Requirement
Annex "B" - Basis of Payment
Annex "C" - Generic Security Requirements Check Lists (SRCLs)
Annex "D" - Protocol and Standards for THS Applicable to Identified Users and Suppliers
Annex "E" - Basic Standards for Testing the Office Support Classifications (Stream 1)
Annex “F” - Insurance Requirements
Annex “G” - Quarterly Usage Reporting
Annex “H” -THS Form-Request for Availability of THS Resources for a resulting Call-up

2. Summary

(i) Public Works and Government Services Canada (PWGSC) invites interested Offerors to 
respond to the Request for Standing Offers (RFSO) for the provision of Temporary Help 
Services (THS) to be provided for the National Capital Area (NCA).
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This solicitation is an opportunity for:

• Offerors who have a Standing Offer issued under RFSO no. E60ZN-110002/C, E60ZN-110002/D, 
E60ZN-110002/E but did not bid under E60ZN-110002/F to submit a new offer to qualify to
provide services described in the Standing Offer.

• Offerors who have a Standing Offer issued under RFSO no. E60ZN-110002/F to submit a new 
offer to qualify for additional classifications, streams and/or sub-streams to be added to its 
Standing Offer; and

• New Offerors for THS in the NCA to submit an offer to qualify to provide the services described in 
the Standing Offer.

This solicitation will also provide an opportunity for Offerors who are issued a SO under this 
solicitation (RFSO no. E60ZN-110002/G) to qualify for additional classifications,
streams and/or sub-streams to be added to its Standing Offer.

THS includes five (5) streams of services;

Stream 1 Office Support
Stream 2 Administrative Services 
Stream 3 Operational Services 
Stream 4 Technical Services 
Stream 5 Professional Services

(ii)      The RFSO is for the provision of THS to any Canadian Government Department, Departmental 
Corporation or Agency in the National Capital Area, as identified in Schedules I, I.1, II, III, IV or V
of the Financial Administration Act (FAA).

(iii)      The requirement is subject to the provisions of the Agreement on Internal Trade (AIT) only; it is 
excluded from the North American Free Trade Agreement (NAFTA) and is not covered under the 
World Trade Agreement on Government Procurement (WTO-AGP).

(iv) There is a security requirement associated with this requirement. For additional information, 
consult Part 6 - Security, Financial and Insurance Requirements, and Part 7A, Standing Offer.

(v) The requirement is limited to Canadian goods and/or services.

(vi) The resulting SOs are not to be used for deliveries within a Comprehensive Land Claims
Settlement Area (CLCSA). All requirements for delivery within a CLCSA are to be submitted 
to the Department of Public Works and Government Services for individual processing.

(vii) This procurement, in whole or in part, may be designated by one or more Identified Users as 
set-aside for aboriginal business under the federal government's Set-aside Program for 
Aboriginal Business (SPAB).

Pursuant to the Agreement on Internal Trade (AIT) Article 1802: Aboriginal Peoples, the AIT does 
not apply to any measure adopted or maintained with respect to Aboriginal peoples. AIT does not 
apply to a procurement that is restricted to Aboriginal businesses under PSAB.

(viii) Any resulting call-up may require that the services be performed in one or the other of Canada's
Official Languages.

(ix) A permanent notice will be posted on the Government Electronic Tendering Service (GETS) for 
the duration of the Period of the Standing Offer to allow new offerors to become qualified. Existing
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qualified  offerors who have been issued a standing offer as a result of this RFSO no. 
E60ZN-110002/F, will not be required to submit a new offer but may qualify for classifications,
streams and/or sub-streams for which they are not already qualified.

(x)       Pursuant to section 01 of Standard Instructions 2006 and 2007, Offerors must submit a complete 
list of names of all individuals who are currently directors of the Offeror. Furthermore, as 
determined by the Special Investigations Directorate, Departmental Oversight Branch, each
individual named on the list may be requested to complete a Consent to a Criminal Record
Verification form and related documentation.

3. Security Requirement

There is a security requirement 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.

4. Canadian Content

The services covered by the Standing Offer may be limited to Canadian services as defined in 
clause A3050T.

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

5. Debriefings

After issuance of a standing offer, 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.

6. Key Terms

National Capital Area (NCA): means the Regional municipality of Ottawa-Carleton boundary in 
the Province of Ontario and the Outaouais Regional Community in the Province of Quebec.

Qualified Offerors: means an Offeror is a Offeror who meets a requirement specific criteria for a
call-up under this SO (i.e. the classification, level of expertise, security, language).

Request for Availability (RFA) - Recommended template that Canada can use to request the 
availability of THS resouces from Offerors for a specific requirement.
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PART 2 - OFFEROR INSTRUCTIONS

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.

Subsection 5.4 of 2006, Standard Instructions - Request for Standing Offers - Goods or Services, is 
amended as follows:

Delete: sixty (60) days
Insert: two hundred and twenty (220) days

1.1 SACC Manual Clauses

M9033T (2011-05-16) Financial Capability

1.2 Set-aside for Aboriginal Business

a) This procurement in whole or in part, may be set aside for Aboriginal business under the 
federal government's Set-aside Program for Aboriginal Business. In order to be 
considered as an Aboriginal Business, Offerors must complete and sign the Aboriginal 
Business Certification in Part 5 - Certifications.

b) By executing the certification, the Offeror warrants that it is an Aboriginal business as 
defined in the Set-aside Program for Aboriginal Business.

2. Submission of Offers

Offers must be submitted only to Public Works and Government Services (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 will not be accepted.
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3. Enquiries - Request for Standing Offers

All enquiries must be submitted in writing to the Standing Offer Authority no later than fifteen (15) 
calendar days before the Request for Standing Offer (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. Items identified as 
"proprietary" will be treated as such except where Canada determines that the enquiry is not of a 
proprietary nature. Canada may edit the questions or may request that offerors do so, so that the 
proprietary nature of the question is eliminated, and the enquiry can be answered with copies to 
all offerors. Enquiries not submitted in a form that can be distributed to all offerors may not be
answered by Canada.

4. 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.

5. On-Going Opportunity for Qualification

A notice will be posted on the GETS for the duration of the Standing Offer Period to allow new 
offerors to become qualified and to allow existing offerors, who have been issued a standing
offer to qualify for classifications, streams and/or sub-streams for which they are not already 
pre-qualified. No existing Offeror will be removed from the qualified offeror list because of
the addition of new Offerors. Canada reserves the right to issue standing offers to offers who
qualify throughout the entire period of the Standing Offer.

5.1 Cycles for Qualification

Canada reserves the right to conduct the evaluation of offers in cycles, not less than quarterly.
That is, Canada may collect offers received over a calendar year quarter, in order to conduct the 
evaluation of all those offers concurrently as part of a single cycle of qualification.

5.2 RFSO Schedule of Cycles for Qualification

Canada will endeavor to evaluate in each quarterly evaluation period those submissions received 
by the quarterly closing date in accordance with the schedule below. The schedule may require a
revision due to operational requirements, in which case offerors will be advised.
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Quarterly Evaluation Periods:

Fiscal Quarter Closing Date: Time of Closing Evaluation Period
Q1 June 30 02:00 PM Eastern

Daylight Time (EDT)
July 1 to September 30

Q2 September 30 02:00 PM Eastern
Daylight Time (EDT)

October 1 to December
31

Q3 January 3 02:00 PM Eastern
Standard Time (EST)

January 4 to March 31

Q4 March 31 02:00 PM Eastern
Daylight Time (EDT)

April 1 to June 30

5.3 Failure to Qualify

Canada will notify all offerors that fail to qualify and identify the reason their proposal has been 
declared non-responsive. From the time a notice is sent to an offeror, the offeror will have up to 
the 6 months provided that their original bid expiry has not lapsed to modify and re-submit for 
re-evaluation the elements required for the classifications, streams and/or sub-streams for which
the offeror wishes to qualify. Provided the offeror, advises PWGSC, within such period, that it now 
considers its proposal complete, PWGSC will conduct the re-evaluation in accordance with the 
RFSO Schedule of Cycles for Qualification subject to all provisions of the RFSO.

5.4 Certification Component:

The RFSO On-going Opportunity for Qualification will require both new and existing Offerors to 
submit new certifications.
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PART 3 - OFFER PREPARATION INSTRUCTIONS

1. Offer Preparation Instructions

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

Section I: Technical Offer - two (2) hard copies and two (2) soft copies on one
USB

Section II: Financial Offer - to be entered in the THS Online System once Standing
Offers are issued

Section III: Certifications - (2 hard copies)

If there is a discrepancy between the wording/data of the soft copy and the hard copy, the 
wording/data of the hard copy will have priority over the wording/data of the soft copy.

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, the 
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 are encouraged to:

1) use paper containing fibre certified as originating from a sustainably-managed forest
and/or 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 II: Financial Offer

Offerors must submit their financial offer in accordance with Annex “B” - Basis of Payment. The
total amount of Goods and Services Tax or Harmonized Sales Tax must be shown separately, if
applicable.

Offerors must submit their financial offer when they input their first weekly price revision into the
THS Online System once the Standing Offers (SO’s) are issued.

Offerors must submit into the THS Online System, new firm hourly rates for the classification of 
personnel and level of expertise for which they were technically compliant in. Offerors submission 
of new firm hourly rates must be completed by 5 business days after being notified in writing by 
PWGSC to do so.
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Section III: Certifications

Offerors must submit the certifications required under Part 5 - Certifications.

2. Technical Response Template

Offerors must provide the information specified in Attachment 1 to Part 4 - Mandatory Evaluation 
Criteria. Offerors should complete Attachment 1 to Part 3 - RFSO Technical Response Template 
listed below in the preparation of their offer for both the hard copy and the soft copy.

Electronic File Name: RFSO Technical Response Template.xls

The RFSO Technical Response Template has been posted on the GETS and is available for 
download.

Offerors must use caution when inputting data into the RFSO Technical Response Template. 
Offerors should not modify the templates but simply input their data into the required fields in the 
format that is specified.

3. Multiple Offers

A legal entity can only submit: (i) one offer from the legal entity alone, or (ii) one offer from the 
legal entity and one offer from the legal entity in a joint venture with another legal entity where one 
of the joint venture member is a legal entity that complies with the Aboriginal Business
Certification in Part 5- Certifications. Each offer must be a physically separate document. Each
offer will be evaluated independently without regard to other offers submitted and, therefore, every
offer must be complete. If a legal entity participates in more offers than permitted under (i) or (ii),
Canada may require the legal entity to inform Canada as to which of its offers it wishes to 
withdraw.
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Attachment 1 to Part 3

RFSO Technical Response Template

See attached document.
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PART 4 - EVALUATION PROCEDURES AND BASIS OF SELECTION

1. Evaluation Procedures

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

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

1.1 Technical Evaluation

Each offer will be reviewed for compliance with the mandatory requirements set out in Attachment
1 to Part 4, Mandatory Evaluation Criteria.

2. Basis of Selection

An offer must comply with the requirements of the Request for Standing Offers and meet all 
mandatory technical evaluation criteria to be declared responsive.
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Attachment 1 to Part 4

Mandatory Evaluation Criteria

1. The offeror must provide the information specified below in this Attachment. Offerors should complete
Attachment 1 to Part 3 -RFSO Technical Response Template.

2. For M1, M2A, M2B, M2C and M3, if the offeror submits an arrangement in response to Request for 
Supply Arrangement no. EN578-060502/J, the offeror may include the same information in its offer by 
incorporating this information by reference. In order for Canada to consider the referenced information, 
the offeror must clearly identify the information and provide the page number(s) where the information is 
included in the arrangement.

3. The offeror must identify in its offer the classifications, streams or sub-streams it wishes to offer.

By submitting an offer, the offeror is indicating that it considers itself to be fully compliant with every
mandatory requirement of this Attachment 1 to Part 4 and will agree to the Standing Offer terms and
conditions identified in this solicitation if a standing offer is issued to it.

4. For M2A, M2B and M2C, the following information must, as a minimum, be provided for each of the 
temporary help resources resources named:

1) THS Classification and level as defined in Annex “A” - “Requirement” that closely match the duties 
the resource provided;

2)  Name of the Joint Venture member that supplied the resource if it is applicable;
3)  Start and End Dates of the temporary help placement; and
4)  Client Contact

5. For the purposes of the mandatory evaluation criteria:

Client Contact

“Client” means a legal entity that is not an affiliate of the offeror, a member of a joint venture with the 
offeror or any other entity that does not deal at arm's length with the offeror.

Canada may, at its discretion, contact a client to confirm the start and end dates of the temporary help 
placement and to confirm that the offeror has previously provided and has been paid for the services for
the applicable classification. The same contact may be used more than once for the 20 temporary help 
resource names in a stream, however, a minimum of 3 different clients must be demonstrated for each
stream.

The following information should, as a minimum, be provided for each Client Contact:
• Name
• Address
• E-mail (if applicable)
• Telephone Number

Joint Venture

Where an offeror is a Joint Venture, temporary help resources provided by any joint venture member will 
be considered and each joint venture member must have previously provided at least one (1) of the 
classifications demonstrated in the offer for a stream.



Page 15

Temporary Help Resource Placements

• Permanent placements are acceptable as resource placements;
• Copies of resumés or accreditation with offer submission are not required, but Canada reserves 

the right to request information;
• Named temporary help resource can still be on assignment.

Qualification for Streams/Classifications (Streams 1, 2, 3, 4)

If the 20 compliant temporary help resource names demonstrate only one or two different classifications 
within a stream, the offeror is considered compliant for the one (1) or two (2) classifications demonstrated. 
If the offeror demonstrates three (3) or more different classifications within a stream, the offeror is 
considered compliant for all the classifications within that stream.

Offerors who have a SO under RFSO no. E60ZN-110002/, E60ZN-110002/E and/or E60ZN-110002/F for
one (1) classification within a stream and wish to offer for all classifications within that stream for this
solicitation (RFSO no. E60ZN-110002/G) must demonstrate two (2) more classifications within that
stream and must comply with M1, M2A or M2B, M3 and any other requirements of the solicitation no.
E60ZN-110002/G.

Offerors who have a SO under RFSO no. E60ZN-110002/D,E60ZN-110002/E and/or E60ZN-110002/F
for two (2) classifications within a stream and wish to offer for all classifications within that stream for this
solicitation (RFSO no. E60ZN-110002/G) must demonstrate one (1) more classification within that stream
and must comply with M1, M2A or M2B, M3 and any other requirements of the solicitation no. E60ZN-
110002/G.

Example 1. Offeror A is a Offeror that has a SO for the following two (2) classifications in Stream 3 under

Solicitation no. E60ZN-110002/D :
• Building Technician
• Building Superintendents

For this solicitation, Offeror A has demonstrated one more classification in Stream 3 under M2A:
• General Labourer

Offeror A is considered compliant for all classifications in Stream 3 if it has demonstrated compliance with
M1, M2A, M3 and other requirements of this solicitation.

Demonstrating different classifications does not include sub-classifications.

Example 2: Offeror B provides the following:

• Paul Murphy - Classification: Clerk, Sub-classification: Data Entry
• Mark Smith - Classification: Clerk, Sub-classification: Accounting

The above scenario is considered to be 2 different named temporary help resources; however, only the
“Clerk” classification is being demonstrated.
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Mandatory Evaluation Criteria

Number Mandatory Criterion Stream(s)

Reference to
Attachment 1 to Part
3 -RFSO Technical
Response Template

M1 Minimum years in business

The offeror must have been in business for 
a minimum of one (1) year prior to the 
closing date of the solicitation.

In case of a joint venture, each member of 
the joint venture must be in business for a
minimum one (1) year prior to the closing 
date of the solicitation.

In case of the recent amalgamation of two
(2) or more legal entities, each legal entity 
must meet the minimum one-year 
requirement.

Streams 1, 2, 3, 4,
5

1.1

M2A Experience of the Offeror

The offeror may provide up to a maximum 
of 40 temporary help resource names but 
must provide a minimum of 20 different 
temporary help resource names that are
compliant.

In order for a resource to be compliant:

• Each resource must have worked a
minimum of 37.5 hours between May
20, 2006 and solicitation closing date
inclusively rendering services for which
the Offeror received payment.

• Services of the above 20 compliant 
temporary help resource names must
have been billed to a minimum of 3 
different clients located in the National 
Capital Area.

Streams 1, 2, 3 1.5 (a), (b), (c)

M2B Experience of the Offeror

The offeror may provide up to a maximum 
of 40 temporary help resource names but 
must provide a minimum of 20 different 
temporary help resource names that are
compliant.

In order for a resource to be compliant:
.

• Each resource must have worked a
minimum of 37.5 hours between May
20, 2005 and solicitation closing date

Stream 4 1.5 (d)
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inclusively rendering services for which
the offeror received payment.

• Services of the above 20 compliant 
temporary help resource names must
have been billed to a minimum of 3 
different clients located in the National 
Capital Area.

• The above 20 compliant temporary help 
resource names can be the same
names as provided for M2A or M2C or 
both criteria.

M2C Experience of the Offeror

The offeror may provide up to a maximum 
of 40 temporary help resource names and
may provide up to a maximum of 4 
temporary help resource names in each sub
-stream. The offeror must provide a
minimum of 20 different temporary help 
resource names and a minimum of 2 
different temporary help resource names in 
the sub-stream that are compliant.

The offeror may repeat any of the 20 
compliant temporary help resource names 
in any of the sub-streams to demonstrate 
the 2 temporary help resource names in 
each sub-stream.

In order for a resource to be compliant:

• Each resource must have worked a
minimum of 37.5 hours between May
20, 2005 and solicitation closing date
inclusively rendering services for which
the offeror received payment.

• Services of the above 20 compliant 
temporary help resource names and the
2 compliant temporary help resource
names for each sub-stream must have 
been billed to a minimum of 3 different 
clients located in the National Capital
Area.

• The above 20 compliant temporary help 
resource names and the 2 compliant 
temporary help resource names for
each sub-stream can be the same
names as provided for M2A or M2B or 
both criteria.

Stream 5 1.5 (e)
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M3 Testing

It is mandatory for the offeror to test their 
temporary help resources according to:

a) the requirements of the classification in 
which they are being proposed, and

b) the specific requirements of the Identified
User.

The offeror must provide a narrative (no
more than 5 pages in total, 8 1/2” x 11” 
paper). The narrative must provide a
description of:

(1) its testing protocol;
(2) the various tests it uses to comply with 
the four types of examinations described in 
Annex ‘”E”- Basic Standards for Testing the 
Office Support Classifications (Stream 1);
and
(3) the test(s) it uses to test official 
languages (oral,written communication and 
comprehension).

The narrative must include a description of 
the tests indicated in 1), 2) and 3) above but 
samples of tests are not to be provided.

Note: With the exception of the minimum 
four types of examinations (keyboarding, 
etc.) listed in Annex “E” - Basic Standards 
for Testing the Office Support
Classifications (Stream 1) in the RFSO, the
5 page narrative will not be evaluated but 
will be used as part of the Assessment 
Framework for managing the method of 
supply; an offeror’s testing will be compared
against the information provided in the 
offeror’s offer in the 5 page narrative. 
Offerors must be able to demonstrate to the 
satisfaction of PWGSC that they have 
appropriately conducted the testing of their 
THS resources.

Steam 1
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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.
Canada will declare an offer non-responsive, will have the right to set-aside a standing offer, or will declare 
a contractor in default in carrying out any of its obligations under any resulting contracts, 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 may render the offer non-responsive, may result in the setting aside of the
Standing Offer or constitute a default under the Contract.

1. Certifications Required Precedent to Issuance of a Standing Offer

1.1 Integrity Provisions - Associated Information

1.1.1 By submitting an offer, the Offeror certifies that the Offeror and its Affiliates are in compliance
with the provisions as stated in Section 01 Integrity Provisions - Offer of Standard Instructions
( https://buyandsell.gc.ca/policy-and-guidelines/standard-acquisition-clauses-and-conditions-
manual/1/2006/20). The associated information required within the Integrity Provisions will
assist Canada in confirming that the certifications are true.

Offerors must provide a list of names, or other related information as needed, pursuant to section 01 of
Standard Instructions 2006.

2. Additional Certifications Required Precedent to Issuance of a Standing Offer

The certifications listed below should be completed and submitted with the offer, but may be
submitted afterwards. If any of these required certifications 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 comply with the request of the Standing Offer Authority and to provide 
the certifications within the time frame provided will render the offer non-responsive.

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 (http://www.labour.gc.ca/eng/standards_equity/eq/emp/fcp/list/inelig.shtml)
available from HRSDC-Labour's website.

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.
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2.2 Former Public Servant Certification

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

If the answer to the questions and, as applicable the information required have not been received 
by the time the evaluation of bids is completed, Canada will inform the 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:

(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, in the context of the fee abatement formula, 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.
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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 Reduction Program

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: 

(a) name of former public servant;
(b) conditions of the lump sum payment incentive; 
(c) date of termination of employment;
(d)  amount of lump sum payment;
(e)  rate of pay on which lump sum payment is based;
(f) period of lump sum payment including start date, end date and number of weeks;
(g) number and amount (professional fees) of other contracts subject to the restrictions of a 

work force reduction program.

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

Certification

By submitting an offer, the Offeror certifies that the information submitted by the Offeror in 
response to the above requirements is accurate and complete.

2.3 Canadian Content Certification

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

This procurement is limited to Canadian services.

The Offeror certifies that:

( ) the service offered is a Canadian service as defined in paragraph 2 of clause
A3050T.

2.4 Set-aside for Aboriginal Business

1. This procurement is set aside under the federal government's Procurement Strategy for 
Aboriginal Business, as detailed in Annex 9.4 Requirements for the Set-aside Program 
for Aboriginal Business, of the Supply Manual.

2.        The Offeror:

(i) certifies that it meets, and will continue to meet throughout the duration of the
Offer, the requirements described in the above-mentioned annex.

(ii) agrees that any subcontractor it engages under the Offer must satisfy the 
requirements described in the above-mentioned annex.
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(iii) agrees to provide to Canada, immediately upon request, evidence supporting any 
subcontractor's compliance with the requirements described in the
above-mentioned annex.

3. The Offeror must check the applicable box below:

(i) ( ) The Offeror is an Aboriginal business that is a sole proprietorship, band, 
limited company, co-operative, partnership or not-for-profit organization.

OR

(ii)       ( ) The Offeror is either a joint venture consisting of two or more Aboriginal
Businesses or a joint venture between an Aboriginal business and a
non-Aboriginal business.

4. The Offeror must check the applicable box below:

(i) ( ) The Aboriginal business has fewer than six full-time employees.

OR

(ii) ( ) The Aboriginal business has six or more full-time employees.

5. The Offeror must, upon request by Canada, provide all information and evidence
supporting this certification. The Offeror must ensure that this evidence will be available 
for audit during normal business hours by a representative of Canada, who may make
copies and take extracts from the evidence. The Offeror must provide all reasonably 
required facilities for any audits.

6. By submitting an offer, the Offeror certifies that the information submitted by the Offeror in 
response to the above requirements is accurate and complete.

Owner/Employee Certification - Set-aside for Aboriginal Business

If requested by the Standing Offer Authority, the Offeror must provide the following certification 
for each owner and employee who is Aboriginal:

“1. I am (insert "an owner" and/or "a full-time employee") of
(insert name of business), and an Aboriginal person, 

as defined in Annex 9.4 of the Supply Manual, entitled "Requirements for the Set-aside 
Program for Aboriginal Business" .

2. I certify that the above statement is true and consent to its verification upon request by
Canada.

Printed name of owner and/or employee

Signature of owner and/or employee

Date"
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2.5 Testing

The Offeror certifies that:

( ) the testing the Offeror provides to their THS resources for classifications in Stream 1 
complies with the four types of examinations described in Annex "E" - Basic Standards for Testing 
the Office Support Classifications (Stream 1) and the Offeror also provide language testing (oral, 
written communication and comprehension).

( ) Not applicable for classifications the Offeror is bidding on.
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PART 6 - SECURITY, FINANCIAL AND INSURANCE REQUIREMENTS

1. Security Requirement

1.        Before issuance of a standing offer, the following conditions must be met:

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

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

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

2. Offerors are reminded to obtain the required security clearance promptly. Any delay in the 
issuance of a standing offer to allow the successful offeror to obtain the required 
clearance will be at the entire discretion of the Standing Offer Authority.

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.tpsgcpwgsc.
gc.ca/index-eng.html) website.

2. Joint
Venture (JV):

Each member of a JV Offeror must satisfy the requirements described in the resulting SO Article
entitled “Security Requirement”. For any given call-up, the highest level of corporate security 
attainable by such a JV Offeror through Canadian Industrial Security Directorate (CISD) of 
PWGSC is the lowest level held by any single member of the JV at the time of issuance of an
RFA relating to that particular call-up. For example, a JV with five members is comprised of four
members holding a valid Facility Security Clearance (FSC) at the Secret level and one member 
holding a valid Designated Organizational Screening (DOS) level. The highest corporate security 
level for which the JV would be considered under this SO framework would be DOS until such
time as the member holding a valid DOS clearance has requested sponsorship via the SO
Authority and obtained a valid FSC at the Secret level, as issued by CISD.

3. Financial Capability

SACC Manual clause M9033T (2011-05-16) Financial Capability

4. Insurance Requirements

The Offeror must provide a letter from an insurance broker or an insurance company licensed to 
operate in Canada stating that the Offeror, if issued a Standing Offer as a result of the Request
For Standing Offer, can be insured in accordance with the Insurance Requirements specified in 
Annex “F” - Insurance Requirements.

If the information is not provided in the offer, the Standing Offer Authority will so inform the Offeror 
and provide the Offeror with a time frame within which to meet the requirement. Failure to comply 
with the request of the Standing Offer Authority and meet the requirement within that time period 
will render the offer non-responsive.
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7 - STANDING OFFER AND RESULTING CONTRACT CLAUSES

A. STANDING OFFER

1 Offer

The Offeror offers to fulfill the requirement in accordance with the Requirement at Annex “A” -
Requirement.

2 a) Security Requirement

There is a security requirement associated with the requirement.

The Offeror must hold as a minimum, a valid Designated Organization Screening (DOS) issued 
by the Canadian Industrial Security Directorate (CISD), at the time of Standing Offer issuance.

Security requirement for Designated Organization Screening (DOS) Level: PWGSC
file # E60ZN-110002/SO1

1. The Offeror must, at all times during the performance of the 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 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 Offeror MUST NOT remove any PROTECTED information or assets from the 
identified work site(s), and the 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 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).

The requirements to be procured under this Standing Offer may be subject to security 
requirements. Several generic Security Requirement Check Lists (SRCLs), which PWGSC
anticipates will satisfy most security requirements associated with individual requirements, are
attached at Annex "C" to this SO. Each call-up will identify which SRCL in Annex “C” to Part A will
apply to that call-up.

These generic SRCLs may not meet the needs of some Identified Users for some requirements;
in such cases, a unique SRCL fully describing the security requirements will be included in the 
documentation associated with that individual call-up. For example, if the Royal Canadian 
Mounted Police (RCMP) is the Identified User, additional checks may be conducted by the 
RCMP.
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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-manu 
al) 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 call-ups resulting from the Standing Offer. This data must include all 
purchases paid for by a Government of Canada Acquisition Card.

The Offeror must provide this data in accordance with the reporting requirements detailed below.
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 Offeror must provide a Quarterly Usage Report (QUR) to PWGSC on a quarterly basis.
These submissions must be made by completing and forwarding an electronic copy of the QUR
in Excel format (which will be provided by PWGSC) to the following email address:

TPSGC.DGASAT-ABTHS.PWGSC@tpsgc-pwgsc.gc.ca Information concerning quarterly usage 
reporting is available via Annex “G”.

Each QUR should include a list of all call-ups issued to it under each Standing Offer, including 
stream, classification, level, client department and contact name, call-up number, start and end 
dates, number of hours billed and dollar value.

The reports must be submitted according to the following schedule.

Quarterly Report Covering Period Due Date

1st Quarter April 1 to June 30 On or before July 15

2nd Quarter July 1 to September 30 On or before October 15

3rd Quarter October 1 to December 31 On or before January 15

4th Quarter January 1, to March 31 On or before April 15

If an Offeror is not issued any call-ups during the quarter, the Offeror must confirm this by 
submitting a NIL report.

The Offeror understands that failure to comply with this requirement may result in the Standing 
Offer being set-aside by Canada. Canada reserves the right to set-aside the Standing Offer 
without notice, if reports are not submitted on time or are inaccurate or incomplete.



Page 27

4. Term of Standing Offer

4.1 Period of Standing Offer

The period for making call-ups against the Standing Offer is from date of award to October 31,
2017

5. Authorities

5.1 Standing Offer Authority
The Standing Offer Authority is:

Team Leader
Public Services and Procurement Canada
Acquisitions Branch, Services & Technology Acquisition Management Sector
Specialized Professional Services Procurement Directorate
10 Wellington Street
Gatineau, Quebec K1A 0S5

Telephone: 613-859-0147
E-mail address: TPSGC.DGASAT-ABTHS.PWGSC@tpsgc-pwgsc.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, 
they are 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:

Name:
Title:
Organization:
Address:
Telephone: - -   
Facsimile: - -
E-mail address:

The Project Authority is the representative of the department or agency for whom the 
Work will be carried out pursuant to a call-up under the Standing Offer and is 
responsible for all the technical content of the Work under the resulting Contract.

5.3 Offeror’s Representative

The Offeror's Representative is the individual(s) identified by the Offeror in its offer, or if submitted 
with the offer, the individual identified in the "Offeror Profile" of the RFSO Technical Response
Template. This individual(s) is the point of contact with the Offeror for all matters pertaining to the 
Standing Offer. By submitting its offer, the Offeror confirms that this individual(s) has the authority 
to bind the Offeror. It is the Offeror's sole responsibility to ensure that information related to the 
Offeror's Representative is correct and to immediately inform the SO Authority of any change to it. 
The Offeror's Representative may delegate to another individual to represent the Offeror for
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administrative and technical purposes under any call-up resulting from this Standing Offer
by providing to the Contracting Authority prior written notice containing all contact information 
requested in the "Offeror Profile" for that individual.

6. Identified Users

The Identified Users (also called Clients) include any government department, agency or 
Crown Corporation listed in Schedules I, I.1, II, III, IV, and V of the Financial Administration 
Act, R.S., 1985, c. F-11 and any other party for which the Department of Public Works and 
Government Services has been authorized to act from time to time under section 16 of the 
Department of Public Works and Government Services Act. Canada may, at any time, 
withdraw authority from any of the Identified Users to use the Standing Offer.

7. On-Going Opportunity for Qualification

A notice will be posted on the GETS for the duration of the Standing Offer Period to allow new 
offerors to become qualified and to allow existing offerors, who have been issued a standing 
offer to qualify for classifications, streams and/or sub-streams for which they are not already 
pre-qualified. No existing Offeror will be removed from the qualified offeror list because of
the addition of new Offerors.

8. Price Revision (PR)

Once a week (the exact day to be determined), the Qualified Offerors will have the opportunity
to input two (2) weekly price revision (PR) rates, one unilingual and one bilingual rate directly
into the THS On-line System. This will become that given week’s Offeror’s firm hourly rate,
for the given classification and level of expertise. The PR will also be used to establish the
ranking of Qualified Offerors, from lowest to highest firm hourly rate, for each classification.
Canada reserves the right to change the frequency of the PR. The PR, which is also
indicated on the Identified User search result sheet, is valid for up to 10 working days from 
the date that the search sheet is printed.

Canada reserves the right to request price support from any Offeror and at any time during the
Period of the Standing Offer.

Some examples of situations where Canada could request price support:

• Offerors posting unusually low rates;
• Pricing structures not based on incremental; that is, a junior level classification being

priced at a higher rate than a senior classification;
• Significant discrepancies in rates from one week to the other.

Should the Offeror be unable to support its rate(s), Canada reserves its right to
suspend or set-aside the Standing Offer with the Offeror, or take any other action it
deems necessary.

 

Administrative Remark 
Qualified Offerors will be granted access to the THS Online System by the Standing Offer Authority to 
input weekly price revision rates.  Offerors are solely responsible for inputting the rates into the THS 
Online System.  Reasonable efforts are made to provide Qualified Offerors with full access to the web-
based THS Online System from Monday through Sunday to input their weekly price revision in 
accordance with the provisions set out in the Standing Offer.  Due to technical or other errors, omissions 
or failures, the system may from time to time be unavailable or taken offline for system maintenance 
without further notice.  Offerors are encouraged to input their weekly price revision during normal 
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government operations Monday through Friday, and no later than Friday at 2PM EST or EDT excluding 
Statutory Holidays in the province of Quebec, in order to seek technical support should it be required.  In 
the event the Offeror fails to input weekly price revisions for the week, the rates from the preceding week 
will be carried forward.  Offeror(s) unable to honor the rates for the week, may in writing request the 
Standing Offer Authority to set-aside the Standing Offer until the next opportunity to input a weekly price 
revision into the THS Online System.    

8.1 Option to Extend the Request For Availability (RFA) Search Results Validity Period

Canada reserves the right to exercise an option to extend the 10 working days search result 
validity period for the Request for Availability (RFA) for a period of up to 45 calendar days from 
the date that the search results were printed subject to the following provisions:

(1) The Identified User may exercise this option by sending a written notice to the top
ranked compliant Offeror and must receive the Offeror’s concurrence in writing to this
extension on or before the expiry of the initial 10 working day search results validity
period forming part of the issued RFA.

(2) In the event the top ranked compliant Offeror does not provide to the Identified User 
a written concurrence with the request for extension to the search results validity 
period identified in paragraph (1), then the Identified User must complete the call-up
within the original 10 working days of the search results validity period in accordance 
with the article entitled “Price Revision”, and must not bypass the top ranked 
compliant Offeror to proceed with other evaluated Offerors in accordance with the
terms of this document. If the Identified User is unable to complete the call-up
award within the original search results validity period see paragraph (6).

(3) The Identified User must also provide written notice within the original 10 working days 
of the search results validity period to all invited Offerors on the subject RFA, of the 
results of the evaluation and inform all invited Offerors that the Identified User has 
exercised this option with concurrence from the top ranked compliant Offeror.

(4) The option to be exercised at the sole discretion of the Identified User, as named in
the RFA, must be evidenced and retained for administrative and audit purposes with
the RFA and THS files.

(5) The RFA cannot be extended for more than 45 days. If an Identified User requires
more than 45 calendar days to complete the RFA process for call-up issuance, the
subject RFA will be cancelled and no call-up will be issued from the subject RFA
process. The Identified User, subject to its ongoing operational requirements for THS,
must then restart a new THS process to fulfill the requirement.

(6) In the event that no call-up is issued, the RFA will be considered cancelled and the
Identified User will provide written notice to all invited Offerors. The Identified User, at 
its discretion may proceed to initiate a new THS process as may be required.
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For illustration purposes the following example is included as information for both the Offeror and
Identified Users pertaining to the time requirements of articles 8.0 and 8.1.

Date THS
RFA Process

Search Result Validity
Expiry Date

Monday, February 4, 2013 THS Search results initiated February 15, 2013

Monday, February 4, 2013 RFA issued February 15, 2013

Wednesday, February 6, 2013 RFA closed February 15, 2013

Thursday, February 7, 2013 Identified User required
additional RFA process time and 
has identified the compliant
top-ranked Offeror

February 15, 2013

Friday, February 8, 2013 Identified User is seeking to 
extend validity period for a 
period up to the maximum 45
calendar days and issues notice
to top ranked compliant Offeror

Tuesday, February 12, 2013 Top ranked compliant Offeror
provides written concurrence to
extend to the Identified User
specified in the RFA

A issued call-up must take place
no later than March 21, 2013

Thursday, February 14, 2013 Identified User informs in writing 
to all RFA invited Offerors of the 
evaluation results and the 
extension period

NOTE: In the event that the Identifier User does not complete the above on or before February 15,
2013, the RFA process is cancelled and no call-up award can take place.

Saturday, February 16, 2013 
or later

Identified User informs in writing 
to all RFA invited Offerors of the 
evaluation results and the 
extension period

Failure to provide notification 
within the search validity period, 
renders this RFA process
cancelled.

Thursday, March 21, 2013 Call-up must be issued no later 
than this date.

Failure to issue a call-up by this 
date; the RFA process is 
cancelled.
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u

9. Call-up Procedures

9.1 Multiple Standing Offers:  The Offeror acknowledges that multiple Standing Offers 
have been issued for this requirement. Call-ups will be allocated among the Offerors in

accordance with the selection methodology described below.

9.2 Only Authorized Call-ups to be Accepted: The Offeror agrees only to perform
individual call-ups made by an Identified User pursuant to this Standing Offer that
do not exceed the applicable Limitation of call-up, outlined in Section 11.0
Limitation of Call-Up.

9.3 Call-ups: The only authorized methods of call-up allocation against this Standing 
Offer are described below.

A) Right of First Refusal

The Right of First Refusal selection methodology requires call-ups to be issued to the Qualified 
Offeror(s) with the lowest price, meeting all the mandatories outlined in the Request 
for Availability (RFA) form, see section 9.4. The Identified User must use this 
selection methodology for call-ups valued above $25,000 (Travel expenses, Goods 
and Services Tax or Harmonized Sales Tax and all amendments included), and may
use it for call-ups valued at or below $25,000.

Issuance of a Request for Availability Form (RFA) to more than one Qualified Offeror is 
permitted under the Right of First Refusal method of allocation for this Standing Offer, 
however, the Identified User must issue the call-up(s) to the Offeror(s) with the lowest price
and meeting all the mandatory requirements.

It is recommended that the Identified User send their RFA to more than one Qualified Offeror 
in order of ranking (lowest to highest rate) as listed in the THS Online search results, with 
their requirement clearly set out. Qualified Offerors are required to provide a response; a 
recommended minimum of 48 hours from date of RFA. In exceptional cases only, a four hour 
response time may be allowed. In these cases Identified Users will be required to support 
their decision on file. The Identified User must list the classification and level of the resource 
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required. Identified Users should also include the education, experience, language and 
security clearance required by the proposed resource.

The Qualified Offeror must respond by providing a resource who meets the minimum 
mandatory qualifications of the classifications set out in Annex "A" - Requirement and all the 
mandatory criteria set out in the requirement. If the Qualified Offeror cannot respond or has 
no resource available for that specific requirement, then the Identified User may request a 
resource from the next Qualified Offeror on the list and so on, until a qualified resource 
meeting all the mandatory criteria has been identified.

In no circumstances, can the Identified User skip over the lowest Qualified Offeror or 
randomly select any other Qualified Offeror during the process (i.e. the Identified User is NOT 
ALLOWED to simply invite Qualified Offerors listed in price ranking positions 5 to 8, without 
inviting Qualified Offerors listed in price ranking positions 1 to 4).

The call-up must be issued to the Qualified Offeror (by price) who proposes a resource within 
the specific time limitation and meeting all the mandatory criteria of the RFA requirement.

 

B) Directed Method for requirements $25,000 and below

The Identified User may direct a call-up valued at or below $25,000 (Travel
expenses, Goods and Services Tax or Harmonized Sales Tax and all
amendments included), to Offerors qualified in the applicable classification in
accordance with the Government Contracts Regulations, irrespective of the ranking 
(lowest to highest rate) of Offerors listed in the THS Online search results.
The Identified User can send their RFA to any Qualified Offeror(s) in the search results 
list, and each RFA must clearly set out their requirements.

Call-ups can be directed to any Qualified Offeror proposing a compliant 
resource, who meets the minimum mandatory qualification in each 
classification set out in Annex “A” - Requirement and all the mandatory 
criteria set out in the requirement.

9.4 9.4 Request for Availability Form (RFA)

To obtain the information necessary to issue a call-up for the required resource(s), the 
Identified User will issue a Request for Availability form - Annex "H" to:

1. The lowest priced Qualified Offeror; or

2. To as many lowest priced Qualified Offerors listed on the THS Online search 
results; or
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3. For requirements of $25,000.00 and below, a specific Qualified Offeror(s) listed on 
the THS Online search results.

Each Request for Availability form will identify the requirements of the Identified User's request
including:

(a) The estimated and/or actual Call-Up Period; 
(b) The number of weeks required;
(c) The location where the required service(s) will be delivered;
(d) The hours of work and number of hours per week for the required service(s);
(e) The travel requirements;
(f) The overtime requirements;
(g) The language requirements;
(h) The level of security clearance required to carry out the required service(s);
(i) The specific Stream, Sub-stream, Classification (s) and

Level of Expertise required;
(j) Resource qualifications needed such as education, certification and 

experience;
(k) The Statement of Duties;
(l) The number of resource(s) required;
(m) The maximum number of resume(s) to be submitted.

9.5 Response Requirements

The Qualified Offeror must respond, by filling in the appropriate sections of the Request
for Availability form, via e-mail or fax as specified by the Identified User.

The Qualified Offeror must propose resource(s) who meets the minimum mandatory
requirements of the classification and all the mandatories of the requirement. Offerors
can propose resources that exceed minimum requirements.

The response must be signed by the Offeror or by an authorized representative of the 
Offeror. The signature indicates that the Offeror agrees to all the terms and conditions in 
their entirety as they appear in the Request for Availability Form. Timely receipt and 
correct direction of responses are the sole responsibility of the Offeror. Failure to provide 
a response within the specified time frame of the Request for Availability Form will be 
interpreted as being unable to perform the service(s).

The response must contain the written or electronic consent from the resource being 
proposed by the Offeror. The written or electronic consent must be attached to each
Request for Availability form response at the time of submission to the Identified User 
contact. Offerors who do not provide written or electronic consent with their 
submission will be found non-responsive.

9.6 Validation of Proposed Resource(s)

The qualifications and experience of the proposed resource(s) will be validated against
the requirements set out in the Request for Availability Form.

The Identified User may request proof of successful completion of formal training, as well 
as reference information. Canada reserves the right to request references from an Offeror 
to conduct a reference check to verify the accuracy of the information provided. Should
the reference(s) not confirm the required qualifications of the proposed resource(s) to 
perform the required services, the Offeror will be found non responsive and Canada 
reserves the right to go to the next Offeror.

Where the Offeror is requested to provide information regarding qualifications or 
experience of its proposed resources, the Offeror must provide complete details as to 
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where, when, month and year, and how, through which activities/responsibilities, the
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stated qualifications/experience were obtained. Experience gained during formal 
education will not be considered work experience. All requirements for work experience
will be obtained in a legitimate work environment as opposed to an educational setting. 
Co-op terms are considered work experience provided they are related to the required 
Services.

Where the Offeror is requested to provide proof of certification of the proposed resource, 
the resource must submit a copy of the certification received or proof that they have 
completed the certification program.

9.7 Offeror Consent Acknowledgement

By submitting and signing a response to a Request for Availability Form, the Offeror 
acknowledges and warrants each of the following:

(a) The Offeror certifies that all the information provided in the résumés and
supporting material submitted with its proposal, particularly the information 
pertaining to language, education, experience and work history, has been 
verified by the Offeror to be true and accurate. Furthermore, the Offeror 
warrants that every individual resource proposed by the Offeror for the 
requirement, meets all the mandatory requirements listed in the Request for 
Availability form and is capable of performing the Work described in the 
resulting call-up.

(b) Canada will not delay the issuance of any call-up to allow Offerors to obtain the 
required security clearance for the proposed resource(s). It is the responsibility of 
Offeror to ensure that the information required concerning the security clearance
of the resource(s) is provided at Request for Availability response time.

9.8 Offeror Certification

By submitting and signing a response to a Request for Availability Form, the Offeror 
certifies and warrants each of the following:

(a) Should the Offeror be authorized to provide services under any Request for 
Availability Form, the persons proposed will be available to perform the work as 
required by Canada’s representatives, and at the time specified in the Request for 
Availability or agreed to with Canada’s representatives.

(b) If the Offeror has proposed any person in fulfilment of the requirement who is not 
an employee of the Offeror, the Offeror certifies that it has written permission from 
such person or the employer of such person to propose the services of such
person in relation to the work to be performed in fulfilment of the requirement,and 
to submit such person's résumé to the Contracting Authority. As well, the Offeror 
certifies that the proposed person is aware that overtime may be required, and is 
willing to comply. During the assessment of the proposed resource, the Offeror 
must upon the request of the call-up Authority provide a copy of such written 
permission in relation to any or all non-employees proposed. If the Offeror fails to 
comply with such a request, its response will be considered non-responsive.

(c) If Canada seeks clarification from the Offeror, the Offeror warrants that 
clarifications will be made available upon request within two working days of a 
request by Canada or such longer period as is specified in writing. If the Offeror 
does not provide any required information within the time limit requested, its 
response will be considered non-responsive and will receive no further
consideration.
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(d) In the event that prior to call-up issuance, the offeror confirms a change in the 
availability status of the identified resource proposed in the RFA from the top 
ranked compliant offeror, or subject to a clarification obtained in accordance with 
(c), the Identified User may at its sole discretion proceed to either:

i. set-aside the Offeror’s proposal and give it no further consideration for the
purposes of the subject RFA, and proceed to the next top ranked
compliant offeror provided the proposal is still valid and that the proposed 
named resource is still available; or

ii. cancel the RFA process and start a new THS process.

(e) In the event that after the call-up issuance, the successful offeror confirms
a change in the availability status of the identified resource regardless
of the reason of unavailability, the Identified User may elect at its sole
discretion either to:

i. issue an amendment reducing the value of the call-up to $0.00 and document 
this in the THS file. At such time, the Identified User may proceed with the 
next top ranked offeror provided that the search results validity period has not 
lapsed; or

ii. allow the successful Offeror to replace the resource as per SACC A7017C -
Replacement of Specific Individuals

(f) For all transactions conducted under article (e) i, the Identified User must
submit to the PWGSC THS Standing Offer Authority a copy of the amendment 
reducing the call-up value to $0.00 along with a completed Client Satisfaction 
Report. A copy of this report is accessible at:
(http://www.tpsgc-pwgsc.gc.ca/app-acq/sat-ths/clients/rapport-report-eng.html).

9.9 Multiple Requirements - Same Classification and Level

Multiple requirements, involving the requirement for up to 10 resources of the same
classification and level, that start and end assignment on the same dates, can be
contracted using the Standing Offer method of supply.

Multiple requirements, involving the requirement for up to 10 resources of various 
classifications and levels, that start and end assignment on different dates, cannot be
contracted using the Standing Offer method of supply. The Supply Arrangement must be 
used.

9.10 Bulk Requirements

Bulk requirements (those involving the requirement for more than 10 resources of the 
same classifications and levels, that start and end assignment on the same dates), must
be contracted using the Standing Offer or Supply Arrangement method of supply.

Bulk requirements (those involving the requirement for more than 10 resources of 
various classifications and levels) that start and end assignment on different dates,
cannot be contracted using the Standing Offer method of supply. The Supply 
Arrangement must be used.
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Any bulk requirement must first be approved by PWGSC before the solicitation process
can be initiated by the Identified User.

9.11 Issuance of a Call-up

The Contracting Authority will issue the call-up within the applicable call-up Limitations 
using form PWGSC 8251 Call-up Against a Standing Offer for Temporary Help or 
PWGSC 942 Call-Up Against a Standing Offer.

10. Call-up Instrument

The work will be authorized or confirmed by the Identified User(s) authorized to use the THS 
Online System, using form PWGSC 8251 Call-up Against a Standing Offer for Temporary Help or 
PWGSC 942 Call-Up Against a Standing Offer.

11. Limitation of Call-Ups

Individual call-ups against the Standing Offer must not exceed $400,000.00 (Travel expenses,
Goods and Services Tax or Harmonized Sales Tax and all amendments included).

The Offeror must not perform any work or services or supply any articles in response to a
call-up(s) which would cause the total cost to Canada to exceed the said sum.

11.1 Maximum Duration of Call-Ups

A call-up issued against this Standing Offer must not have an assignment period duration (i.e. number 
of weeks and days from assignment period start date to assignment period end date inclusive) that 
exceeds 48 consecutive weeks, including all absences, and all subsequent amendments. The limit of 
48 consecutive weeks also applies to the duration of the assignment period for any part-time temporary 
help resource.

On an exceptional basis only, a call-up may be amended to extend the duration of an assignment 
period up to a maximum of 24 consecutive weeks beyond the limit of 48 consecutive weeks (i.e. total 
extended duration must not exceed 72 consecutive weeks) without PWGSC prior approval on the 
condition that the following requirements are met:

i) The duration of the assignment period, including any call-up amendments that impact the assignment 
period, must be more than 40 consecutive weeks;

ii) The amendment to extend the duration of the assignment period must be issued after the first 40 
consecutive weeks of the assignment period; and

iii) The Identified User must notify the THS Authority of the issued amendment by e-mail within 2 
business days of issuing the amendment.

Note: The THS Authority reserves the right to request for review a copy of the documentation pertaining 
to a call-up with an assignment period duration that has been extended beyond 48 consecutive weeks.
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11.2 Termination of Individual Call-up made under this Standing Offer

If a call-up made under this SO is terminated, such termination does not affect the 
Standing Offer. The Offeror acknowledges, however, that a default under any contract
made under this Standing Offer may result in the set-aside of this Standing Offer, at the 
discretion of the Standing Offer Authority.

The Standing Offer Authority is responsible for the termination of any call-up.
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11.3 Termination Notification of Call-Up

When a Identified User intends to terminate a call-up for a temporary resource in advance
of the call-up’s expiry date and the resource has been on continuous assignment for 3 to
12 months, the Identified User must provide the Supplier with a minimum of 1 week
written notification. In the case of a resource who has been on a continuous assignment
for over 12 months but less than 72 weeks (the THS maximum limit), the Identified User
must provide the Supplier with a minimum of 2 weeks written notice. If the required
notification is not provided or provided for a lesser period, the Identified User will pay a fee
based on 7.5 hours per day at the rate charged by the Supplier for that resource under the
call-up for each remaining days of the required notice period set above. No written 
notification is required if the call-up naturally expires.

12. Financial Limitation

Individual call-ups against the Standing Offer must not exceed $400,000.00 (Travel expenses,
Goods and Services Tax or Harmonized Sales Tax and all amendments included).

Whichever of the two comes first in (11.1) and (12) shall apply.

13. 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 2010B (2016-04-04), General Conditions - Professional

Services (Medium Complexity)
(e) Annex “A” - Requirement
(f) Annex “B” - Basis of Payment
(g) Annex “C” - Generic Security Requirements Check Lists (SRCLs)
(h) Annex “D” - Protocol and Standards
(i) Annex “E” - Basic Standards for Testing the Office Support Classification (Stream 1) 
(j) Annex “F” - Insurance Requirements
(k) Annex “G” - Quarterly Usage Reporting
(l) Annex “H” - THS Form-Request for Availability of THS Resources for a resulting Call-up
(m) the Offeror's offer dated , (as clarified on or as amended

                ).

14. Certifications

Compliance

Compliance with the certifications and related documentation provided by the Offeror is a 
condition of authorization of the Standing Offer and subject to verification by Canada during
the term of the Standing Offer and of any resulting contract that would continue beyond the
period of the Standing Offer. In the event that the Offeror does not comply
with any certification, provide the related documentation or if it is determined that any
certification made by the Offeror in its offer is untrue, whether made knowingly or 
unknowingly, Canada has the right to terminate any resulting contract for default and set 
aside the Standing Offer.
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15. SACC Manual Clauses

A3000C (2014-11-27) Aboriginal Business Certification
M3060C (2008-05-12) Canadian Content Certification

16. 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 _______
(insert name of the province).

17. Official Languages

(a) Offerors may respond to individual Request for Availability Form's under this SO in either 

official language, in accordance with the Official Languages Act and Regulations.

(b) Request for Availability Form's may require that the services be performed in one
or the other of Canada's Official Languages.

18. On-Going Qualification Requirements

(a) The Offeror must immediately notify the Standing Offer Authority if it no longer meets any 
of the mandatory qualification requirements of this Standing Offer.

(b) PWGSC may require an Offeror to confirm its qualifications at any time. PWGSC also
reserves the right to perform on-site assessments of Qualified Offerors with or
without prior notice to the Offeror. The SO Authority may require Offeror to provide 
evidence with respect to any element of the SO, such as but not limited to:

(i) the insurance it carries continues to meet the requirements of RFSO;
(ii) it continues to hold the necessary security clearance;
(iii) it continues to have the financial capability;
(iv) it continues to have the technical ability and experience required to deliver the 

services for which it is qualified; and
(v) the Joint Venture membership remains as stated in the Standing Offer.

(c) Where the Offeror no longer meets any of the individual requirements for qualification, 
Canada may, at its option:

(i) set-aside the Standing Offer in its entirety until the Offeror has demonstrated that 
it meets the requirements in respect of which it has been found deficient, during 
which time the Offeror will not be eligible for Call-ups issued under the Standing 
Offer;

(ii) set-aside the Offeror qualification under specific streams of this Standing Offer 
until the Offeror has demonstrated that it meets the requirements in respect of 
which it has been found deficient, during which time the Offeror will not be eligible 
for Call-ups issued under the Standing Offer framework for those streams;

(iii) set-aside the Standing Offer in its entirety; or
(iv) cancel the Offeror qualification under specific streams of this Standing Offer.

19. Suspension or Cancellation of Qualification by Canada

In addition to section 2(e) of 2005 04) Offer:

Canada may, by sending written notice to the Offeror, set-aside the Standing Offer under any of 
the following circumstances:
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(a) Examples of situations which may result in the suspension or set-aside of a Offeror's
Standing offer include:

(i) Late deliveries;
(ii) Price revision;
(iii) Distribution or publication of advertising, including information included in 

company websites, which might be interpreted as suggesting that unauthorized 
services are available under the Standing Offer;

(iv) Failure to submit complete and accurate Quarterly Usage Reports within the 
required time frames;

(v) Violation of any of the specific terms and conditions detailed in the Standing
Offer (e.g. failure to meet the minimum RFSO requirements, failure to respect the
Call-up limitations, etc.);

(vi) Canada has terminated any resulting Call-up issued against the Standing Offer 
framework for default;

(vii) Canada has imposed measures on the Offeror under the PWGSC Vendor
Performance Policy (or such similar policy as may be in place from time to time);

(viii) Canada has documented at least three instances of poor performance under
Call-ups awarded against the SO framework. An instance of poor performance
may include, but is not limited to late or failed delivery of reports or services 
including the required number of skilled resources, lack of timely notification given 
to the PWGSC Standing Offer Authority of changes in the Offeror's Authorized 
Representative, insurance coverage or security status, and non-compliance with 
invoicing procedures.

(ix) Canada has documented at least three instances under Call-ups issued against
the SO framework where, when called upon to submit resources under a tasking 
request, and the Offeror did not respond, did not submit the required number of 
resources, submitted resources that did not meet the requirements of the Call-up, 
or submitted resources at pricing exceeding the amount specified under the
Call-up.

(x) Canada has documented at least three instances of poor client satisfaction by the 
same client, or occasions of poor client satisfaction by any Identified User, for 
services provided by the Offeror under Call-ups.

(xi) Providing information on the Offeror website that conflicts with any aspect of the 
terms and conditions, pricing, or availability of systems currently listed in this 
Standing offer.

(b) Suspend or set-aside of a Offeror's Standing Offer does not affect the right of Canada to 
pursue other remedies or measures that may be available.

(c) Suspension or set-aside of the Standing offer will not, on its own, affect any Call-ups
entered into prior to the issuance of such notice.

(i) A suspension will not exceed 12 months.

(ii) The Offeror acknowledges that Canada may publish information regarding the 
status of the Offeror’s offer, including the suspension, set-aside or withdrawal of 
authority to use the Offeror's Standing Offer

20. Protocol and Standards

Offeror must follow the Annex "D" - Protocol and Standards for THS Applicable to Identified Users
and Suppliers. This is part of the commitment of PWGSC to enhance the integrity, transparency
and efficiency of the government contracting process, the use of automated procurement tools 
developed for Identified Users. Failure to follow Protocol and Standards could also lead to 
sanctions, e.g. Standing Offer may be set-aside.
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21. Aboriginal Business Certification

1) The Contractor warrants that its certification of compliance is accurate and
complete and in accordance with the "Requirements for the Set-aside Program
for Aboriginal Business" detailed in Annex 9.4 of the Supply Manual.

2) Contractor must keep proper records and documentation relating to the accuracy
of the certification provided to Canada. The Contractor must obtain the written
consent of the Contracting Authority before disposing of any such records or
documentation before the expiration of six (6) years after final payment under the
Contract, or until settlement of all outstanding claims and disputes, under the
Contract, whichever is later. All such records and documentation must at all
times during the retention period be open to audit by the representatives of 
Canada, who may make copies and take extracts. The Contractor must provide
all reasonably required facilities for any audits.

3) Nothing in this clause must be interpreted as limiting the rights and remedies
which

Canada may otherwise have pursuant to the Contract.

22. Joint Venture

If the Offeror is a joint venture, the Offeror agrees that all members of the joint venture
are jointly and severally or solidarily liable for the performance of any contract awarded
under the Standing Offer. If the membership of a joint venture changes, the Standing
Offer will be cancelled and members who wish to qualify separately or as part of a
different joint venture must submit a new
offer by following the qualification process established by Canada.

23. Delivery Requirements Outside CLCSAs

The resulting solicitations are not to be used for deliveries within a Comprehensive Land
Claims Settlement Area (CLCSA). All requirements for delivery within a CLCSA are to be
submitted to the Department of Public Works and Government Services for individual
processing.

24. Environmental Considerations

As of April 2006, the Government of Canada issued a policy directing federal departments
and agencies to take the necessary steps to acquire products and services that have a
lower impact on the environment than those traditionally acquired. The environmental
impact assessment of a product and/or service considers the whole life cycle of the
product and/or service. Hence, in the near future, all government procurement will include
more demanding environmental criteria to encourage product/service Offerors to improve
their operations to reduce their negative impact on the environment.
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25. Environmental Properties Behaviour Recommended

Paper consumption:
• Provide and transmit draft reports, final reports and bids in electronic format.

Should printed material be required, double sided printing in black and white
format is the default unless otherwise specified by the Project Authority.

• Printed material is requested on minimum recycled content of 30% and/or
certified as originating from a sustainable managed forest.

• Recycle unneeded printed documents (in accordance with Security
Requirements).

Travel requirements:
• Project Authority is encouraged to use video and/or

teleconferencing where possible to cut down unnecessary travel.

• Use of Properties with Environmental Ratings: Contractors to the Government of
Canada may access the PWGSC Accommodation directory, which includes
Eco-Rated properties. When searching for accommodation, contractors can go
to the following link and search for properties with Environmental Ratings,
identified by Green Keys or Green Leafs that will honour the pricing for
contractors:
http://rehelv-acrd.tpsgc-pwgsc.gc.ca/rechercher-search-eng.aspx

• Use of public/green transit where feasible.
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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. Requirement

The Contractor must perform that Work described in the call-up against the Standing Offer.

2. Standard Clauses and Conditions

2.1 General Conditions

2010B (2016-04-04), General Conditions - Professional Services (Medium Complexity) apply to and
form part of the Contract.
Section 15 Interest on Overdue Accounts, of 2010B will not apply to payments made by 
credit cards.

2.2 Supplemental General Conditions

A7017C (2008-05-12) Replacement of Specific Individual;
B9028C (2007-05-25) Access to Facilities and Equipment, apply to and form part of the Contract.

3. Term of Contract

3.1 Period of Contract

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

4. Payment

4.1 Basis of Payment

The Contractor  will be paid for Work performed  pursuant to each approved call-up, on 
accordance with Annex “B” - Basis of Payment. Canada's total liability to the Contractor under the 
call-up must not exceed the Total Price specified in the call-up.

4.2 Method of Payment

Payment by Canada for the Work will be made following delivery, inspection and acceptance of 
the Work, and upon presentation of invoices and any other substantiating documentation as 
Canada requires.

5. Invoicing Instructions

The Contractor must submit invoices in accordance with the section entitled "Invoice
Submission" of the 2010B general conditions.

All terms and conditions stated on the Offeror’s timesheets, invoices or other documents 
shall have no validity or affect for services called up under the Standing Offer. Only the 
terms and conditions stated herein shall apply.
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6. Insurance Requirements

The Contractor must comply with the insurance requirements specified in Annex “F” - Insurance
Requirements. The Contractor must maintain the required insurance coverage for the duration of 
the Contract. Compliance with the insurance requirements does not release the Contractor from 
or reduce its liability under the Contract.

The Contractor is responsible for deciding if additional insurance coverage is necessary to fulfill its 
obligation under the Contract and to ensure compliance with any applicable law. Any additional 
insurance coverage is at the Contractor's expense, and for its own benefit and protection.

The Contractor must forward to the Contracting Authority within ten (10) days after the date of 
award of the Contract, a Certificate of Insurance evidencing the insurance coverage and 
confirming that the insurance policy complying with the requirements is in force. Coverage must
be placed with an Insurer licensed to carry out business in Canada. The Contractor must, if 
requested by the Contracting Authority, forward to Canada a certified true copy of all applicable 
insurance policies.

7. SACC Manual Clauses

A7017C (2008-05-12) Replacement of Specific Individual 
B9028C (2007-05-25) Access to Facilities and Equipment 
A9062C (2011-05-16) Canadian Forces Site Regulations 
A9068C (2010-01-11) Government Site Regulations 
C0711C (2008-05-12) Time Verification
C0705C           (2010-01-11)   Discretionary Audit
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ANNEX "A"

Requirement

Classifications

For

Temporary Help Services, National Capital Area

Refer to the following website to access the classifications:

http://www.tpsgc-pwgsc.gc.ca/app-acq/sat-ths/classifications-eng.html

Annex "B"

Basis of Payment

For the period of the Standing Offer, the Offeror will be paid in accordance with the Basis of Payment 
specified in each approved call-up, which will be determined in accordance with the following:

The all inclusive fixed hourly rate of the call-up must be the hourly rate set out in the Weekly Price
Revision.

The Contractor will be paid the all inclusive fixed hourly rates as follows, for work performed in accordance
with the Contract. Goods and Services Tax or Harmonized Sales Tax (GST/HST) is extra, if applicable.

Classification Classification Level All Inclusive Fixed Hourly Rate

$
(to be entered in THS Online System by specified 

date)
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$

Pre-Authorized Travel and Living Expenses

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

All travel must have the prior authorization of the (insert "Technical" or "Project" or
"Contracting") Authority.

All payments are subject to government audit.

Estimated Cost of Authorized Travel and Living Expenses: $ .
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Annex “C”

Generic Security Requirements Check Lists (SRCLs)

See attached document.
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Annex “D”

Protocols and Standards For THS Applicable to Identified Users and Suppliers

Lexicon for names; terms and phrases:

Client = Identified User
Federal Department User = Federal Government employee who has access to the THS On-Line
System
PWGSC = Standing Offer/Supply Arrangement Authority
Set aside/cancel = Set aside a Standing Offer and/or cancel a Supply Arrangement
System = THS On-Line System
Temporary Help = Temporary Help Services

Failure by the Identified User or by SO Holders/Suppliers to follow these protocol and standards could 
result in the Identified User being removed authority to use the method of supply or the Offeror/Supplier 
being set aside or suspended for a period of time.

Section I: General Information

1. System Maintenance

Excluding emergency situations, a notice will be posted on the web site informing users of 
planned maintenance.

2. Disclosure of Information

In the event of a resultant Standing Offer/Supply Arrangement, PWGSC will publish information 
on the Federal Government Intranet or Internet website. The Offeror/Supplier agrees to the 
disclosure of the following confidential information contained in its Standing Offer/Supply 
Arrangement:

a.        the terms and conditions of the Standing Offer/Supply Arrangement;
b. the Offeror/Supplier's PBN, Offeror/Supplier's name, representative's contact

name, address, telephone, fax numbers, and e-mail address;
c. the weekly firm hourly rate for each approved classification for which the services can be

rendered.

The System will also contain additional general information for the Identified Users.

The information contained in the System is available to all persons who have access to the 
Federal Government Intranet or Internet Website, including but not limited to: the Offeror/Supplier,
their resources, agents or servants, and to the accepted Offeror/Supplier identified in the system.

The Offeror/Supplier acknowledges and agrees that it will have no right to claim against Canada, 
the Minister, the Identified User, their employees, agents or servants, or any of them, in relation to 
disclosure of the information contained in the system.
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3. Closure of Government Offices

Where resources of the Offeror/Supplier are providing services on government premises pursuant 
to a Call-Up/Contract issued by a Identified User and the said premises become non accessible 
due to evacuation or closure of government offices, the Offeror/Supplier will be paid for no more
than one (1) working week, at the applicable regular rates as shown on the Call-Up/Contract
provided that the Offeror/Supplier submits with its invoice a certification, countersigned by the 
affected resource(s), stating that:

• the Offeror/Supplier has not received any other payment from any other client, including 
the government, during the period of the closure; and

•     the affected resource(s) has (or have) been or will be paid at the rates such resource(s) is
(or/are) entitled to be paid have the services been provided as required in the
Call-Up/Contract.

Note: There is no guarantee that the same temporary help resource will remain available upon 
re-opening of Government offices.

Section II: Information for Identified Users

1. Contract Splitting

Treasury Board policy on temporary help services strictly prohibits contract splitting. Contract
Splitting is the practice of unnecessarily dividing an aggregate requirement into a number of 
smaller contracts (assignments) in order to circumvent controls on the duration of assignments or 
contract approval authorities.

2. Payrolling

Treasury Board policy strictly prohibits payrolling.

Payrolling is the practice by which firms are instructed by Federal Government Departments or 
Agencies to take on strength specified individuals who are then assigned to provide services to 
that government Department or Agency under contract.

The THS On-Line System must not be used by Federal Government Departments or Agencies for 
the purposes of casual, term or permanent staffing arrangements. This includes amending a
call-up/contract to accommodate any of the foregoing. The THS On-Line System is to be used by 
Identified Users for the purpose of issuing call-ups/contracts for THS on behalf of Federal 
Government Departments or Agencies.

3. Contract Switching at the Temporary Help Resource's Request

The temporary help resource is an employee or sub-contractor of the Offeror/Supplier.

Accordingly, attempts by temporary help resources or Offeror/Supplier to persuade Temporary
Help Authorities to change the Offeror/Supplier are inappropriate and will be rejected, and brought 
to the attention of the Standing Offer/Supply Arrangement Authority.

It is also prohibited for Identified Users to direct an individual to a specific Offeror/Supplier, or 
negotiate or dictate the pay rates of Offeror/Supplier temporary help resources.
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4. Temporary Help Resource Pay Deductions

Under the terms of each Call-up/Contract pursuant to the Standing Offer/Supply Arrangement, the 
Offeror/Supplier is solely responsible for any and all temporary help resource payments and 
deductions required to be made respecting Employment Insurance, Worker's Compensation, 
Income Tax, Canada Pension Plan, or similar government legislated programs, and such other 
deductions as may be required by applicable provincial or federal legislation. Under no 
circumstances will a Federal Government Department or Agency assume this responsibility.

5. Cancelling a Call-up (in order to re-issue)

A Federal Department User shall not at any time, cancel a call-up and re-issue the identical 
call-up for the reason of obtaining a different rate.

6. Staffing Arrangements

A transfer fee will be payable to the Offeror/Supplier by the department of a Federal Department 
User when the "office" where the THS Resource has been assigned during the call-up/contract
period hires the resource (without competition) either on a casual, term or indeterminate basis,
prior to the passage of up to 20 calendar weeks measured from the start of services under the
call-up against the THS Standing Offer or contract under the Supply Arrangement. Fees will also
be payable if the resource is hired to work in the same office, regardless of new duties. 'Office' is 
interpreted herein as an organization in a department under the supervision of a Director General 
or equivalent. Where there is no DG or equivalent level, the next highest rank is applicable.

Note:
• Transfer fees will not be paid at any time following the 20 week period after the start of 

services under a call-up/or contract.
• Transfer fees do not apply in cases where the resource was staffed using an open and

competitive staffing process.

The following schedule applies when determining the calculated transfer fee that must be paid to 
the Offeror/Supplier:

• Greater than 18 and up to 20 weeks from the start of services: a transfer fee based on
2% of the annualized salary offered to the THS Resource;

• Greater than 16 and up to 18 weeks from the start of services: a transfer fee based on 4% of 
the annualized salary offered to the THS Resource;

• Greater than 14 and up to 16 weeks from the start of services: a transfer fee based on 6% of 
the annualized salary offered to the THS Resource;

• Greater than 12 and up to 14 weeks from the start of services: a transfer fee based on 8% of 
the annualized salary offered to the temporary help resource;

• Greater than 10 and up to 12 weeks from the start of services: a transfer fee based on 10%
of the annualized salary offered to the THS Resource;

• Greater than 8 and up to 10 weeks from the start of services: a transfer fee based on 12% of 
the annualized salary offered to the THS Resource;

• Greater than 6 and up to 8 weeks from the start of services: a transfer fee based on 14% of 
the annualized salary offered to the THS Resource;
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• Greater than 4 and up to 6 weeks from the start of services: a transfer fee based on 16% of 
the annualized salary offered to the THS Resource;

• Greater than 2 and up to 4 weeks from the start of services: a transfer fee based on 18%
the annualized salary offered to the THS Resource;

• 0 to 2 weeks from the start of services: a transfer fee based on 20% of the annualized 

salary offered to the THS Resource.

For the purposes of this clause, annualized salary offered to the THS Resource means the 
starting annual salary of the position offered by the department to the THS Resource in effect at 
the time of the offer. This does not include any subsequent performance / incentive pay, bilingual 
bonus, collective agreement increases or other increases that may occur.

For example, a THS resource being offered a casual, term or indeterminate employment starting
at level 1 increment-PG 2 salary would have an annualized salary of $50,502. Where the position 
is instead based on an hourly rate, then this hourly rate would be annualized, multiplied by 1950 
(7.5 hour day), and further multiplied by the appropriate transfer fee percentage. (e.g.
$18.00/hour x 1950 hours = $35,100 and if hired at the 5 week mark $35,100 x 16% = $5,616 
transfer fee).

7. Name Referral

This is the practice of requesting the temporary help services of a specific individual.

Name Referral is acceptable only under Standing Offer component and only after the supplier has 
been selected in accordance with the steps for selecting a supplier.

For example, after a search result under the Standing Offer component of the THS On-Line 
System, if the Supplier with the lowest rate has confirmed availability of a resource or resources 
that meet the Federal Department User's requirement (i.e. no names have been stated by the 
Federal Department User) and the Supplier has been selected in accordance with the steps for 
selecting a Supplier, the Federal Department User can then ask for a specific resource. If the 
Supplier cannot provide the specific resource, this does not allow the Federal Department User to 
move forward to the next Supplier, i.e. by-pass a Supplier.

8. Classification and Classification Level Switching

It is prohibited for the Offeror/Supplier or their resources to upgrade the requirements of a specific 
call-up/contract. Offeror/Supplier must provide a resource that meets both the classification and 
classification level requested by the Identified User.
For example, if an Identified User requests an Intermediate Clerk, the Offeror/Supplier will not 
provide a Senior Clerk in place of an Intermediate Clerk. If a Offeror/Supplier is unable to provide 
the resource requested by the Identified User, the Identified User will send a request to other 
Offeror/Supplier, until a suitable resource is found, that matches the classification and level that 
was initially requested.

9. Employer/Employee Relationships

Identified Users must ensure that any call up/contract under the SO/SA, and the conduct of the 
parties  during  contract performance,  does  not  result  in  the  establishment  of  an
employer-employee relationship between the temporary help resource and Canada. Should there
be any uncertainty; the contract should be signed at a level more senior than the individual who
would normally approve the initial entry into the contract.



Page 53

For guidance in assessing an employer-employee relationship, consult the CRA publication RC
4110 Employee or Self-Employed http://www.cra-arc.gc.ca/E/pub/tg/rc4110/ and seek legal 
advice.
It is ultimately the responsibility of the Identified User to ensure that Call-ups/Contracts do not 
create employer-employee relationships.

10. Classifications

The list of classifications contains detailed information for each classification. Identified users
must provide information on the duties and tasks to be performed. This will allow the 
Offeror/Supplier firms' counselors to match the needs of a specific job/task with the skills and 
experience of available temporary help employees. Disputes in this area are to be addressed to 
the Standing Offer/Supply Arrangement Authority named herein.

11. Notice

Despite the stated minimum of two (2) days' notice required, Designated Users should provide as 
much advance notice as possible; normally five (5) calendar days notice will result in a more
thorough review for the "best-qualified" temporary help resources.

12. Resumes & Interviews

For Streams 1 to 3, interviews and resumes may not be required by the Identified User, however,
if the Identified User chooses to request interviews for these classifications (under Streams 1 to
3), the Identified User will be charged four (4) hours at the hourly rate of the candidate, for each
interview. Identified users are to issue a separate call-up/contract document for these interviews.
NOTE: Telephone interviews are encouraged, as the four (4) hours charge will then not be
applicable. To ensure that the chosen resource will remain available to you, please contact the 
company as soon as possible when a decision is made.

For Streams 4 and 5 (all classifications under Streams 4 and 5), Identified users are entitled to 
one (1) interview for up to three (3) candidates at no charge, and may request resumes or work
samples.

13. Quality Control

All services are to be performed to the complete satisfaction of the Identified User and are subject
to his/her acceptance. Identified Users are asked to provide PWGSC with a Client Satisfaction 
Report as needed. In the report, Identified Users should provide information on both satisfactory
Offeror/Supplier, which provide high quality services, and unsatisfactory Offeror/Supplier which
consistently are unable to supply resources as well as instances was less than satisfactory,
including cases where resources were rejected because of unsatisfactory performance.

In addition, Identified users are to report the following situations to PWGSC:

• If the Offeror/Supplier repeatedly cannot provide a resource that meets the classification 
requirements requested by the Identified User; or

•     If the Offeror/Supplier provides poor service or unqualified temporary help resources; or
• Any other situation where any Offeror/Supplier contravenes the terms and conditions of 

the SO/SA.

Identified Users should report inefficiencies, extensive absenteeism, or inability to perform
assigned duties on the part of the temporary help resources immediately to the Temporary Help 
Authority. If the issue cannot be resolved by the Temporary Help Authority and Offeror/Supplier,
the Identified User should contact the Standing Offer/Supply Arrangement Authority for
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assistance. Such notification will provide the Standing Offer/Supply Arrangement Authority with an 
opportunity to take any further corrective action that may be required under the circumstances.

14. Family Day

Family Day is observed as a public (or statutory) holiday in the province of Ontario and is held 
every year on the third Monday of February. This is an Ontario provincial holiday that the Federal 
Government of Canada has not adopted and, as a result, all Users of THS are reminded that it is 
the right of the Supplier to decide if their THS resource will or will not work on "Family Day".

If a THS resource reports to work on that day, THS Suppliers will be paid at the regular contract
rate, as the THS Standing Offers and Supply Arrangements do not provide for premiums to be
paid to Suppliers for work on statutory holidays. Because of this, Supplier agreement is necessary
before the resource reports to work on "Family Day".

If a THS resource does not report into work on that day, Suppliers will not be entitled to invoice the
Federal Department/Agency for that day as no services were provided.

The THS Federal Department User (FDU) requires agreement from the Suppliers that they will 
only charge the regular contract rate if they agree to have the resource work. If the Supplier states 
that the FDU will pay the resource 1.5X the rate in order for that resource to show up at work then 
FDU should say no and resource won't work.

15. Overtime

Overtime must be discussed between the Federal Department User and the Offeror/Supplier and 
must be pre-approved. Whenever there is overtime work performed, the contractor will be paid 
using overtime rate indicated by the Supplier to the Federal Department User. Overtime is 
regulated by provincial legislation and is therefore calculated based on where the work is 
performed.

• For the province of Ontario, overtime is payable for time worked in excess of 44 hours in 
a week .

• For the province of Quebec, overtime is payable for time worked in excess of 40 hours in 
a week .

16 Resource Resumes

In response to situations of falsified résumés, or portions thereof, an assessment process will be 
implemented to establish the procedures that PWGSC will use to investigate challenges of 
falsified information. The punitive measure that will result from a validated situation of a falsified 
résumé, or portions thereof, will be automatic suspension of the Supplier from the THS On-Line 
System.

17. Written Consent

Offerors will be required to submit with each response to a Request for Availability a copy of the 
written agreement from the resource covering the availability of the resource for the full duration of 
the proposed call-up.

Federal Government Department users will need to track the name of the temporary help 
resource. Where it is found that a temporary help resource bid by the company with the Right of 
First Refusal, and who had provided his/her written consent to be bid by that company for a
specific requirement, subsequently advises unavailability for the assignment, then that resource
will not be considered a valid proposal from any other bidder.
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18. Security Clearances of Resources

With respect to security clearances of resources, Suppliers are reminded that the Security 
Clearance Global Release Option form is not to be completed (populated) by Suppliers nor is the 
form to be used to restrict the mobility of a resource.

Section III: Information for Offeror/Supplier

1. Code Of Ethics & Standards of Offeror/Supplier

The Offeror/Supplier must observe the highest principles of integrity, professionalism and fair 
practice in dealing with Identified Users, candidates, employees and all regulatory authorities; and
will respect the confidentiality of records in accordance with law and good business practices.

The Offeror/Supplier must provide leadership in the adherence to both the spirit and letter of all 
applicable human rights, employment laws and regulations. The Offeror/Supplier must treat all 
candidates and employees without prejudice and must not accept an order from any client that is 
discriminatory in any way.

The Offeror/Supplier must take all reasonable steps to provide Identified Users with accurate 
information on each candidate's employment qualifications and experience; and shall only present 
those candidates who have given them written authorization to represent their application for 
employment.

The Offeror/Supplier must supply candidates and employees with complete and accurate 
information as provided by the client, regarding terms of employment, job descriptions and 
workplace conditions.

The Offeror/Supplier must not recruit, encourage or entice a candidate whom it has previously 
placed to leave the employ of its client, nor must it encourage or coerce an individual to leave any 
temporary assignment before the stated completion date.

The Offeror/Supplier must not restrict the right of a candidate or employee to accept employment 
of their choice.

The Offeror/Supplier must maintain the highest standards of integrity in all forms of advertising, 
communications and solicitations.

The Offeror/Supplier must ensure that its Identified Users, candidates and employees are aware
of its duty to abide by this Code of Ethics & Standards and such supporting policies and 
guidelines.

2. Services

The Offeror/Supplier must provide services in accordance with the terms and conditions of the
Standing Offer/Supply Arrangement (no other conditions are applicable).

The Offeror/Supplier will as a result of a request for call-up or Request for Proposal:

i. Review its inventory of temporary help resources in the specified area to identify all 
resources possessing the basic skills (including skill testing).

ii. Review the experience and previous performance of temporary help resources and match
with the job/task description provided by the Identified User.

iii. Contact the proposed temporary help resource to verify his/her willingness/ability to 
accept assignment and obtain the written consent of the temporary help resource prior to
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submitting his/her name in response to a Request for Availability or Request for Services 
under the THS On-Line System.

iv. Propose an hourly rate that matches the WPR rate of the given classification and level of 
expertise in the case of call-up against the Standing Offer.

If a temporary help resource is found to be unsuitable and the Offeror/Supplier is notified within 
four (4) hours from the commencement of the start of his/her service, Canada will not be liable for 
payment to the Offeror/Supplier for that period.

If the Offeror/Supplier provides poor service or unqualified temporary help resources, Identified 
Users will contact the Standing Offer/Supply Arrangement Authority with details and the 
Offeror/Supplier will be notified. Three (3) separate complaints may result in the removal of the 
Offeror/Supplier from the Temporary Help Services (THS) System.

3. Workplace Hazardous Materials Information System (WHMIS)

Stream 3 Offeror/Supplier are responsible for basic WHMIS training and for basic protective gear 
such as steel toe boots and a hard hat, as stipulated in applicable classifications; any training 
requirements and protective equipment specific to the workplace, shall be responsibility of the 
client. Stream 3 Offeror/Supplier must refer to each classification descriptions for a complete list
of requirements.

4. Time Worked

The Offeror/Supplier will only be paid for actual time worked that has been pre-approved by the
Identified user.

See below for the nature of information required on time sheets:
•     Week starting / ending:
•     From / To:
•     Classification and Level:
•     THS Supplier:
•     Name of THS Resource:
•     Call up/Contract Number:
•     Hourly Rate:
•    Over Time (Pre-approved):
•     Daily Total Reg. + O.T. =
•     Weekly total:
•     Sun.
•     Sat.
•     Fri.
•     Thu.
•     Wed.
•     Tues.
•     Mon.
THS resource's Signature:
Client Representative:
Date:

Payment will be made for hours actually worked in accordance with Basis of Payment in the 
Call-up/Contract. Canada will not accept any charges for statutory holidays or annual leave or sick
leave incurred by the Offeror/Supplier as a consequence of satisfying the terms of the resulting 
Call-up/contract.
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The Identified User will validate the hours actually worked by the temporary help resource by 
signing this schedule. Electronic communication will be acceptable where authorized by 
departments.

Temporary Help Services resources must submit this signed Hourly Schedule to its employer, the
Offeror/Supplier.

5. Compliance

It is imperative that the Offeror/Supplier report to PWGSC within fifteen (15) days, any changes 
that could affect its compliance with the terms and conditions of the resulting Standing 
Offer/Supply Arrangement. Failure to do so could result in the Standing Offer being set aside or 
the Supply Arrangement cancelled.

6. Reinstatement Process

This section entitled "Reinstatement Process" pertains actions related to the contents of the 
document entitled "Protocol and Standards for the THS On-Line System Applicable to Federal 
Department Users and Suppliers", e.g. item 2 above addresses the services provided by an 
SO/SA Holder and the action that could result relating to poor service. The contents of item 6, 
hereunder, provides further information on actions that may be taken by PWGSC and the 
approach to be followed for setting aside a Standing Offer or canceling a Supply Arrangement.

Standing Offers/Supply Arrangement will be set aside/cancel and Call-ups/Contracts may be 
terminated for default if the Offeror/Supplier does not correct any deficiencies to the satisfaction of 
PWGSC in the allotted three (3) month period. PWGSC will take the following steps:

i. a notice will be sent to the Offeror/Supplier stating the deficiencies and allow a
minimum of three (3) months to correct the situation. At the discretion of the SO/SA 
Authority a longer period may be granted depending on the gravity of the deficiencies;

ii. after this period, should the situation not be corrected to the Standing Offer/Supply 
Arrangement Authority's satisfaction, the SO/SA will be set aside/cancel. The SO/SA 
Authority will notify the Identified Users to stop placing call-ups/contracts with this SO
Holder/Supplier until otherwise notified;

iii. depending on the degree to which the criteria have not been met, PWGSC may require, 
at its discretion, a detailed list of all call-ups/contracts with the name of the Identified 
User, the contact person and the telephone number. Depending on the case, the 
contracting authority may terminate any call-ups/contracts if warranted; and

iv. when the SO/SA is set aside/cancel, after a one (1) year period and at the SO 
Holder/Supplier's written demonstration that problems have been corrected, PWGSC may 
review the situation (and may include a Facility Inspection) with view to SO
Holder/Supplier to be able to re-submit a Technical Offer if the period of the Standing
Offer/Supply Arrangement has not expired (to Date, Month and Year).

7. Commercial Office

The Offeror/ Supplier must occupy and maintain, at the time of the offer and during the lifetime of 
any resulting Standing Offer/Supply Arrangement for Temporary Help Services, a fully operational 
permanent commercial office open during normal business hours (7-1/2 hrs per day, Monday to 
Friday) with a minimum staff of two (2) full time primary contacts, one of which must be able to 
offer services in both official languages, dedicated to the supply of THS to Identified users and 
with four (4) hours response time to Identified user departments. The Offeror/Supplier must
provide the address of its commercial office as well as the name of its two full time primary
contacts and indicate which employee can offer the services in both official languages.
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8. Written Consent

Suppliers will be required to submit with each response to a Request for Availability a copy of the 
written agreement from the resource covering the availability of the resource for the full duration of 
the proposed call-up.

Federal Government Department users, will need to track the name of the temporary help 
resource. Where it is found that a temporary help resource bid by the company with the Right of 
First Refusal, and who had provided his/her written consent to be bid by that company for a
specific requirement, subsequently advises unavailability for the assignment, then that resource
will not be considered a valid proposal from any other bidder.

9. Security Clearances of Resources

With respect to security clearances of resources, Suppliers are reminded that the Security 
Clearance Global Release Option form is not to be completed (populated) by Suppliers nor is the 
form to be used to restrict the mobility of a resource.

10. Resource Resumes

In response to situations of falsified résumés, or portions thereof, an assessment process will be
implemented to establish the procedures that PWGSC will use to investigate challenges of 
falsified information. The punitive measure that will result from a validated situation of a falsified 
résumé, or portions thereof, will be automatic suspension of the Supplier from the THS On-Line 
System. Protocol and Standards for THS Applicable to Identified Users and Suppliers, can be 
updated from time to time and such modification will be posted on the THS website.

Protocol and Standards for THS Applicable to Identified Users and Suppliers, can be 
updated from time to time and such modification will be posted on the THS website.
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Annex "E"

Basic Standards for Testing the Office Support Classifications (Stream 1)

1. Provision of Examinations

Standardized examinations must be provided for the assessment of the qualifications in the Classification 
and as a minimum, Offerors must have available the following four types of examinations for the selection 
and classification of its resources. Public Service testing will be accepted where appropriate and relevant 
to the Federal Department Users requirements.

1.1 Keyboarding Examinations

Keyboarding examinations must be available separately in English and French to evaluate the 
following:

a) Keyboarding skill in English or French or English and French at a speed of at least
40 words per minute with not more than 5 percent error rate,

b) Keyboarding skill in English or French or English and French, at a speed of at least
25 words per minute with not more than a 3 percent error rate.

1.2 Grammar, Spelling and Punctuation Proficiency Tests

A good knowledge of the fundamental rules of grammar, spelling and punctuation is normally 
required.

1.3 Clerical Ability

These examinations, generally administered in the candidates' official language, are designed to 
assess basic abilities required in satisfactorily carrying out office duties. Although the number and
types of abilities measured may vary from one examination to another, a clerical test should 
normally contain a series of sub-tests designed to evaluate:

a) filing ability,
b) coding ability,
c) checking ability,
d) arithmetic ability.

1.4 Commonly Used Software

Testing of commonly used software such as Word, WordPerfect, Excel, Powerpoint, depending 
on the candidate’s abilities and desired classification must be performed by the Offeror.

2. Identification of Examinations

Where the Offeror develops their own examinations, either with staff trained or experienced in test
development or with assistance from outside consultants, such examinations must be consistent with the 
standards set out herein.

A number of commercial tests also exist which meet the minimal requirements outlined below.
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3. Administration of Examinations

The Offeror must ensure that individuals responsible for administering these various examinations 
possess adequate training and experience to carry out this function. The task of administering an 
examination to one or more individuals cannot be carried out without preparation; it requires a good 
knowledge of the examination itself and the conditions of test administration.

The Offeror must ensure that the individual assigned to administer these examinations is completely 
familiar with the oral and written instructions that are to be given to the candidates. The Offeror must
ensure that the test administrator periodically verifies that all test equipment is in good working condition 
and ensure that general test conditions permit candidates to perform at their best (e.g. that there is 
adequate lighting, sufficient work space, a quiet environment, and accommodation of any special needs a
candidate may have.)

3.1 Time Limits

The Offeror must rigorously appy and adhere to time limits, if applicable, established for 
examinations or examination sections.

It is strongly recommended that the test administrator ensure the accurate timing of the various 
sections of the ability tests.

3.2 Examination Scoring

The Offeror must score skill examinations according to precise guidelines and procedures 
outlined in a clear scoring guide or manual.

The Offeror must ensure that test scorers have adequate training and experience in the scoring
of skill examinations and are completely familiar with the scoring guidelines provided for
each examination.

Scores for each ability must be totalled for each section of the examination and/or for the 
examination as a whole.

3.3 Security of Examination Material

All examination material which may include answers, tests and manuals must be securely stored. 
Only those individuals responsible for administering and/or scoring examinations should have 
access to examination material.

4. Examination Specifications

4.1 Keyboarding Examinations

a) Two equivalent versions in each language must be available for the assessment of the 
skills listed in section 1. above, that is two parallel forms of the French keyboarding test
and two parallel forms of the English keyboarding test.

b) The equivalency of the two forms of the examination will be determined by an evaluation 
of the following two factors:

stroke intensity
syllabic intensity

c) Each equivalent form must comprise the following:
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a page of general instructions preceding the test,
a practice keyboarding text of approximately 150 words (3 to 5 minutes),
a first examination text of 1,350 to 1,550 strokes in narrative format (that is not 
containing numbers or symbols) with a time limit of 5 minutes,
a second examination text of 1,350 to 1,550 strokes in narrative of 5 minutes 
duration.

d) For each keyboarding text the mean number of strokes per dictionary word must fall 
between 5.90 and 6.10. The average stroke intensity may be calculated by dividing the 
total number of key-strokes in the keyboarding text by the total number of words.

e) The syllabic intensity of each keyboarding text must fall between 1.45 and 1.55. The
average syllabic intensity can be calculated by dividing the total number of syllables by the 
total number of words in the text.

f) At the completion of the examination the candidates will be asked to decide which of the 
two examination texts typed they wish to be scored. Only the one text designated by 
them will be scored.

g) The scoring of the examination must take into account the two criteria below:

the speed in number of words typed per minute, determined by dividing the total 
number of keyboarding strokes by 25,
accuracy by percentage of errors, determined by dividing the number of errors
by the total number of words typed.

h) The pass mark required on the keyboarding examination is either:

a speed of 40 words per minute with no more than 5% error 
a speed of 25 words per minute with no more than 3% error

i) To be fully qualified each candidate must be able to meet the criterion for both speed and
accuracy. Failure on either one or the other of these criteria will result in a failure on the 
examination.

j) In the case of a failure the candidate may be re-tested within a reasonable time.
However in this case a different form of the examination must be used and the 
examination administered under the same conditions as in the first test session.

4.2 Grammar, Spelling and Punctuation Tests

a) An examination of grammar, spelling and punctuation must be available in each official 
language to evaluate the knowledge qualifications, that is a separate English and a
separate French test of grammar, spelling and punctuation.

b) The examination must be able to provide a reliable measure of fundamental rules of 
grammar, spelling and punctuation at the tenth grade level.

c) The examination and related material (i.e. answer sheet, administration and technical 
manual) must be accompanied by appropriate normative data, based on one or more
properly identified norm groups. Among these may be 10th grade students, applicants to 
clerical positions or incumbents.

d) The pass mark on the examination must be established according to appropriate norm
group data. When this data is expressed in terms of percentiles, it is recommended that 
the pass mark be established at the 40th percentile.
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e) A candidate who has failed the examination may be tested again within a reasonable 
time.

f) The raw scores obtained on this examination (including scores obtained on each sub-test
of the examination) together with data recorded on the candidates must be filed 
systematically and maintained.

4.3 Clerical Ability Tests

a) An examination of clerical abilities must be available in each official language to 
evaluate the qualifications.

b) The examination must provide a reliable and valid measure of abilities judged necessary
to successful office work:

       speed and accuracy in activities related to filling, coding and checking of numerical 
and/or alphabetical material, and

       arithmetic abilities.

c) The examination and related material (that is answer sheet, administration and technical 
manual) must be accompanied by appropriate normative data based on one or more
carefully identified reference groups. Among these may be students and incumbents of 
clerical positions.

d) The pass mark for the examination must be based on the normative data available.
When this data is expressed in terms of percentiles for female and male subjects 
separately, it is recommended that a pass mark corresponding to the 40th percentile for 
each normative group be established.

e) A candidate who has failed the examination may be tested again within a reasonable 
time.

f) The raw scores obtained on this examination (including scores obtained on each sub-test

of the examination) together with data recorded on the candidates must be filed 
systematically and maintained.
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Annex “F” Insurance

Requirements

1. Commercial General Liability (CGL)

1.1 The Contractor must obtain Commercial General Liability Insurance, and maintain it in force
throughout the duration of the Standing Offer and any resulting Call-up, in an amount usual for a
Call-up of this nature, but for not less than $2,000,000 per accident or occurrence and in the 
annual aggregate.

1.2 For every Call-up resulting from the Standing Offer, the Commercial General Liability policy must
include the following:

(a) Additional Insured: Canada is added as an additional insured, but only with respect to 
liability arising out of the Offeror's performance of the Call-up. The interest of Canada 
should read as follows: Canada, as represented by Public Works and Government 
Services Canada.

(b) Bodily Injury and Property Damage to third parties arising out of the operations 
of the Contractor.

(c) Products and Completed Operations: Coverage for bodily injury or property damage 
arising out of goods or products manufactured, sold, handled, or distributed by the 
Contractor and/or arising out of operations that have been completed by the Contractor.

(d) Personal Injury: While not limited to, the coverage must include Violation of Privacy, Libel 
and Slander, False Arrest, Detention or Imprisonment and Defamation of Character.

(e) Cross Liability/Separation of Insureds: Without increasing the limit of liability,
the policy must protect all insured parties to the full extent of coverage provided. 
Further, the policy must apply to each Insured in the same manner and to the same
extent as if a separate policy had been issued to each.

(f) Blanket Contractual Liability: The policy must, on a blanket basis or by specific 
reference to the Call-up, extend to assumed liabilities with respect to contractual 
provisions.

(g) Employees and, if applicable, Volunteers must be included as Additional Insured. 

(h) Employers' Liability (or confirmation that all employees are covered by Worker's
compensation (WSIB) or similar program)

(i) Broad Form Property Damage including Completed Operations: Expands the 
Property Damage coverage to include certain losses that would otherwise be 
excluded by the standard care, custody or control exclusion found in a standard
policy.

(j) Notice of Cancellation: The Insurer will endeavour to provide the Standing Offer 
Authority and the Contracting Authority thirty (30) days written notice of policy
cancellation.

(k) If the policy is written on a claims-made basis, coverage must be in place for a
period of at least 12 months after the completion or termination of the Call-up.
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(l) Owners' or Contractor's Protective Liability: Covers the damages that the 
Contractor becomes legally obligated to pay arising out of the operations of a 
subcontractor.

(m) Non-Owned Automobile Liability - Coverage for suits against the Contractor 
resulting from the use of hired or non-owned vehicles.

(n) Litigation Rights: Pursuant to subsection 5(d) of the Department of Justice Act,
S.C. 1993, c. J-2, s.1, if a suit is instituted for or against Canada which the Insurer would, 
but for this clause, have the right to pursue or defend on behalf of Canada as an 
Additional Named Insured under the insurance policy, the Insurer must promptly contact
the Attorney General of Canada to agree on the legal strategies by sending a letter, by 
registered mail or by courier, with an acknowledgement of receipt.

For the province of Quebec, send to: 

Director Business Law Directorate,
Quebec Regional Office (Ottawa),
Department of Justice,
284 Wellington Street, Room SAT-6042, 
Ottawa, Ontario, K1A 0H8

For other provinces and territories, send to: 
Senior General Counsel,
Civil Litigation Section, 
Department of Justice
234 Wellington Street, East Tower
Ottawa, Ontario K1A 0H8

A copy of the letter must be sent to the Contracting Authority. Canada reserves the right to 
co-defend any action brought against Canada. All expenses incurred by Canada to co-defend 
such actions will be at Canada's expense. If Canada decides to co-defend any action brought 
against it, and Canada does not agree to a proposed settlement agreed to by the Contractor’s 
insurer and the plaintiff(s) that would result in the settlement or dismissal of the action against
Canada, then Canada will be responsible to the Contractor's insurer for any difference between 
the proposed settlement amount and the amount finally awarded or paid to the plaintiffs (inclusive 
of costs and interest) on behalf of Canada.

2. Errors and Omissions Endorsements

The following applies to Offerors in Streams 4 and 5.

2.1. The Contractor must obtain Errors and Omissions Liability (a.k.a. Professional Liability) insurance, 
and maintain it in force throughout the duration of the Call-up, in an amount usual for a call-up of 
this nature but for not less than $1,000,000 per loss and in the annual aggregate, inclusive of 
defence costs.

2.2. For every Call-up resulting from the Standing Offer for services in Streams 4 and 5, the Errors and
Omissions Liability policy must include the following:

a) If the policy is written on a claims-made basis, coverage must be in place for a
period of at least 12 months after the completion or termination of the Call-up.

b) Notice of Cancellation: The Insurer will endeavour to provide the Standing Offer
Authority and the Contracting Authority thirty (30) days written notice of cancellation.
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Annex “G”

THS Quarterly Usage Reporting

Refer to the following website to access information concerning quarterly usage reporting:

http://www.tpsgc-pwgsc.gc.ca/app-acq/spc-cps/ocannexd-soannexd-eng.html

This document can be updated from time to time.

.



Page 66

.

Annex “H

Temporary Help Services Form
For

Request for Availability of THS resources for a resulting Call-up

Refer to the THS website: http://www.tpsgc-pwgsc.gc.ca/app-acq/sat-ths/index-eng.html
This document can be updated from time to time.



Annex "C"

Generic Security Requirements Check Lists (SRCLs)



1+1 Government
of canada

Gouvernemerit
. duC~ada.

Contracl Number I Numero du contral

E60ZN-110oo2/501

Securlly Classification I Classification de securlte
UNCLASSIFIED

. SECURITY REQUIREMENTS CHECK LIST (SRCL)
LISTE DE VERIFICATION DES EXIGENCES RELATIVES A LA SECURITE LVERS.. . . ...I. .

• OrigInating Governmenl Departmenl or OrganizaUon I Public Works and Gov..mment SeMces 2. Branch or Dlrectorale I Dlrecllon generale ou Direction
Mlnlst6ro ou organlsme goul/omemental d'origine Canada PSBDfAcqulsltlons

• a) Subcontract Number I Numero du contral de sous-tralfance 3. b) Name and Address of Subconlractor I Nom ef adresse du sous-traltant

• BOOf Description of Work I Brtlve desctlpllon du travall

A Requesllcr Slanding Offer to prOYisionTemporary Help Ser.1ces (THS) lor Iii" NaHonalcapital Ar"a (NeAl.

Yes
Oul

No I{IYes
Non L!.J Oul

5. a) Wililhe supplier require access 10 Controlled Goods?
le fournlsseur aura-t-B aecas a des marchandlses contr3lees?

5. b) Will the supplier require access to unclassified mllltary technical dala subject to the provIsIons of the Technical Dala COnlrol
Regulations?
le fournlsseur aura-loB aecas a des donnees technIques milltaires non dasslfiBes qui sont assuJellies aux dispositions du Reglement
sur Ie conlr61e des donrlllos lechnl ues?

• Indicate the type of access required Ilndlquer Ie type d'acces requls

6. a) Will the supplier and Its employees require access to PROTECTED andfor CLASSIFIED Information or assets?
le foumlsseur alnsl que les employes auront-lis acclls a des renselgnements ou a des biens PROTEGES eVou CLASSIFIES?
(Specify the level of access using the chart In Question 7. c)
Prlldser Ie nlvecu d'acces en utHlsanf Ie tableau uJ se trouvo a la uesllon 7. c

. b) Willihe supplier and Its employees (e.g. creanOfS, maintenance personnel) requIre access to restricted access areas? No access to I No DYes
PROTECTED andfor CLASSIFIED informallon or assels Is permitted. Non Oul
La foumlsseur et ses employes (p. ex. nelloyeurs. personnel d'entrellen) auront-ils accas il des zones d'acces reslrelnles? l'acces
li des rense nemenls au a des biens PROTEGES eVou CLASSIFIES n'est as autorlse,

• c) Is this a commercial courier or delivery requirement with no overnight storage? f7l No
S'agll-ll d'un contml de messagerle ou de Ilvralson commerclale sans enlreposage de nult? ~ Non

• a Indicate the e of informal1on that the su tier will be re ulred 10access lInd uer Ie I e d'informallon au uelle foumlsseur devra avolr accas

Restricted to: I limllB a : D

Specify counlry(les): / Preclser Ie(s) pays:

Foreign I Etranger

Restrlcled to: / Limite il : D
Specify country(ies): I Preclser 18(5) pays:

No release restrictions D
Aucune reslrictlon relallvo .
a la diffusion

D

NATO/OTAN

Not releasable
A ne pas diffuser

. b Release reslrictlons J Restrictions relallves a la diffusion

No release restrictions r7l All NATO countries
Aucune reslrlcllon relallva L.,{j Tous les pays de I'OTAN
li la diffusion

D
Restricted 10: I Limite a : D

Specify counlry(les): I Predser le(s) pays:

PROTECTED A

PROTEGE A

PROTECTED B

PROTEGEB

PROTECtED C

PROTEGEC

CONFIDENTIAL

CONFIDENTIEl

SECRET

SECRET

TOP SECRET

TRESSECRET

TOP SECRET (SIGINT)

TRES SECRET SIGINT

NATO UNCLASSIFIED

NATO NON CLASSIFIE

NATO RESTRICTED

NATO DIFFUSION RESTREINTE

NATO CONFIDENTIAL

NATO CONFIDENTJEl

NATO SECRET

NATO SECRET

COSMIC TOP SECRET

COSMIC TRES SECRET

PROTECTED A

PROTEGEA .

PROTECTEDB

PROTEGE B

PROTECTEDC

PROTEGEC

CONFIDENTIAL

CONFIDENTIEl

SECRET

SECRET

TOP SECRET

TREsSECRET

TOP SECRET (SIGIND

TREs SECRET SIGiND

TBSlSCT 350-103(2004/12) Security Classlflcatlon f Classification de s6cur1ta

UNCLASSIFIED. C dl+1ana a



.+. Government
ofOanada"

Gouverrlement
du"Ocinada

COntract Number I Numllro du contrat

E60ZN-110002JS01
SeClJrlty Classificallon I Classification de securitil

UNClASSIFIED

ART A (continued) I PARTIE A (sui/a)
. Will the supplier require access to PROTECTED andlor CLASSIFIED COMSEC InformallDn or assets?

Le fOlJrnlsseur aura.I-Il accas ~ des rcnselgnemenls ou II des biens COMSEC deslgnes PROTEGES eUou CLASSIFIES?
If Yes, Indicate the level of senslllvlty:
Dans I'affirmatlve Indl uer Ie niveau de senslbililll :

. Will the supplier require access to extremely sensitive INFOSEC Informallon or assets?
Le foumlsseur aura-t-II acros II des renselgnements ou ~ des bIens INFOSEC de nalure eX1rilmement dllllcate?

Short TllIe(s) of malarialfTllre(s) abrege(s) du matllrlel :
Document Number I Numero du document;

ART B - PERSONNEL SUPPLIER I PARTIE B - PERSONNEL (FOURNISSEUR)
10. a) Personnel security screenIng level required I Niveau de conlr/ile de la securlte du personnel raquls

~NO DYes
L!.J Non Oul

r71 No DYesL6 Non Oui

[{]

D
D

RELIABILITY STATUS
COTE DE FIABILITE

TOP SECRET- SIGINT
TRES SECRET - SIGINT

SITE ACCESS
ACCES AUX EMPLACEMENTS

Speclal comments:
Commentalres spllclaux :

D
D

CONFIDENTIAL
CONFIDENTIEL

NATO CONFIDENTIAL
NATO CONFIDENTIEL

D SECRET
SECRET

DNATOSECRET
NATO SECRET

D
D

TOP SECRET
TREsSECRET

COSMIC TOP SECRET
COSMIC TRES SECRET

NOTE: If multiple levels of screening are Identified, a Security Classlflcation Guide must be provided.
REMARQUE : SI lusfeurs niveaux de controle de SBCUritesont re uls un ulde de classlficallon da Ie sBcurlI~ dolt i!lre foum!.

10. b) May unscreened personnel be used for portions 01tho work? f7l No DYes
Du personnel sans autorisation sllcurilalre paul-II se voIr confier des parties du travail? l..!..J Ncn Oul

IIYes, win unscreened parsonnel be escorted? f7l No DYes
Dans I'affirmative, Ie personnel en question sera-t-il escort~? l..!..J Non Oul

~liIiBe~!!I!!l'~.~'mJrrm!lmmmmli!im!l3l1i!iIlil'!'Ii~EI~'ril'~.mmml!C[!.rm-:mImra!E~••••••••••••••••••
INFORMATION I ASSETS I RENSEIGNEMENTS I BIENS

11. a) Will the supplier be required to receive and store PROTECTED and/or CLASSIFIED Inlormallon or assels on lis slle or
premises?
Le fournlsseur sera-t-i1tenu de recevolr et d'entreposer sur place des renselgnements au des biens PROTEGES eUou
CLASSIFIES?

11. b) Will the supplier be required to safeguard COMSEC Information or assets?
Le foumlsseur sera-t-II tenu da protllgar des renselgnemenls ou des biens COMSEC?

PRODUCTION

11.0) WIll the production (manufacture, aOOlorrepair and/or modlncaUon) of PROTECTED andlor ClASSiFIED material or equipment
occur at the supplier's site or premises?
Les Installations du foumlsseur ssrvlront-elles 0 la producllon (fabrication eUou reparation sf/ou modification) de matllriel PROTEG~
ef/ou CLASSIFIE?

INFORMATION TECHNOLOGY (IT) MEDIA I SUPPORT RELATIF LA TECHNOLOGIE DE L'INFORMATION (TI)

11.d) Willihe supplier be required to use Its IT systems (0 electron/cally process, produce or store PROTECTED and/or ClASSIFiED
Information or data?
Le foumlsseur sera-t-Illenu d'ulllfser ses propres systames lnrormellques pour trailer, produlre ou stocker electronlquement des
renselgnements 0lJdes donnees PROTEGES ef/ou CLA~SJFIES?

11. e) INilithere be an electronic link between the supplier's IT systems and the govemment department or agency?
OIsposera-t-on d'un lien electronlque entre Ie systeme lnfonnaUque du fournlsseur at celul du min/store ou de I'agance
gouvememenlale?

~NO DYes
L.!.J Non Oul

f7l No DYes
L.!..J Non Cui

f7l No DYes
L.!..J Non Cui

~ No DYes
I..!-J Non Oui

TBSISer 350-1 03{2004112) Security Classiflcallon I Classification de securltlt

UNCLASSIAED Canada



1+1 Goverilnient . GOuvernement
of Oanada . OU oanada

Contract Number I Numero du contrat

E60ZN-110002/501

Securlly ClasslfiCWCl.~~~~~tcaUon de s~curil(j

ART C • (continued) IPARTIE C. (suite)
For users complellng the form manually use Ihe summary chart below to Indicate Ihe category(les) and level(s) of safeguarding required atlhe supplier's
slle(s) or premises. .

Les ulJllsateurs qui rempllssenlle formulalre manuellement dolvenl utiliser Ie tableau fficapllulallf d.dessous pour Indlquer, pour chaque categorle, les
niveaux de sauvegarde requls aux Installations du fournlsseur.

For users comp~liilg the form onllno (via the Inlernet), tho summery chart Is automatically populated by your responses 10 previous questions.
Dans Ie cas des uUlisaleurS qui rempllssentle fotmulalre en tlgne (par Inlemet),les raponses aux questions precedenles sonl aulomatlquement salsles
dans Ie lableau recapllulatlf.

SUMMARY CHART J TABLEAU RECAPITULATIF

Category PRoTECTED ClASSIFIED NATO COMSEC
Catbgoria ~G1: ClASSIFIt:

Top NATO NATO NATO COSIIIC PROrecTED Top
A B C CtlNfloENTW. SECReT ~CRET RESmCTEO CONFlDEllTIAL SECRET Top PROT~ CONFIDENTIAL ~CRET SEcRET

~ET
CONmENflEl. TRt9 NATO NATO C09111C A B C CONfloenta TRt9

SEcREr DIFFUSION CONADE>lIlEL TRts SEc"",
RESlREINTE SECRET

~=~::~~Ion.
roduclion

=T:
~~~lIDnl.ua

12. a) Is the description of the work contained withIn this SRCL PROTECTED andlor CLASSIFIED?
La description du travall vise par la presente LVERS esl-elle de nalure PROTEGEE eUou CLASSIFlEE?

If Yes, classify this fonn by annotating the top and bottom In the area entitled "Security Classlflcatlon".
Dans I'affirmatlve, classifier Ie present formulalre en Indlquant Ie nlveau de dcur!t6 dans la case Intltuloe « Classification
de securlle » au haut et au bas du formulalre.

12. b) Will the documentallon aUached 10 this SRCL be PROTECTED and/or CLASSIFIED?
La documentation associoo a la presenta LVERS sera-I-elle PROrtG~E aUou CLASSIFIEE?

If Yes, classify this form by annotating the top and bottom In lhe area entitled "Security Classification" and IndIcate with
altachments (e.g. SECRET wllh Attachments).

Dans I'afflrmatlve, classifier Ie present formulalre en lndlquant Ie nlveau de securlte dans la case Intltulee « Classification
de securilO » au haut at au bas du formulalra at Indlquer qu'll y a des pieces Jolnlas (p. ex. SECRET avec des pIeces
olntes. .-

f7l No DYes
l.!.J Non QuI

rj1No DYes
L.!.J Non Qui

TBSlSCT 350.103(2004/12) Security Classification (Classification de securll~

UNCLASSIFIED Canadfl



.+. Government
of Oanada

GOlNernement
du Oanada

Contracl Number / Numerodu conlrat

E60ZN-110002JS01

5ecurlly ClasslflcaUOIl/Classlflcatlon de securlte
UNCLASSIFIED

'"£- •• .-.. I I .- I •

3. Ol'ganlUlUonproject Authority / Charge de projet de I'organfsme

arne(print) - Nom (en leltres moull!es) Title - Titre

SUPPLY SPECIALIST

elephonaNo. - N de telephone E-mail address - Adresse.courrlel
819-956-1678 819-997-2229 slephanle.rlley@tpsgc-pwgsc.gc.ca

4. OrganizationSecurity Authority / Responsable de la securfla de I'organlsme

arne(print) - Nom (en leUresmouMes) Title - Titre Signature

SO

de tehlcopleur

6. ProcurementOfficer / Agent d'approvlslonnemenl

arne (print) - Nom (en lattres moulees) Title - Tllre Signature

alephone No. - N" de telephone de telecopleur E-maaaddress - Adresse coumel

7. Contractlng SecurityAuthority / AulorUecontrac!ante en matiere de sacurlta

arne (prlrijClUlil{IM 'OO~m,ulees) C t ct 5ecUrit IllttsiBtr
Contract Security Offtcer, on ra
Roxanne.Antllle@tpsgc:-pwgsc.gc•ca

elephone od

TBS/SCT 360-103(2004112) Security Classlficatlon/ Classlficatlon de sacurlte

UNCLASSIFIED Canada



1+1 Government
of Canada

Gouvememenl
du Canada

Contract Number I Numero du contrat

EBOZN.1100021502

Security CIaS5Ificn~'1:"J~~?~I~~calion de eecurila

SECURITY REQUIREMENTS CHECK LIST (SRCL)
LlSTE DE VERIFICATION DES EXIGENCES RELATIVES A LA SECURITE. ... , . .- I. .

. Orlglnatlng Governmenl Departmont or Organl~atlon I Public Works and GovernmentServices 2. Branch or Dlroctorale I Direction genera Ie ou DIrection
Mlnlsttlre ou organlsme gouvememental d'orlglne Canada . PSBD/AcqufslUons

. a) Sub<:ontracl Number I Numero du contrat de sous.lraitance 3. b) Name and Address of Subconlractor / Nom el adressa du sous .•lrailanl

4. BrIef Descrlpl10n of Work I Brave description du travail

A Requesllor Standing Offer to provision Temporal)' Help Senticss (THS) for the NaUanslcapllarArea (NCAl.

Yes
Oul

Yes

OUI

Yes
Oul

Yes
Oul

Foreign I elranger

Restricted to: I Umile a : D
Specify country(les): I Preclser le(s) pays:

No release reslrictions 0
Aucuna restriction relatlve
Ii la diffusion

o
NATOIOTAN

Restricted 10: / Umltil a : D
Specify counlry(les): I Preclser le(s) pays:

. b Release restrictions I Restrictions relallves a la diffusion

No release reslricllons I/l All NATO counlrles
Aucune reslrlcllon relative L,{j Tous les pays de I'OTAN
ala diffusion

D
D

Not releassble
A na pas diffuser

Reslrlcted 10: / LImite a :
Specify counlry(jes): I Pniciser le(s) pays:

5. a) W1l1lhe supplier require access to Controlled Geods?
Le foumlsseur aura-I.n acc:es a des marchandises conlr3lees?

.b) WIll the supplier require access to unclasslfiod military technical data subject to the provisions of tho Technical Data Conlrol
Regulatlons?
La foumlsseur aura-l-ll acc:es ados donmies tochnlques inlillaires non cfassillees' qui sont assu)eltles aUll dlsposJllons du Reglemenl
sur Ie contrOle des donnees technl ues?

Indlcale the Iype of access required /Indlquer Ie type d'acce5 requls

6. a) Will the supplier and 115employees require access 10 PROTECTED andlor CLASSIFIED Information or assels?
La fouml6SCur ainsl que les employes auront-lls accas a des renselgnements ou il des biens PROTEGES et/ou CLASSIFIES?
(Spectfy the level of access using lhe chart In Question 7. cj
Preclser Ie nlveau d'acces en utlDsanlle lableau ul se lrouve /lla uesllon 7. C .

B. b) \Nilllhe supplier and ils employees (e.g. cleaners. maintenance personnel) require access 10restrlcled access areas? No access 10
PROTECTED and/or CLASSIFIED Information or assels Is permitted. ,
le lournisseur al ses employes (p. ex. neltoyeurs, personnel d'entretlen) auront-~s acces a des zones d'accas reslreintas? L'accils
a des rensel nements ou a des blens PROTEGES ellou CLASSIFIES n'es! as aulorlse.

. c) Is Ihls a commercial courier or dalivery requirement with no overnight storage?
S'agi!-II d'un contra! de messagerle ou de Uvralson commerclale sans entreposa~e de nuil?

. a Indicale the t of Information Ihatlhe su Merwill be re ulred 10access IlndI uer Ie I e d'informallon au uelle fournlsseur devra alloir acces

NATO UNCLASSIFIED

NATO NON CLASSIFIE
NATO RESTRICTED
NATO DIFFUSION RESTREINTE

NATO CONFlDENTIAL

NATO CONFIDENnEL

NATO SECRET
NATO SECRET

COSMIC TOP SECRET

COSMIC TRES SECRET

B~I~r

PROTECTED A

PROTEGE A
PROTECTEDB

PROTJ::GJ::B

PROTECTEDC

PROTEGEC

CONFIDENTIAL

CONFIDENTIEL

SECRET

SECRET

TOP SECRET

TRESSECRET

TOP SECRET (SIGINT)

TRES SECRET (SIGINn

D
D,
o
D
o
o
D

TaS/SCT 350-103(20~/12) Securlly Classification I Classification de securlla

UNCLASSIFIED Canada



.+. Government
of Canada

Gouvemement
du Canada

Conlracl Number I Numero du conlrat

E60ZN-110002lS02

Securlly Classlflcallon / CIBsslficaUon de securitB
UNCLASSIFIED

I7l No DYes
L!J Non Oul

f7l No DYes
L!-J Non Oul

onlinued) / PARTIE A (suite . - . ... . -- ,. ,

8. Will the suppUer require access 10 PROTECTED and/or CLASSIFIED COM SEC Information or aese(s?
La fournisseur aura-I-il acces a des renselgnements ou a des biens CQMSEC deslgnes PROTt:GES et/ou CLASSIFIES?

If Yes, indica Ie lhe level of sensitivity:
Dans rafflrmatlve Indl uer Ie nlveau de senslbilite :

• Will the supplier require access to extremely senelUve INFOSEC informellon or assets?
La foumlsseur aura-I-H sccas a des renseignemenls au a des biens INFO SEC de nature exllememenl dellcalo?

Shorl TilIe(s) of maleriall ntre(s).abrege(s) du maleriel :
Document Number I Numero du document:

: . .. . o -

[(]

D
D

RELIABILITY STATUS
COTE DE FIABILITE

TOP SECRET- SIGINT
TRES SECRET - SIGINT

SITE ACCESS
ACCES AUX EMPLACEMEilITS

D
o

CQNFIDEilITlAL
CONFIDENTIEL

NATO CONFIDENTIAL
NATO CONFIDENTIEL

O SECRET
SECRET

O NATO SECRET
NATO SECRET

D
o

TOP SECRET
TRESSECRET

COSMIC TOP SECRET
COSMIC TRES SECRET

Speclal commenls:
Commenlalres speclaux :

NOTE: If multiple levels of screening are Idenllfied, a Security Classlficallon Guide must be provided .
. REMARQUE : SI lusieurs niveaux de controle da sOcurite sont Ie uls. un ufde de c1asslficalfon de 13 securite doil etre foumi.

O. b) May unscreened personnel be used for portions of the work? f7l No DYes
Du personnel sans auloris311on ~ecurit3lre peul-il se voir confier des parties du travail? ~ Non Oui

jfYos, will W1screened personnel be escorted? f7l No DYes
Dans I'affirmatlve, (a personnel en question sera-t.1I escorte? ~ Non Qui

jil!iiI3S;:r.:!i~Im'!i':ll.!m:m!!mlm3iJJJ]i1!l1D~iIIi!irnmJmtrn.tEI:il. il-!lo ii3!IiI!Il!lll[!o!l!ll.m~l3!Jlm •••••••••••••••••••
INFORMATION I ASSETS / RENSEIGNEMENTS / BIENS

11. a) Win the supplier be required 10 receive and store PROTECTED and/or CLASSIFIED Information or assels on ils site or

premises?
Le foumisSBur sern+n teoo de recovolr ot d'enlreposer sur place des renselgnements au des biens PROTEGES eUou
CLASSIFI~S7

f7l No DYes
~ Non Oul

11. b) Willlhe supplier be required to safoguard COMSEC Information or assels?
Le foumlsseur sera-l-ll tenu de proleger des renselgnements ou des biens COM SEC?

f7l No DYes
L.:':-J Non Oul

PRODUCTION

1. c) W~llhe production (rnanufaclUra, and/or repair and/or modificallon) of PROTECTED and/or CLASSIFIED malarial or equpmont
occur at the supplier's sile or premises?
Les installalions du foumlsseur serviront-elles II la producllon (fabricalion eUou reparatlon eUou modification) do materiel PROTEGE
eUou ClASSIFIE?

f7l No DYes
L!.J Non Oui

INFORMATION TECHNOLOGY (IT) MEDIA I SUPPORT RELATIF LA TECHNOLOGJE DE L'INFORMATION (TI)

11. d) 'Mil the suppller be required 10 use Its IT systems 10 electronically process, produce or store PROTECTED end/or CLASSIFIEO
InformaUon or data?
Le foumisseur sera-l-illenu d'uliliser 50S propres system'es informatlques pour trailer, produire ou s(ocker oloctron/quomenl des
rensalgnements au des donnees PROTEGES eUou CLASSIFIES?

f7l No DYes
~ Non Oul

11.0) 'MY there be an electronic link between the supplier's IT systems and the govornmenl depertmenl or agency?
Disposera-t-oo d'un lien eleclronlque enlTe Ie sysleme Informatique du foumlsseur 81celui du mlnistere au de ragence
gouvememenlale?

f7l No DYes
L!..J Non Qui

TBSlSCT 350-103{2004/12) SeCUrity Classification / Classiflcallon de st'lcurlte

UNCLASSIFIED Canada



.+. Government
of Canada

Gouvernement
°du Canada

Contract Number I Numero du contrat

E60ZN-110002/S02

Security ClaSSIf1cm?&)'~'~ii!tcauon de securlte

For users completing the form manually use the summary chart below to indlcale the catagory(i ••s) and Iaval(s} of safeguarding required at the supplier's
slte(s) or premiseso
Les utlllsateurs qui rempllssenl Ie formulalre manueHement dolvent utlllser Ie tablaau recapltulatlf cl-desaous pour Indlquar, pour chaque categorle, les
niveaux de sauvegarde requls aux installations du foumlsseur.

For users completing Ihe form online (via the Inlemet). lhe summary chart is automatically populated by your responses 10prevIous quesllons.
Dans Ie cas des ulillsaleurs qui rempllS50nt Ie formula/re on IIgne (par Inlemel), les reponses eux questions pr6cedentes sont automatlquement sa/sies
dans Ie tableau recapilulaUf.

SUMMARY CHART ( TABLEAU RECAPITULATIF

Category PROl~M CLASSIFIED WATO COMBEC

Ca~ PRar£G~ CLASSIFI~

TOP NATO NATO NATO COSMIC PRolEcn:o rcp
A e c CC>lADamIL SECRET SECRET RESTRICTEO CONffOEWTW. SF.cl'Er Top PROT£G£ CONF1DENTIAl. SECRET SECRET

SECRET
CcNooErma TRts NATO NATO cOSMIC A e c CONAllENrlEL TRa

SECRET OlFFUSION CoNJ:IOENTIEl Tilts S£CRET
REBTRElHTE SECR","

InflJlT11atlCnI AsselS
RenSGkmem8nls I BIens
Produdfon

IT "' •••• I
SvA'Ort TI
[funk I
Uen 61ectRl111aUe

12. a) Is the descrlpllon of lhe work contained within this SRCL PROTECTED and/or CLASSIFIED?
La description du travaB Visil par la presenle LVERS esl-ene de nature PROTEGEE ellou CLASSIFIEE?

If Yes, classify this form by annotatlnglhe lop and bellom In the aroa entitled "Securily Classl/fcatlon".
Dans raffirmetJvo, classifier Ie present formulaire en Indlquant Ie nlveeu de securlle dans 18case Inlllulee « Classlncatlon
de sOcuril6 » au haul at au bas du formulalro.

12 b) Will the documenlallon altached 10this SRCL be PROTECTED and/or CLASSIFIED?
La documentation assocl~e ala presenle LVERS sera-t-elle PROTt::GEE ellou CLASSIFIt::E?

If Yes, classify this form by annotating lhe top and boltom In the area entitled "Security Classlficatlon" and Indicate with
attachmonts (e.g. SECRETwtth Attachments).
Dans fafflrmatlvo, classlller 10 present formulalre en Indlquantle nlvoau de securlill dans la case InlllulQ9 « Classification
de securite II au haul ot au bas du formulalre ellndlquer qu'll y a des ploces }01nt05 (p. ex. SECRET avec des piecDs

ointes.

r7J No DYes
L!.J Non Oui

~No DYes
L!"-J Non Oui

TBS/SCT 350-103(2004/12) Security CiassiOcatlon ( Classificalion de securite

UNCLASSIFIED Canada



.+. Government
of Canada

Gouveroement
du Canada

Contract Number / Numero du contrat

E60ZN-110002/S02

Security Classification / Classification de securile
UNClASSIFIED

PART 0 - AUTHORIZATION / PARTIE 0 - AUTORISATION

DYes
OulDNO

Non

Signature

.!lULi{;~LJltaffY'rl

':d?b J).j" .;lC)I .;l

E-mail address - Adresse courrtel

Title. TItre

so

FacsImile No, - N° de telecoplaurelophone No. - N° de tillephone

6. Procurement Officer / Agent d'approvlslonnemont

arne (prinl) - Nom (en lellres moulees)

3. organization Project Autnorily / Charge do proJet de I'organismo

arne (print) - Nom (en Jellres mou/ees) Title - Tllre

RILEY, STEPHANIE SUPPLY SPECIALIST

olephone No. - do Illiephone E-mail address - Adresse courriei
819-956-1678 819-997-2229 slephanfe,rtley@tpsgc-pl'Igsc.gc,ca

4. Organization Securlly Aulhorily / Responsable de la securile de I'organlsme

arne (print) - Nom (en leltres moulees) Tille - Titre

TSS/SCT 350-103{2004H2) Securily Classiflcallon / Classification do socurile

UNCLASSIFIED Canada



.+. Govemment
of Canada

Gouvernement
du Canada

Contract Number / Numero du contral

E60ZN-110002lS03

security Clesslftcation / C1assl1lcatlon de secur1t~
UNCLASSIFIED

SECURITY REQUIREMENTS CHECK LIST (SRCL)
L1STE DE VERIFICATION DES EXIGENCES RELATIVES A LA SECURITE LVERS. .- . . .- .

. Originating Government Department or Organization J Public Work. and Governmenl Ser'tlces 2. Branch or Directorate / DIrection g~nerale ou Dlredlon
Mlnlslere ou organlsme gouvernemenlal d'origine Canada PSBD/AcqulalUona

. a) Subconlrad Number / Numero du conlrat de sous-troilance 3. b) Name and Address of Subcontractor J Nom el adresse du aous-Iraltant

. Brief DescJ1ptlon of Wock / Breve description du travail

A Request fer Standing Offerlo provillon Temporary Hllp Sarvices(THS) for Ihl NeUenalCapital Aree(NCA).

Yee
Oul

Yes

Oul

.Yes
Qui

0~~n
'vfI No
L!..JNon

ReslJ1eted to: I Limite a ; 0
SpecIfy counlry(les): I Prilclser le(s) pays:

No release restrictions 0
Aucune reslrlcllon relaOve
a ie diffusion

o

Restricted 10:/ LlmllC a : D
Specify country(les): I Prilciser le(s) pays:

Not releas:lble
A ne pas diffu611r

. b Release restrtcllons / Restrictions relallves a la diffusion

No release restrlcllons r7l All NATO counlrles
Aueune reslriclion relative L,{j Tous les pays de ('OTAN
II Ia diffusion

o
Restrlcled 10: I Uml16 a : D
Specll}l counlry(les):/ Preciser le(s) pays.:

5. e) Wililhe supplier require access to Coolrolled Goods?
Le fournlsseur aura-I-II accas a des marchandlses contcOlees?

5. b) Will the supplier require access to unclassified mllllary technIcal dala subject \0 the provIsions of the Technical Deta Control
Regulations?
Le foumlsseur aura-t-II acres a des donnees techniques milltalres non c1assll1~es qui sont assu]ellles aux dispositions du Reglement
sur Ie conlrole des donnees technl ues?

. Indicate the lype of access required /Indlquar Ie type d'acces requis

. a) Will the supplier and lis employees require access to PROTECTED and/or CLASSIFIED information or assels?
Le fournlsselX alns! que les employils auront-i1s acres a des renselgnemenls ou ~ des bIens PROTtGES eUou CLASSIFltS?
(Specify the level of access using the chart In Question 7. c)
Preciser Ie niveau d'acces en utlllsanile tableau ul se [rouve a la uastlon 7. c

6. b) W1l1lhe supplier and Its employees (e.g. cleaners, maintenance personnel) require access to restricted access areas? No access to 'vfI No 0Yes
PROTECTED and/or CLASSIFIED Information or assols Is permllted. L!..J Non Oul
La fouroissaur et ses employ~s (p. ex. netloyeurs, personnel d'entretlen) auront-ils acces il des zones d'acces reslrelntes? L'acces
il des rense' naments au il das biens PROTEGES eVou CLASSIFIES n'est as auloris€!. .

. c) Is this a commercial courier or delivery requirement with no overnlglit slorage?
S'agil-jJ d'un contrat de messagerle ou de lJvralson commercfale sans enlreposage de nuil?

7. a Indlcete the of Information that the au fler will be re ulred to access / Jndl uer Ie t e d1nformatlon au uelle foumlsseur devra avolr acees

Canada NATO I OTAN Foreign / Etranger

PROTECTED A

PROT83tA

PROTECTEDB

PROTEGE 13

PROTECTEDC

PROTEGEC

CONFIDENTIAL

CONFlDENTIEL
SECRET

SECRET

TOP SECRET

TRESSECRET

TOP SECRET (SIGINT)

TRES SECRET SIGl

NATO UNCLASSIFIED

NATO NON CLASSIFIE

NATO RESTRICTED

NATO DIFFUSION RESTREiNTE

NATO CONFIDENTIAL

NATO CONFIDENTIEL

NATO SECRET

NATO SECRET
COSMIC TOP SECRET.

COSMIC TRES SECRET

PROTECTED A

PROTEGE A

PROTECTEDB

PR01EGEB

PROTECTEDC

PROTEGEC

CONFIDENTIAL

CONFIDENnEL
SECRET

SECRET

TOP SECRET

TRESSECRET

TOP SECRET (SIGIND

TRES SECRET SIGINn

TBSJSCT 350-103(2004/12) securily Classification I Classlncation de securlle

UNCtASSIFIED Canad'fi



1+1 Government
of Ganada

Gouvemell1enl
du Canada
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E60ZN-110002lS03
Security Classificallon I Classification de securite

UNCLASSIFIED

r71 No DYes
t..,{j Non Oul

I7l No DYes
t..,{j Non Oul

ART A continued} I PARTIE A (suite) . - - . .
8. Will the supplier raqufre access 10 PROTECTED and/or CLASSIFIED COMSEC Informallon or assets?

la foumlsseur aura-t-il accas a des renselgnemenls ou il des biens COMSEC designes PROTEGI:S eUou CLASSIFII:S?
If Yes, Indicate the level of sensitivity:
Dans I'affirmatlve Jndl uer Ie nlveau de sensibilile :

. Wililhe supplier require access 10 extremely sensitive INFOSEC Information or assets?
le foumlss8Uf aura-t.1I acces a des renselgnements ou a des biens INFOSEC de nature extr€lmemenl delicate?

Short TItle(s) of malerlall Tllre(s) abrege(s) du malerlel :
Document Number I Numero du documenl :

..... :-... :--1 ,OO

O.a) Personnel security screening level required / Niveau de controle de la securite d~ personnel requls

o
D
D

REUABIUTY STATUS
COTE DE FIABllrrE

TOP SECRET-SIGINT
-mES SECRET -SIGINT

SITE ACCESS
ACCES AUX EMPLACEMENTS

D
D

CONFIDENTIAL
CONFIOENTIEl

NATO CONFIDENTIAL
NATO CONFIDENTIEL

f7l SECRET
L.:-J SECRET

D NATO SECRET
NATO SECRET

o
D

TOP SECRET
TRESSECRET

COSMIC TOP SECRET
COSMIC TRI:S SECRET

Special commenls:
Commentalres spec!aux:

NOTE: If muRiplelevels of screening are ldenUfled,a Securily Classlflcation Guida must be provided.
REMARQUE: SI lusleurs niveaux de controle de securll~ sont re uls un ulde de c1asslflcallon de la securile doU eIre fouml.

o. b) May unscreened personnel be used for portions of the work? f"7l No DYes
Du personnel sans autorisalion seourUa!re peul-II se voir confier des parties du travail? l...!.J Non Oul

II Yes, wIDunscreened personnel be escorted? f"7l No DYes
Dans I'afflrmallve, Ie personnel en question sera-t-il escorle? L!.J Non Oul

~ffijl3~~~lm'li.Il'!!lIEl:!!Iilim3i.'lIliDWl]l!illm3~m~iIli!-ij- !l'ii3Sil!Il!lti~'Im.mml:3!lm•••••••••••••••••••
INFORMATION I ASSETS J RENSEIGNEMENTS J BIENS

11. a) Wililhe supplier be required 10receive and store PROTECTED and/or CLASSIFIED information or assets on Us site or
premises?
Le fournisseur scra-l-lltenu de recevoir et d'entreposer sur place des renseignements ou des biens PROTEGES eUou
CLASSIFIES?

III No DYes
L!.J Non Oui

11. b) Will the supplier be required to safeguard COMSEC Informallon or assels?
le fournisseur sera-l-II tenu de proleger des renselgnements ou des biens COMSEC?

f"7l No DYe~
L!..J Non OUI

PRODUCTION

11.c) WiDtha production (manufacture, and/or repair and/or modlOcallen)of PROTECTED andlor ClASSIF1ED malerial or equipment
occur althe supplier's sUeor premises?
L..esInstallations du foumlsseur servlront-elles ala productlon (fabrication eUou reparation ellou modlficallon) de matertel PROTEGE
eUou ClASSIFIE?

~ No DYeS
l..!..J Non Oul

INFORMATION TECHNOLOGY (IT) MEDIA / SUPPORT RElATIF A LA TECHNOlOGIE DE L.'INFORMATION (TI)

11.d) VIJlIIthe suppl!er be requlfed 10use lis rr systems to e!eclfonlcally process, produce or slore PROTECTED andlor CLASSIFIED
Informafien or dala?
Le foumlsseur s9ra-t-Olenu d'utilser ses propres systemes Informatlques pour tralter, produlre au stocker ~Iectronfquemenl des
rcnscfgnemenlB ou des doMee5 PROTEGES eUouCLASSIFII:S?

fIl No DYes
L!.J Non Oui

11.e) \Nilllhere bo an electronic link between the supplier's IT syslems and the government department or agency?
Dlsposera-l-on d'un lien eleclronlque entre Ie systema InformaOqucdu fournlsseur et celul du mlnlslere au de I'agence
gouvememenl:Jle?

~ No DYes
L!.J Non Oul

T88ISCT 350-103(2004112) Securlly Clallsificallon I Classlncallon do securlte

UNCLASSIFIED Canada



.+. Government
of Canada

GOllvernement
du Canada

Conlract Number I Numero du contrat

E60ZN-110002/S03

Securlty ClasslficV/.?M~!!l~rJtcallon do s6curile

For users completing lhe form manually use the summary chart below to Indicate the category(les) and level(s) of sefeguardlng required at the suppllor's

stle(s) or premlses.
Les ulilisaleurs qui rempllssent Ie formulaire manuelleme nl dolvenl ulmser Ie lableau recapilulatlf ci.dessous pour lndlquer, pour cheque calegorle, les

niveaux de sauvegarde requls aux installations du foumlsseur.

ART C • (con trn ued) 1 PARTIE C - (sujte)

SUMMARY CHART I TABLEAU RECAPITULATIF

For users com pie ling the form online (VIa the Internel). the summary chart Is aulomallcally populated by your responses to previous questrons.
Dans Ie cas desuUlIsaleurs qui rempllssent Ie formulalre en Ilgne (par Inlemelhlea reponses au><quesllons precedenlas sont aulomatlquement sa Isles

dans Ie tableau recapllulalif.

Category PROTECTED CLASSIFlEO HATO COMSEC

Cal60orto PROT~GE ClASSIRE

Top HATO NATO NATO COSW:: PROTECTED TO/"

A B C CONAOENTw.. SCCReT SECRET RESffllCTEO CONffDENTIAL SECREr TOP PRoTE"" CDNAllENllAl SECRET SECRET

SecRET

CONRlEIffiE\. TRe NATO NATO COSMIC A Il C CONRCEH11El Tilts
SECRET D1FFUS:CN CONf1DEUT1EL Tll~ SECRET

RES1REJtfl'E SE=
ntormaUon I As,sets -1R-8ri~~;"8nI8 fntena

P,"?"uc.Uon

T Media I

""."'••••n

J.~n:~Iron""'.

12. a) Is the descrlptlon of !he work contained withIn this SRCL PROTECTED and/or CLASSIFIED?
La descripllon du travail vise par la presente LVERS esl-elle de nalure PROT~G~E ellou CLASSIFI~E?

IIYes, classify this form by annolatlng lhe lop and bottom In tho aroa entltiod "Security Classlflcallon",
Dans rafflrmatlve, classlflor 10 present formulalre en Indlquant Ie nlveau do sacurlte dans la case Intltu h~e (I Classlflcatlon
de sQcurlte » au haut et au bas du formula Ire.

f7l No D Ye~
L!.J Non OUI

12. b) Willlhe documenlalion attached to Ihls SRCl be PROTECTED andlor CLASSIFIED?
La documentation assooee a la presente LVERS sera+elle PROTEGEE ellou CLASSIFIEE?

(f Yes, classify this form by annotating the top and bottom In the area entitled "Security Classification" and Indlcale with
attachments (e.g. SECRET with Attachmonts).
Dans I'affinnatlve, classifier Ie present formulalre en Indlquant Ie nlveau de securlte dans la case Inlltulee (( Classification
de securlta " au haut et au bas du formulalre ellndlquer qu'll y 8 des pieces Jolntes (p. ex. SECRET avoc des placos

olntes.

f7l No DYes
L.!..J Non OuJ

TBSlSCT 350-103(2004/12) Security Class Incation I Classlfical/on de sccurlte

UNCLASSIFIED Canada



.+. Government
of Canada

Gouvernernent
du Canada

Contract Number I Numaro du contrat,
E60ZN-110002lS03

Security Classification I Classification de securltl!
UNCLASSIFIED

PART 0 • AUTHORIZATION / PARTIE 0 • AUTORISATION ..... ..

DNo DYes
Non Oul

SlgnetureTille. TItre

6. Procurement Officer / Agent d'approvlslonnement

arne (prtnt)- Nom (an Iatlres moulaes)

RILEY,STEPHANIE SUPPLYSPECIALIST

elephone No. - N de lehIJphooe Facsimile No. - N de lelacopleur E-mail address -Adresse courrlel
819-056-1678 819-997-2229 slephanle.r1ley@lpS9C-PWgsc.gc.ca

4. Organization Security AuthOrity / Responsable de la securtle de I'organlsme

ame (print) - Nom (en leUres moulaes) nile - TItre

{} It fHZROIJ, ,4/11/ /C/( SO

elephom. Nn. - N de lelilphone

13. Organization Project Authority I Charge de projet de I'organlsme

ame (prlnl) • Nom (en IaUras moulees) nUe - TIlre

alaphone No. - N° de telephOne Facsimile No, - N de teh!coplaur E-mall address' Adresse courrleJ

E-mail address - Adress

TBSISCT 350-103(2004/12) Security ClassificaUon J Clesslficatlon de sacuril"

UNCLA::I5IFIED Canada



.+. Government
of Canada

Gouvernement
du Canada

Contrad Number I Numero du contrat

ESOZN-110002/S04

Security Classlfico~~U~!f~l~gcauon de secunle

SECURITY REQUIREMENTS CHECK LIST (SRCL)
L1ST£ DE VERIFICATION DES EXIGENCES RELATIVES A LA SECURITE... . . .- .. .

• Originating Government Department or Organization I Public Work$ end GovernmentSeMC6$ 2. Branch or Directorate I Dlrectfon generale au Direction
Mlnlstere ou organlsme gouvernemental d'orlglne Canada PSBIDIAcqulsillons

. a) Subcontract Number I Numero du contral de sous-trailance . b) Name and Address of Subconlractor I Nom et adresse du 50us-lraltanl

. Brief Descrlpl10n of Work I Breve descrlpllon du travail

A Request for Slendlng Orfer to prO'llslonTemporal)' Help Servlces(TliS) for the NoUonslCepitol Area (NCA),

Yes
Oul

Yes
Oul

No f7l Yes
Non L!.J Out

Restricted to: I LImIt6 II : 0
Spedfy counlry(les): I Preclser le(s) pays:

No release restrlctfons D
Aucune restriction relative
Ala diffusion

D

Reslrlcted 10: ( limite a : 0
Spectfy cauntry(les): I Proclser le(s) pays:

Restricted to: / UmM II :

Speclfy country(les): I Preclser Ie(s) pays:

Not releasable
A ne pas diffuser

7. b Release reslrlctlons / Restrictions relatives II Ie diffusion

No release restrictions r7l All NATO countries
Aucune reslrlctlon relative ~ Tous les pays de I'OTAN
Ala dIffusion

D
D

. s) Wlllihe supplier require accsss to Controlled Goods?
Le foomlsseur aura-t-II aecas a des marchandlses controlees?

. b) Wlillhe supplier require access to unclassified military technical dala subject to the provlsfons of lhe Technical Data Control
Regulations? .
La fournlssaur aura-t-ll acces a des donnees techniques mnUalres non c1asslnees qui sont assujetlles aux dlsposnlans du Rilglement
sur Ie controle des donnees technJ ues?

• Indlcale tho type of access required Ilndlquer Ie type d'accas raquls

• a) Will tho supptler and its employees require access to PROTECTED andlor CLASSIFIED infonnallon or assels?
Le foumlsseur alnsl que les employes auront-Ils accas a des renselgnements ou a des biens PROTEGES eUou CLASSIFIES?
(Specify the level of access using the chart In Question 7. c)
PrllcJser la niveau d'acd!s en umlsantle tableau ul se \rouve II la uestlon 7. C

6. b) W1l1lhe supplier and Its employees (e.g. cleaners, maintenance personnel) require access to restricted acces8 areas? No access 10 I/l No
PROTECTED and/or ClASSIFIED lnformal1on or assels Is permilled. L!..J Non
Le foumlssour ot ses employes (p. ex. nelloyeurs, personnel d'entrellen) auront-lis acces il des zonos d'acces I'Cstrelntcs? L'acces
a des mnsel nemenls ou a des biens PROTEGES etJou CLASSIFIES n'est as Butonso.

6. c) Is this a commercial couner or deRvery requirement with no overnight storage? .
S'aglt-R d'un contrat de mossagerlo ou de IIvralson commerclale sans entrep09age de null?

7. a Indicate the e of Infonnatlon that the su lIer will be re ulred to access Ilndl uer Ie e d'lnfonnatlon au uelte foumlsseur dovra avolr accas

NATO I OTAN Foreign I Elranger

NATO UNCLASSIFIED
NATO NON CLASS/FIE

NATO RESTRICTED

NATO DIFFUSION RESTREINTE

NATO CONFIDENTIAL

NATO CONFIDENnEL

NATO SECRET
NATOSECREf
COSMIC TOP SECRET

COSMIC TRES SECRET

PROTECTED A

PROTEGE A
PROTECTED B

PROTEGEB

PROTECTEDC

PROTEGEC

CONFIDENTIAL
CONFIDENTIEL

SECRET

SECRET

TOP SECRET

TRES SECRET

TOP SECRET (SIGIN1)

TReS SECRET SIGINT

TBSlSCT 350-103(2004112) Securily Classification I Classification de securite

UNCLASSIFIED Canada



.+. Governmant
ofOanada

Gouvernemenl
du Canada

Contract Number I Numero du contrat

E60ZN-1100021S04

Securily Classificallon I Classiflcation de sBcurita
UNCLASSIFIED

fJ1 No DYes
L!.J Non Oul

I7l No DYest..:LJ Non Oul

ART A (continued) I PARTIE A (suite)
6. V\'ill the supplier require access to PROTECTED and/or CLASSIFIED COMSEC Informatlon or assets?

Le foumlsseur aura.t-Y acces Ii des renselgnements ou Ii des biens COMSEC deslgnes PROT~GES et/ou CLASSIFIES?

If Yes, Indicate the level of senslUvlly:
Dans I'affinnalive, indl uer Ie nlveau de senslbililll :

. Wlilthe supplier require access to extremely sensitive INF05E~ Informallon or assets? .
Le fournlsseur aura-t-i1 acees a des renselgnements ou II des biens INFOSEC de nature extremement delicate?

Short T~le(s} of malerlall Tllre(s) abrege(s) du material:
Document Number / Numero du document:

ART B • PERSONNEL SUPPUER) / PARTIE B - PERSONNEL FOURNISSEUR. -
O. a} Personnel security screening levol required I Niveau de ce~trlilo de 10 sBcurtle du personnel requls

o
D
D

RELIABILITY STATUS
COTE DE FIABILITE

TOP SECRET-SIGINT
TRES SECRET - SIGINT

SITE ACCESS
ACCES AUX EMPLACEMENTS

D
o

CONFIDENTIAL
CONFIDENTIEL

NATO CONFIDENTIAL
NATO CONFIDENTIEL

f7l SECRET
~ SECRET

D
NATOSECRET
NATO SECRET

D
D

TOP SECRET
TRESSECRET

COSMIC TOP SECRET
COSMIC TRES SECRET

Special cornmenls:
Commenlaires speclaux :

NOTE: If multiple levels of screening are Identified, a SQcurUyClassification GuIde must be provlded.
REMARQUE : SI luslaurs niveaux de contrOle de securUlI sonl re uls, un ufde de desslfication de la securlle dolt eire foum!.

10. b} May unscreened personnel be used for portIons of Ihe work? ~ No DYes
Du personnel sans autonsatlon securllalre peul-II se voir confier des parties du travail? L!.J Non Oul

If Yes, win unscreened personnel be escorted? f7l No DYes
Dans I'affirmative, Ie personnel en question sera-t-i1 escorte? L!.J Non Oul

~laiBEm~i!!l'li-E'DImmlm2iJIliEiiiI~BmI:1I!IiI3m.Elil:.-ml' ii]l!itmllit!'l!Ii-mJ~3!lm•••••••••••••••••••
INFORMATION I ASSETS I RENSEIGNEMENTS I BIENS

11. a} Win the supplier be required 10 receive and slore PROTECTED and/or CLASSIFIED Informallon or assets on lls sUe or
. premises?

le feumlsseur sera-l-Illenu de recevolr et d'entreposer sur place des renselgnements au des biens PROTEGES et/ou
CLASSIFIES?

f"7l No DYes
L!J Non Oul

,11. b) Wlllthu supplier be required to safeguard COMSEC Information or assets?
Le fournlsseur sera-1-i1tenu de proteger des renseignements au des biens COMSEC?

f71 No DYes
L!..J Non Oul

tnpDRnO;:;OilU;:;CTTiI;;:;O;;:;N,--------------------------------------------1

1. c) Will the production (manufacture, and/or repair and/or modification) of PROTECTED and/or CLASSIFIED malerial or equipment
occur allhe supplier's site or premises?

Les InslallaUons du foumisseur servironl-ililas a la producllon (fabrication eUou reparatlon eUou modi fica lion) de materiel PROTEGE
et/ou CLASSiFIE?

'7l No DYes
L!.J Non Oui

INFORMATION TECHNOLOGY (IT) MEDIA I SUPPORT RELATIF LA TECHNOLOGIE DE l'INFORMATION (TI)

11. d} WilIllle suppRer be required to use Us IT systems to electronlcally process, produce or store PROTECTED andlor CLASSIFIED
information or dala? .

La foumlsscur sera.l •• tenu d'utKlser ses propres syslemes InformaUques pour tra"e~ produtre ou slocker electronlquement des
renselgnements ou des donnees PROTEGES eUou CLASSIFIES? '

f7l No DYes
~ Non Oul

11. e) WlII there be an electronJc rlllk between the supplier's IT systems and the govemment department or agency?
Dlsposera-l-on d'un lien elaclronlque entre Ie systeme informaUqull du [oumlsseur et colul du mlnlstere ou de ragence
gouvemementafe?

f7l No DYes
L!.J Non Oui

TBS/SCT 350.103(2004/12} Security ClassificaUon I Classification de sBcurite

UNCLASSifiED Canada
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Security Classlfic~8J..~~~catlon de securlte

SUMMARY CHART f TABLEAU RECAPITULATIF

For users completing the form manually use the summary chart below to Indicate the calegory(les) and level(s) of safeguarding requIred at the supplier's
sile{s) or premJses.
Les utllisateurs qui remplssent Ie formula Ire manuellement dolvent utiliser Ie tableau recapltulallf c1-dessous pour IMlquer, pour chaque categorle, les
niveaux de sauvegarde roquls aux InslaUalions du fournlsseur.

For users complating the form online (via lhe Internet), the summary chart is automatically populated by your responses 10 previous quesllons.
Dans Ie cas des utlllsateurs quI rempUssent Ie formulalre en IIgne (par Intemetl, les reponses aux questions precedentes sont automatlquement salsfes
dans Ie tableau recapilulalif.

category PROTECTED CUSSIFIEO NATO COMSEC
cal~. PROTffit; . . CtJ\SSIFIE

Top NATO NATO NATO COSMIC PROTECTED Top

A B C CONFlDENTl •••• SECRET SECRET ReSTRICTED COWADEliTW. Sl;CRET Top PROT~GE CONFIDENTIAL SECRET SECAOT
SECRET

CONFtOENTIEl. TREs NATO NATO COGMIO A a c CONl'!OENT •••• TR~.

e"",,~ DifFUSION CONfiOUmEL TRt. 3ECREf

RE5TRElIITE SECR6
",oon.11on J AsselS
RenseinnAmants I BIens
Producllon - -~u=~
IT Unlt J
L1cn 41ed.'tm!DtJe

2. alls \he descrlpllon of Ihe work contained within this SRCL PROTECTED andlor CLASSIFIED?
La description du travall vise par Ie presente LVERS est-elle de nelure PROTEGEE ef/ou CLASSIFIEE?

If Yes, classify this form by annotating the top and bottom In the area entltled "Security Classlflcatlon".
Dens I'afflrmatlve, classlflar Ie present formulalre en Indiquant 10 nlveau do socurlte dans la case Intltulee « Classlflcstlon
de securite » au haut ot au bas du formulalre.

2. b) WRllhe documenlatlon aUaehed 10 this SRCL be PROTECTED andfor CLASSIFIED?
La documentation associee a la pnisenle LVERS sera-t-eUe PROT~G~E ef/ou CLASSIFI~E?

If Yes, classify this form by annotating Ihe top and bottom in the area entitled "Security Classification" and Indlcato with
attachments (e.g. SECRET with Attachments).
Dans I'afflrmallvo, classlffer Ie present formulalre en Indlquant Ie nlvoau de securlte dans la case Intltuleo « Classlflcatlon
de securlte II au haut et au bas du formulalre et Indlquer qu'll y e des pieces lolntes (p. ex. SECRET avec des pieces
'ointes.

f7l No 0 Yes
L..!.J Non OUI

f71 No DYes
L!-J Non Oul

TBSISCT 360-103(2004/12) Security Classification 1Classification de securile

UNCLASSIFIED Canaaa



.+. Government
of Canada

Gowernement
du Canada

ContractNumber I Numerodu contrat

ESOZN-110002l504

SecurityClasslficatlon/ Classificationde securite
UNCLASSIFIED

PART D. AUTHORIZATION I PARTIE D - AUTORISATION - - " '

(lia4ffV
b/,u80/;;L

DNO DYes
Non Oul

SignatureTitle -11Ire

3. OrganizationProject Authonly I Charge de proJetde lorganlsme

ame (print) • Nom (en letlres moulees) Title - Titre

RILEY, STEPHANIE SUPPLYSPECIALIST

etephoneNo. - NG de telephone Facsimile No. - N de telecepleur E-mail address- Adresse coumel
819-1156-1678 619-997-2229 stephanle.rlley@lpsgc-pwgsc.gc.ca

4. OrganIzationSecurity AuthorityJ Responsablede Is securilBde I'organlsme

arne (print) - Nom (en lellres moulees) Tille - Tilre S'/ilur: ,1; J.

'(J/1f1F2!ZO;tJ: rm/J / ~j( SO J.)U.-Ll (!..L.

elephone~o. - N de leltlphone FacsimileNo. - N°de IBh~copleur E-m~1Iaddress - AdresSBcourrle! Dale

819-966- viP)$" 819-934-1449 'fJid:./'t11tlr!lJ);@~- .
15. Are there addlllonallnsiructions (e.g. Security Guide,Securlly ClasslficatlonGUide,>,allacheO'{'~ , . .

Des Instructlonssupplementaires(p. ex. Guide de s~curite.Guidede classificationde la securite) so~lles lelnles?

16. ProcurementOfficer IAgent d'approvisionnement

arne(print) - Nom (en letlres moulees)

elephoneNo. - N" de telephone FacsimileNo, - N de telecopleur E-mailaddress- Adresse courrlel

TBSISCT 350-103(2004/12) SecurityClassificationI Classificationde securlle

UNCLASSIFIED Canada
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