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RETURN BID TO/ RETOURNER LES SOUMISSIONS À : 
Canada Border Services Agency (CBSA) 
Bid Receiving Unit (BRU) 
333 North River Road, Tower A  
Mailroom, Main floor 
Ottawa, Ontario  K1A 0L8 
343-291-6384 
 
The BRU is open from Monday to Friday inclusively, 
between the hours of 07:30 to 15:30, excluding Statutory 
Holidays.  We invite Bidders to send an email to confirm 
their bid submission at CBSA-ASFC_Solicitations-
Demandes_de_soumissions@cbsa-asfc.gc.ca. 
 
Agence des services frontaliers du Canada (ASFC) 
Module de réception des soumissions (MRS) 
333 Chemin North River, Tour A 
Salle du courrier, Rez-de-chaussée 
Ottawa, Ontario  K1A 0L8 
343-291-6384 
 

La Réception des soumissions est ouverte du lundi au 
vendredi inclusivement, entre les heures de 7h30 à 
15h30, à l’exclusion des jours fériés. Nous invitons les 
soumissionnaires à envoyer un courriel pour confirmer 
le dépôt de leur soumission à CBSA-
ASFC_Solicitations-Demandes_de_soumissions@cbsa-
asfc.gc.ca. 
  

Request for Proposal 
Demande de proposition 
Proposal to: Canada Border Services Agency (CBSA) 
We hereby offer to sell to Her Majesty the Queen in 
right of Canada, in accordance with the terms and 
conditions set out herein, referred to herein or attached 
hereto, the goods, services, and construction listed 
herein and on any attached sheets at the price(s) set out 
therefor. 
 
Proposition à : l’Agence des services frontaliers du 
Canada (ASFC) 
 
Nous offrons par la présente de vendre à Sa Majesté la 
Reine du chef du Canada, aux conditions énoncées ou 
incluses par référence dans la présente et aux 
appendices ci-jointes, les biens, services et construction 
énumérés ici sur toute feuille ci-annexée, au(x) prix 
indiqué(s). 
Comments — Commentaires : 
 
THIS DOCUMENT CONTAINS A SECURITY REQUIREMENT — 
LE PRÉSENT DOCUMENT COMPORTE UNE EXIGENCE EN 
MATIÈRE DE SÉCURITÉ 
 
Issuing Office – Bureau de distribution 
CBSA / ASFC 
355 Ch. North River Road, 17th Floor – 17ieme étage 
Ottawa  ON   K1A 0L8 

Title — Sujet: 

Hotel Services at Rigaud College 

Solicitation No. — Nº de l’invitation Date: 

1000340972 February 12, 2019  

 

Solicitation Closes —  
L’invitation prend fin 

Time Zone — 
Fuseau horaire 

At /à: 02:00 PM (hours/heures) 
 

EST (Eastern Standard Time)/ 

HNE (heure normale de l’Est) 

On/le : March 25, 2019 
 

 

EDT (Eastern Daylight Saving 

Time)/ 

HAE (heure avancée de l’Est) 

F.O.B. — F.A.B. 

Plant-Usine:           Destination:            Other — Autre:  

Address Enquiries to  — Adresser toutes questions à: 

 
All communications related to this solicitation must be sent to: 

EMAIL: CBSA-ASFC_Solicitations-
Demandes_de_soumissions@cbsa-asfc.gc.ca 
Attn: LYNE CARREAU 
 

Telephone No. – No de téléphone: FAX No. – No de télécopieur : 

343-291-6163  

Destination  - of Goods and or Services: 
Destination – des biens et ou services : 

Canada Border Services Agency (CBSA) — 
Agence des services frontaliers du Canada (ASFC) 

 

Instructions:      See Herein — Voir aux présentes 

 

Delivery Required — 
Livraison exigée 

Delivery Offered — Livraison proposée 

See herein — voir aux 
présentes 

      

Vendor/Firm Name and Address — Raison sociale et adresse du 
fournisseur/de l’entrepreneur: 

 
 
 

Telephone No. – No de 
téléphone: 

FAX No. – No de télécopieur : 

  

 

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

 
 
_____________________________  ____________________ 

Signature                                                            Date  
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PART 1 - GENERAL INFORMATION 

1.1 Introduction 
 
The bid solicitation is divided into seven parts plus attachments and annexes, as follows: 
 
Part 1 General Information: provides a general description of the requirement; 
 
Part 2 Bidder Instructions: provides the instructions, clauses and conditions applicable to the bid 

solicitation; 
 
Part 3 Bid Preparation Instructions: provides Bidders with instructions on how to prepare their bid; 
 
Part 4 Evaluation Procedures and Basis of Selection: indicates how the evaluation will be conducted, 

the evaluation criteria that must be addressed in the bid, and the basis of selection; 
 
Part 5 Certifications and Additional Information: includes the certifications and additional information to 

be provided; 
 
Part 6 Security, Financial and Other Requirements: includes specific requirements that must be 

addressed by Bidders; and 
 
Part 7 Resulting Contract Clauses: includes the clauses and conditions that will apply to any resulting 

contract. 
 
The Annexes include the Statement of Work, the Basis of Payment, Security Requirements, the Security 
Requirements Checklist, and the Federal Contractors Program for Employment Equity - Certification. 
 

1.2 Summary 
 
1.2.1 Provide bilingual hospitality services (reception, reservation, front desk) to occupants of the 

Canada Border Services Agency (CBSA) College in Rigaud. 
 
1.2.2 There are security requirements associated with this requirement. For additional information, 

consult Part 6 - Security, Financial and Other Requirements, and Part 7 - Resulting Contract 
Clauses. For more information on personnel and organization security screening or security 
clauses, Bidders should refer to the Contract Security Program of Public Works and Government 
Services Canada (http://www.tpsgc-pwgsc.gc.ca/esc-src/introduction-eng.html) website”. 

 
 
1.2.3 "The requirement is subject to the provisions of the World Trade Organization Agreement on 

Government Procurement (WTO-AGP), the North American Free Trade Agreement (NAFTA), the 
Canada-European Union Comprehensive Economic and Trade Agreement (CETA), and the 
Canadian Free Trade Agreement (CFTA)." 

 

1.3 Debriefings 
 
Bidders may request a debriefing on the results of the bid solicitation process. Bidders should make the 
request to the Contracting Authority within 15 working days from receipt of the results of the bid 
solicitation process. The debriefing may be in writing, by telephone or in person. 
 
  

http://www.tpsgc-pwgsc.gc.ca/esc-src/introduction-eng.html
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PART 2 - BIDDER INSTRUCTIONS 

2.1 Standard Instructions, Clauses and Conditions 
 
All instructions, clauses and conditions identified in the bid solicitation by number, date and title are set 
out in the Standard Acquisition Clauses and Conditions Manual (https://buyandsell.gc.ca/policy-and-
guidelines/standard-acquisition-clauses-and-conditions-manual) issued by Public Works and Government 
Services Canada. 
Bidders who submit a bid agree to be bound by the instructions, clauses and conditions of the bid 
solicitation and accept the clauses and conditions of the resulting contract. 
 
The 2003 (2018-05-22) Standard Instructions - Goods or Services - Competitive Requirements, are 
incorporated by reference into and form part of the bid solicitation. 
 
 
Subsection 5.4 of 2003, Standard Instructions - Goods or Services - Competitive Requirements, is 
amended as follows:  
 
Delete: 60 days 
Insert: 180 days 
 

 

2.2 Submission of Bids 
 

a. Due to the nature of this solicitation, bids submitted by facsimile or electronic mail will not be 
accepted.  Bids must NOT be sent directly to the Contracting Authority.  Bids sent directly to the 
Contracting Authority will not be considered. 

b. Unless specified otherwise in the RFP, bids must be received at the location identified by the date, 

time and place indicated on page 1 of the solicitation.  

c. Bid Receiving Unit Address is Solely for Delivery of Bids:  The above address is for the sole purpose 
of bid submission.  No other communications are to be forwarded to this address. 

 

2.3 Former Public Servant 

Contracts awarded to former public servants (FPS) in receipt of a pension or of a lump sum payment 
must bear the closest public scrutiny, and reflect fairness in the spending of public funds. In order to 
comply with Treasury Board policies and directives on contracts awarded to FPSs, bidders must provide 
the information required below before contract award. If the answer to the questions and, as applicable 
the information required have not been received by the time the evaluation of bids is completed, 
Canada will inform the Bidder of a time frame within which to provide the information. Failure to comply 
with Canada’s request and meet the requirement within the prescribed time frame will render the bid 
non-responsive. 

Definitions 

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

 

 

https://buyandsell.gc.ca/policy-and-guidelines/standard-acquisition-clauses-and-conditions-manual
https://buyandsell.gc.ca/policy-and-guidelines/standard-acquisition-clauses-and-conditions-manual/1/2003/active
https://buyandsell.gc.ca/policy-and-guidelines/standard-acquisition-clauses-and-conditions-manual/1/2003/active
http://laws-lois.justice.gc.ca/eng/acts/f-11/
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a. an individual; 

b. an individual who has incorporated; 

c. a partnership made of former public servants; or 

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

"lump sum payment period" means the period measured in weeks of salary, for which payment has 
been made to facilitate the transition to retirement or to other employment as a result of the 
implementation of various programs to reduce the size of the Public Service. The lump sum payment 
period does not include the period of severance pay, which is measured in a like manner. 

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

Former Public Servant in Receipt of a Pension 

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

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

a. name of former public servant; 

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

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

Work Force Adjustment Directive 

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

If so, the Bidder must provide the following information: 

a. name of former public servant; 

b. conditions of the lump sum payment incentive; 

c. date of termination of employment; 

d. amount of lump sum payment; 

http://laws-lois.justice.gc.ca/eng/acts/P-36/FullText.html
http://laws-lois.justice.gc.ca/eng/acts/S-24/page-2.html
http://laws-lois.justice.gc.ca/eng/acts/S-24/page-2.html
http://laws-lois.justice.gc.ca/eng/acts/C-17/page-1.html
http://laws.justice.gc.ca/eng/acts/D-1.3/
http://laws.justice.gc.ca/eng/acts/D-1.3/
http://laws.justice.gc.ca/eng/acts/R-10.6/
http://laws-lois.justice.gc.ca/eng/acts/R-11/page-19.html
http://laws-lois.justice.gc.ca/eng/acts/M-5/index.html
http://laws-lois.justice.gc.ca/eng/acts/C-8/index.html
http://www.tbs-sct.gc.ca/pubs_pol/dcgpubs/ContPolNotices/2012/10-31-eng.asp
http://www.tbs-sct.gc.ca/pol/doc-eng.aspx?id=14676&section=text
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e. rate of pay on which lump sum payment is based; 

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

g. number and amount (professional fees) of other contracts subject to the restrictions of a work 
force adjustment program. 

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

 

2.4 Enquiries - Bid Solicitation 
 
All enquiries must be submitted in writing to the Contracting Authority no later than five (5) calendar days 
before the bid closing date. Enquiries received after that time may not be answered. 
 
Bidders should reference as accurately as possible the numbered item of the bid solicitation to which the 
enquiry relates. Care should be taken by Bidders to explain each question in sufficient detail in order to 
enable Canada to provide an accurate answer. Technical enquiries that are of a proprietary nature must 
be clearly marked "proprietary" at each relevant item. Items identified as “proprietary” will be treated as 
such except where Canada determines that the enquiry is not of a proprietary nature. Canada may edit 
the question(s) or may request that the Bidder do so, so that the proprietary nature of the question(s) is 
eliminated and the enquiry can be answered to all Bidders. Enquiries not submitted in a form that can be 
distributed to all Bidders may not be answered by Canada. 
 

2.5 Applicable Laws 
 
Any resulting contract must be interpreted and governed, and the relations between the parties 
determined, by the laws in force in Quebec. 
 
Bidders may, at their discretion, substitute the applicable laws of a Canadian province or territory of their 
choice without affecting the validity of their bid, by deleting the name of the Canadian province or territory 
specified and inserting the name of the Canadian province or territory of their choice. If no change is 
made, it acknowledges that the applicable laws specified are acceptable to the Bidders. 
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PART 3 - BID PREPARATION INSTRUCTIONS 
 

3.1 Bid Preparation Instructions 

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

Section I:  Technical Bid (4 hard copies) and 1 soft copies on CD 
 
Section II:  Financial Bid (1 hard copies) and 1 soft copies on CD 
 
Section III:  Certifications (1 hard copies) and 1 soft copies on CD  

 

 
If there is a discrepancy between the wording of the soft copy on electronic media and the hard 
copy, the wording of the hard copy will have priority over the wording of the soft copy. 
 
Prices must appear in the financial bid only.  No prices must be indicated in any other section of the 
bid. 

 
Canada requests that bidders follow the format instructions described below in the preparation of 
hard copy of their bid: 

 
(a) use 8.5 x 11 inch (216 mm x 279 mm) paper; 
(b) use a numbering system that corresponds to the bid solicitation. 

 
In April 2006, Canada issued a policy directing federal departments and agencies to take the 
necessary steps to incorporate environmental considerations into the procurement process Policy 
on Green Procurement (https://www.tbs-sct.gc.ca/pol/doc-eng.aspx?id=32573). To assist Canada 
in reaching its objectives, bidders should: 

 
1) use 8.5 x 11 inch (216 mm x 279 mm) paper containing fibre certified as originating from 

a sustainably-managed forest and containing minimum 30% recycled content; and  
 

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

 
 
Section I: Technical Bid 
 
In their technical bid, Bidders should demonstrate their understanding of the requirements contained in 
the bid solicitation and explain how they will meet these requirements. Bidders should demonstrate their 
capability and describe their approach in a thorough, concise and clear manner for carrying out the work. 
 
The technical bid should address clearly and in sufficient depth the points that are subject to the 
evaluation criteria against which the bid will be evaluated. Simply repeating the statement contained in 
the bid solicitation is not sufficient. In order to facilitate the evaluation of the bid, Canada requests that 
Bidders address and present topics in the order of the evaluation criteria under the same headings. To 
avoid duplication, Bidders may refer to different sections of their bids by identifying the specific paragraph 
and page number where the subject topic has already been addressed. 
 
 

https://www.tbs-sct.gc.ca/pol/doc-eng.aspx?id=32573
https://www.tbs-sct.gc.ca/pol/doc-eng.aspx?id=32573
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Section II: Financial Bid 
 
Bidders must submit their financial bid in accordance with the Basis of Payment in Annex "B".  
 
 
Section III: Certifications 
 
Bidders must submit the certifications and additional information required under Part 5. 
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ATTACHMENT 1 TO PART 3 – BID SUBMISSION FORM 
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PART 4 - EVALUATION PROCEDURES AND BASIS OF SELECTION 

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

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

 
Each bid will be reviewed to determine whether it meets the mandatory requirements of the bid 
solicitation. Any element of the bid solicitation that is identified specifically with the words “must” or 
“mandatory” is a mandatory requirement. Bids that do not comply with each and every mandatory 
requirement will be considered non-responsive and be disqualified.  The Mandatory evaluation criteria are 
described in Attachment 1 to Part 4- Bid Evaluation Criteria.  

 

Reference Checks:  

i. If a reference check is performed, Canada will conduct the reference check in writing by e-mail.  
Canada will send all email reference check requests to contacts supplied by all the Bidders on the 
same day using the email address provided in the bid.  Canada will not award any points unless 
the response is received within five (5) working days of the date that Canada's email was sent.   

ii. On the third working day after sending out the reference check request, if Canada has not received 
a response, Canada will notify the Bidder by email, to allow the Bidder to contact its reference 
directly to ensure that it responds to Canada within 5 working days. If the individual named by a 
Bidder is unavailable when required during the evaluation period, the Bidder may provide the name 
and email address of an alternate contact person from the same customer. Bidders will only be 
provided with this opportunity once for each customer, and only if the originally named individual is 
unavailable to respond (i.e., the Bidder will not be provided with an opportunity to submit the name 
of an alternate contact person if the original contact person indicates that he or she is unwilling or 
unable to respond). The 5 working days will not be extended to provide additional time for the new 
contact to respond.  

If Canada does not receive a response from the contact person within the five (5) working days, 
Canada will not contact the Bidder and will not permit the substitution of an alternate contact 
person. 

iii. Wherever information provided by a reference differs from the information supplied by the Bidder, 
the information supplied by the reference will be the information evaluated.  

iv. Points will not be allocated and/or a bidder will not meet the mandatory experience requirement (as 
applicable) if (1) the reference customer states he or she is unable or unwilling to provide the 
information requested, or (2) the customer reference is not a customer of the Bidder itself (for 
example, the customer cannot be the customer of an affiliate of the Bidder instead of being a 
customer of the Bidder itself). Nor will points be allocated or a mandatory met if the customer is 
itself an affiliate or other entity that does not deal at arm’s length with the Bidder. 

v. Whether or not to conduct reference checks is discretionary. However, if Canada chooses to 
conduct reference checks for any given rated or mandatory requirement, it will check the 
references for that requirement for all bidders who have not, at that point, been found non-
responsive. 
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4.3 Basis of Selection 
 
Mandatory Technical Criteria  

 
SACC Manual Clause A0031T (2010-08-16), Basis of Selection – Mandatory Technical Criteria 

A bid must comply with the requirements of the bid solicitation and meet all mandatory technical 
evaluation criteria to be declared responsive. The responsive bid with the lowest evaluated price will be 
recommended for award of a contract. 

  

http://buyandsell.gc.ca/policy-and-guidelines/standard-acquisition-clauses-and-conditions-manual/5/A/A0031T/active
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ATTACHMENT 1 TO PART 4 – BID EVALUATION CRITERIA 

MANDATORY CRITERIA  
 
The mandatory criteria listed below will be evaluated on a simple pass/fail basis (compliant or not 
compliant). Failure to meet the mandatory requirements will render the proposal non-responsive and no 
further evaluation will be carried out. 
 
Proposals MUST demonstrate compliance with all of the following Mandatory Requirements and MUST 
provide the necessary documentation to support compliance. 
. 

 Description 
Mandatory Requirements 

Proposal 
Page # 

M1 The Contractor: 

The bidder must demonstrate that they have relevant experience in the 
delivery of reception services or similar services in the past 10 years.  The 
bidder must provide as follow: 

a) Information on 3 projects/contracts carried out in a similar field in the past 
10 years: 

 Client (name, contact and phone number) 

 Dates 

 Service area 

 
 

M2 Receptionist/switchboard: 

The bidder must propose at least six (6) receptionists/switchboard. The 
proposed six (6) receptionists/switchboard must have; 

a) A minimum of 12 months’ experience as a receptionist or in a similar 
position and field requiring frequent and daily contact with clients (as an 
example but not limited to; ability to handle request, greet clients, answer 
telephone, make reservation, and using email).  

 

*The resources proposed for this position cannot be proposed for the On-Site 
Supervisor position as well. 

 

M3 On-site supervisor: 

The bidder must propose one (1) on-site supervisor.  The proposed on site 
supervisor must have: 

a) A minimum of 12 months’ experience supervising a team or receptionist or 
in a similar field requiring frequent and daily contact with clients (as an 
example but not limited to; establishing work schedule, handle request, 
and using email). 

*The resource proposed for this position cannot be proposed for the 
receptionist/switchboard position as well. 
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PART 5 – CERTIFICATIONS AND ADDITIONAL INFORMATION 

 
Bidders must provide the required certifications and additional information to be awarded a contract.  
 
The certifications provided by Bidders to Canada are subject to verification by Canada at all times. Unless 
specified otherwise, Canada will declare a bid non-responsive, or will declare a contractor in default if any 
certification made by the Bidder is found to be untrue, whether made knowingly or unknowingly, during 
the bid evaluation period or during the contract period. 
 
The Contracting Authority will have the right to ask for additional information to verify the Bidder’s 
certifications. Failure to comply and to cooperate with any request or requirement imposed by the 
Contracting Authority will render the bid non-responsive or constitute a default under the Contract. 
 

5.1 Certifications Required with the Bid 
 
Bidders must submit the following duly completed certifications as part of their bid. 
 
5.1.1 Integrity Provisions - Declaration of Convicted Offences  
 
In accordance with the Integrity Provisions of the Standard Instructions, all bidders must provide with their 
bid, if applicable, the Integrity declaration form available on the Forms for the Integrity Regime website 
(http://www.tpsgc-pwgsc.gc.ca/ci-if/declaration-eng.html), to be given further consideration in the 
procurement process. 
 

5.1.2 Certifications Precedent to Contract Award and Additional Information 
 
The certifications and additional information listed below should be submitted with the bid but may be 
submitted afterwards. If any of these required certifications or additional information is not completed and 
submitted as requested, the Contracting Authority will inform the Bidder of a time frame within which to 
provide the information. Failure to provide the certifications or the additional information listed below 
within the time frame specified will render the bid non-responsive. 
 
5.1.3  Integrity Provisions – Required Documentation 
 
In accordance with the section titled Information to be provided when bidding, contracting or entering into 
a real procurement agreement of the Ineligibility and Suspension Policy (http://www.tpsgc-pwgsc.gc.ca/ci-
if/politique-policy-eng.html), the Bidder must provide the required documentation, as applicable, to be 
given further consideration in the procurement process. 
 
 
5.1.4 Federal Contractors Program for Employment Equity - Bid Certification 
 
By submitting a bid, the Bidder certifies that the Bidder, and any of the Bidder's members if the Bidder is a 
Joint Venture, is not named on the Federal Contractors Program (FCP) for employment equity "FCP 
Limited Eligibility to Bid" list available at the bottom of the page of the Employment and Social 
Development Canada (ESDC) - Labour's website (https://www.canada.ca/en/employment-social-
development/programs/employment-equity/federal-contractor-program.html#).  

 
Canada will have the right to declare a bid non-responsive if the Bidder, or any member of the Bidder if 
the Bidder is a Joint Venture, appears on the “FCP Limited Eligibility to Bid list at the time of contract 
award. 
 

http://www.tpsgc-pwgsc.gc.ca/ci-if/declaration-eng.html
http://www.tpsgc-pwgsc.gc.ca/ci-if/politique-policy-eng.html
http://www.tpsgc-pwgsc.gc.ca/ci-if/politique-policy-eng.html
http://www.tpsgc-pwgsc.gc.ca/ci-if/politique-policy-eng.html
https://www.canada.ca/en/employment-social-development/programs/employment-equity/federal-contractor-program.html#s4
https://www.canada.ca/en/employment-social-development/programs/employment-equity/federal-contractor-program.html#s4
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Canada will also have the right to terminate the Contract for default if a Contractor, or any member of the 
Contractor if the Contractor is a Joint Venture, appears on the  “FCP Limited Eligibility to Bid” list during 
the period of the Contract. 

 
The Bidder must provide the Contracting Authority with a completed annex titled Federal Contractors 
Program for Employment Equity - Certification, before contract award. If the Bidder is a Joint Venture, the 
Bidder must provide the Contracting Authority with a completed annex Federal Contractors Program for 
Employment Equity - Certification, for each member of the Joint Venture. 
 
 
5.2 Education and Experience 
 
A3010T (2010-08-16) Education and Experience 
 
The Bidder certifies that all the information provided in the résumés and supporting material submitted 
with its bid, particularly the information pertaining to education, achievements, experience and work 
history, has been verified by the Bidder to be true and accurate. Furthermore, the Bidder warrants that 
every individual proposed by the Bidder for the requirement is capable of performing the Work described 
in the resulting contract. 
 
 
5.3 Certification of Language - Bilingual 
 

By submitting a bid, the Bidder certifies that, should it be awarded a contract as result of the bid 
solicitation, every individual proposed in its bid will be fluent in both official languages of Canada (French 
and English).  The individual(s) proposed must be able to communicate orally and in writing in French and 
English without any assistance and with minimal errors. 

 

 
 
  

https://www.canada.ca/en/employment-social-development/programs/employment-equity/federal-contractor-program.html#s4
http://buyandsell.gc.ca/policy-and-guidelines/standard-acquisition-clauses-and-conditions-manual/5/A/A3010T/active
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ATTACHMENT 1 TO PART 5  

FEDERAL CONTRACTORS PROGRAM FOR EMPLOYMENT EQUITY – CERTIFICATION 

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

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

time and/or permanent part-time employees. 
 
 
A5.  The Bidder has a combined workforce in Canada of 100 or more employees; and  
 

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

OR 
(   ) A5.2. The Bidder certifies having submitted the Agreement to Implement Employment Equity 

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

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

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

 
 
  

https://www.canada.ca/en/employment-social-development/programs/employment-equity/federal-contractor-program.html
https://www.canada.ca/en/employment-social-development/programs/employment-equity/federal-contractor-program.html
https://www.canada.ca/en/employment-social-development/programs/employment-equity/regulated-industries.html
http://laws-lois.justice.gc.ca/eng/acts/E-5.401/
http://laws-lois.justice.gc.ca/eng/acts/E-5.401/
http://www.servicecanada.gc.ca/cgi-bin/search/eforms/index.cgi?app=prfl&frm=lab1168&ln=eng
http://www.servicecanada.gc.ca/cgi-bin/search/eforms/index.cgi?app=prfl&frm=lab1168&ln=eng
http://www.servicecanada.gc.ca/cgi-bin/search/eforms/index.cgi?app=prfl&frm=lab1168&ln=eng
http://www.servicecanada.gc.ca/cgi-bin/search/eforms/index.cgi?app=prfl&frm=lab1168&ln=eng
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PART 6 - SECURITY, FINANCIAL AND OTHER REQUIREMENTS 

6.1 Security Requirements 
 
1. Before award of a contract, the following conditions must be met: 
 

(a) the Bidder must hold a valid organization security clearance as indicated in Part 7 - 
Resulting Contract Clauses; 

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

assets or sensitive work sites must meet the security requirements as indicated in Part 7 
- Resulting Contract Clauses; 

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

protected information, assets or sensitive work sites; 
 

Bidders are reminded to obtain the required security clearance promptly. Any delay in the award of a 
contract to allow the successful bidder to obtain the required clearance will be at the entire discretion of 
the Contracting Authority. 
 
For additional information on security requirements, Bidders should consult the "Security Requirements 
for PWGSC Bid Solicitations - Instructions to Bidders" document on the Departmental Standard 
Procurement Documents Website.  

Prior to the work beginning under the contract, the following security requirement must be considered.  

 

ADDITIONAL SECURITY REQUIREMENT:  

The CBSA, will conduct its own personnel Reliability Status assessment on the recommended Bidder and 
its personnel as per the Treasury Board Secretariat of Canada's (TBS) "Security and Contracting 
Management Standard" and the Policy on Government Security – Personnel Security Standard, 
irrespective of whether such assessment has already been conducted under any such policies. Reliability 
Status assessment conducted by the CBSA will include a credit check performed by an authorized secure 
official with CBSA’s “Personnel Security Screening Section”(PSSS), which is independent of the Public 
Works and Government Services Canada’s (PWGSC), “Canadian Industrial Security Directorate” (CISD) 
and the “International Industrial Security Directorate” (IISD). 

 

For each proposed resources, the Bidder should submit a complete signed original TBS 330-23 Form – 
Personnel Screening Consent and Authorization (https://www.tbs-sct.gc.ca/tbsf-fsct/330-23-eng.asp) with 
their Bid.  If not provided with the bid, the Bidder must provide it upon request and in the timeframe stated 
by the Contracting Authority. 

 
Until the credit check, fingerprinting* (if required) and all other security screening processes required by 
this Request for Proposal have been completed and the recommended Bidder (specifically the 
recommended Bidder personnel) is deemed suitable by the CBSA, no contract will be awarded and the 
recommended Bidder (specifically the recommended Bidder personnel) will not be permitted access to 
Protected / Classified information or assets, and further, will not be permitted to enter sites where such 
information or assets are kept. 

 
In the event the recommended Bidder is not deemed suitable following the security screening process 
required by the CBSA, the said recommended Bidder's bid will be deemed non-compliant and the next 
ranked Bidder will be contacted. If only one bid was obtained and the recommended Bidder does not 
meet the security requirement, then, the Contracting Authority will determine the next steps in order to 
ensure all requirements are met. 

http://www.tpsgc-pwgsc.gc.ca/
http://www.tpsgc-pwgsc.gc.ca/
https://www.tbs-sct.gc.ca/tbsf-fsct/330-23-eng.asp
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*Fees are applicable.  Fingerprinting, if required, will be at the Bidder’s cost. 

In the case of a joint venture bidder, each member of the joint venture must meet the security 
requirements. 
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PART 7 - RESULTING CONTRACT CLAUSES  
 
The following clauses and conditions apply to and form part of any contract resulting from the bid 
solicitation.  
 

7.1 Statement of Work  

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

 

7.2 Standard Clauses and Conditions 

 
All clauses and conditions identified in the Contract by number, date and title are set out in the Standard 
Acquisition Clauses and Conditions Manual (https://buyandsell.gc.ca/policy-and-guidelines/standard-
acquisition-clauses-and-conditions-manual) issued by Public Works and Government Services Canada. 
 
 
7.2.1 General Conditions 
 
 
2035 (2018-06-21), General Conditions - Higher Complexity - Services, apply to and form part of the 
Contract. 
 
 

7.3 Security Requirements 
 
7.3.1 The following security requirements (SRCL and related clauses provided by the Contract Security 

Program) apply and form part of the Contract. 
 

a. Before award of a contract, the following conditions must be met:  

 

i. the Bidder must hold a valid organization security clearance as indicated in Part 7 – 

Resulting Contract Clauses;  

ii. the Bidder’s proposed individuals requiring access to classified or protected 
information, assets or sensitive work site(s) must each meet the security requirement 
as indicated in Part 7 – Resulting Contract Clauses; and 

iii. the Bidder must provide the name of all individuals who will require access to 
classified or protected information, assets or sensitive work sites.  

 

b. Bidders are reminded to obtain the required security clearance promptly. Any delay in the 

award of a contract to allow the successful bidder to obtain the required clearance will be at 

the entire discretion of the Contracting Authority. 

 

c. For additional information on security requirements, Bidders should consult the "Security 

Requirements for PWGSC Bid Solicitations - Instructions to Bidders" document on the 

Departmental Standard Procurement Documents Website.  

 

https://buyandsell.gc.ca/policy-and-guidelines/standard-acquisition-clauses-and-conditions-manual
https://buyandsell.gc.ca/policy-and-guidelines/standard-acquisition-clauses-and-conditions-manual
https://buyandsell.gc.ca/policy-and-guidelines/standard-acquisition-clauses-and-conditions-manual/3/2035/active
http://www.tpsgc-pwgsc.gc.ca/
http://www.tpsgc-pwgsc.gc.ca/
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d. Prior to the work beginning under the contract, the following security requirement must be 

considered.  

 

ADDITIONAL SECURITY REQUIREMENT: 
 
The CBSA, will conduct its own personnel Reliability Status assessment of the Contractor (specifically the 
Contractor personnel), which is allowed under the Treasury Board Secretariat of Canada's (TBS) 
"Security and Contracting Management Standard" and the Policy on Government Security – Personnel 
Security Standard. Reliability Status assessment conducted by the CBSA will include a credit check. 
 
If the Contractor (specifically the Contractor personnel), has already been screened under the TBS Policy 
on Government Security - Personnel Security Standard, the Contractor (specifically the Contractor 
personnel), will still undergo a security screening process to be conducted by the CBSA. 
 
The credit check and fingerprinting*, if required, will be performed by an authorized security official with 
the CBSA's "Personnel Security Screening Section" (PSSS), which is independent of the Public Services 
and Procurement Canada's (PSPC), "Canadian and International Industrial Security Directorate" (CIISD). 
 
Until the credit check, fingerprinting* (if required) and all other security screening processes required have 
been completed and the Contractor (specifically the Contractor personnel) is deemed suitable by the 
CBSA, the Contractor (specifically the Contractor personnel) will not be permitted access to Protected / 
Classified information or assets, and further, will not be permitted to enter sites where such information or 
assets are kept. 
 
 
*Fees are applicable.  Fingerprinting, if required, will be at the Contractor’s cost. 

 

In the case of a joint venture bidder, each member of the joint venture must meet the security 
requirements. 

7.4 Term of Contract 
 
7.4.1 Period of the Contract 

The period of the Contract is from date of Contract to _____ inclusive (To be inserted at contract 
award)  

7.5 Authorities  
 
 
7.5.1 Contracting Authority 
 
The Contracting Authority for the Contract is: 
 
Name:    Lyne Carreau 
Title:     Procurement Officer 
Organization: Canada Border Services Agency (CBSA) 
Address:    355 North River Road, 17th Floor, Tower B, Ottawa, Ontario K1A 0L8 
Telephone:  343-291-6163 
E-mail address: Lyne.Carreau@cbsa-asfc.gc.ca 
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The Contracting Authority is responsible for the management of the Contract and any changes to the 
Contract must be authorized in writing by the Contracting Authority. The Contractor must not perform 
work in excess of or outside the scope of the Contract based on verbal or written requests or instructions 
from anybody other than the Contracting Authority. 
 
 
7.5.2 Project Authority 
 
The Project Authority for the Contract is: 
 
Name:  
Title:  
Organization:    
Address:  
Telephone:  
E-mail address:  
 
In its absence, the Project Authority is: 
 
Name:  
Title:  
Organization: Canada Border Services Agency (CBSA) 
Address:  
Telephone:  
E-mail address:  
 
 
The Project Authority is the representative of the department or agency for whom the Work is being 
carried out under the Contract and is responsible for all matters concerning the technical content of the 
Work under the Contract. Technical matters may be discussed with the Project Authority; however, the 
Project Authority has no authority to authorize changes to the scope of the Work. Changes to the scope 
of the Work can only be made through a contract amendment issued by the Contracting Authority. 
 
 
7.5.3 Contractor's Representative 
 

Name:  
Title:  
Company:  
Address:  
Telephone:  
E-mail address 
 

Note to Bidders:  The Contractor's Representative, Contracting Authority, Technical Authority and 
contact information will be identified at the time of contract award. 

 

7.6 Proactive Disclosure of Contracts with Former Public Servants 

By providing information on its status, with respect to being a former public servant in receipt of a 
Public Service Superannuation Act (PSSA) pension, the Contractor has agreed that this information 
will be reported on departmental websites as part of the published proactive disclosure reports, in 
accordance with Contracting Policy Notice: 2012-2 of the Treasury Board Secretariat of Canada. 

http://laws-lois.justice.gc.ca/eng/acts/P-36/FullText.html
http://www.tbs-sct.gc.ca/pubs_pol/dcgpubs/contpolnotices/siglist-eng.asp
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7.7 Payment 
 
7.7.1 Basis of Payment 
 
Limitation of Expenditure 
 

1. Canada's total liability to the Contractor under the Contract must not exceed $ 1,700,000.00. 
Customs duties are included and Applicable Taxes are extra. 

 
2. No increase in the total liability of Canada or in the price of the Work resulting from any design 

changes, modifications or interpretations of the Work, will be authorized or paid to the Contractor 
unless these design changes, modifications or interpretations have been approved, in writing, by 
the Contracting Authority before their incorporation into the Work. The Contractor must not 
perform any work or provide any service that would result in Canada's total liability being 
exceeded before obtaining the written approval of the Contracting Authority. The Contractor must 
notify the Contracting Authority in writing as to the adequacy of this sum:  

 
a. when it is 75% committed, or 
 
b. four months before the contract expiry date, or 

 
c. as soon as the Contractor considers that the contract funds provided are inadequate for 

the completion of the Work, whichever comes first.  

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

 
7.7.3 Method of Payment  
 
 
H1008C (2008-05-12) - Monthly Payment 

Canada will pay the Contractor on a monthly basis for work performed during the month covered by the 
invoice in accordance with the payment provisions of the Contract if: 

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

b. all such documents have been verified by Canada; 

c. the Work performed has been accepted by Canada. 

 
7.7.4 Time Verification 

C0711C (2008-05-12) –Time Verification 

Time charged and the accuracy of the Contractor's time recording system are subject to verification by 
Canada, before or after payment is made to the Contractor. If verification is done after payment, the 
Contractor must repay any overpayment, at Canada's request. 
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7.8  Invoicing Instructions 
 

a. The Contractor must submit invoices in accordance with the information required in the General 
Conditions.  

b. The Contractor’s invoice must include a separate line item for each subparagraph in the Basis of 
Payment provision.  

c. By submitting invoices the Contractor is certifying that the goods and services have been 
delivered and that all charges are in accordance with the Basis of Payment provision of the 
Contract, including any charges for work performed by subcontractors.  

d. All invoices must be submitted using the following method (only one copy of the invoice should be 
sent to the Agency): 

 
Email: Only legible electronic (PDF, Word, Excel) files will be accepted; all others will be 
returned. 
 
vendors-fournisseurs@cbsa-asfc.gc.ca  
 
This email address is to be used for submitting invoices and for payment status inquiries. 
 
Direct Deposit: 
The Government of Canada will soon be phasing out federal government cheques; we strongly 
encourage Businesses that supply goods and services to the Government of Canada to enrol in 
direct deposit for account payable. 
 
Please contact ca-ci@cbsa-asfc.gc.ca to obtain additional information, to confirm direct deposit 
enrolment process and the steps to be followed. 
 
IMPORTANT NOTE: If a supplier omits any required information pertaining to payment 
processing from the invoice, the invoice will be returned at the discretion of the CBSA and 
will not be paid until valid payment referencing is provided.  

 
 

7.9 Certifications and Additional Information 
 
7.9.1 Compliance 
 
Unless specified otherwise, the continuous compliance with the certifications provided by the Contractor 
in its bid or precedent to contract award, and the ongoing cooperation in providing additional information 
are conditions of the Contract and failure to comply will constitute the Contractor in default. Certifications 
are subject to verification by Canada during the entire period of the Contract.  
 
 
7.9.2 Federal Contractors Program for Employment Equity - Default by the Contractor 
 
The Contractor understands and agrees that, when an Agreement to Implement Employment Equity 
(AIEE) exists between the Contractor and Employment and Social Development Canada (ESDC)-Labour, 
the AIEE must remain valid during the entire period of the Contract. If the AIEE becomes invalid, the 
name of the Contractor will be added to the "FCP Limited Eligibility to Bid" list. The imposition of such a 
sanction by ESDC will constitute the Contractor in default as per the terms of the Contract. 
 
 

mailto:vendors-fournisseurs@cbsa-asfc.gc.ca
mailto:ca-ci@cbsa-asfc.gc.ca
https://www.canada.ca/en/employment-social-development/programs/employment-equity/federal-contractor-program.html#s4
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7.10 Applicable Laws 
 
The Contract must be interpreted and governed, and the relations between the parties determined, by the 
laws in force in Quebec. 
 

7.11 Priority of Documents 
 
If there is a discrepancy between the wording of any documents that appear on the list, the wording of the 
document that first appears on the list has priority over the wording of any document that subsequently 
appears on the list. 
 
(a) the Articles of Agreement; 
 (c) the general conditions 2035 (2018-06-21); 
(d) Annex A, Statement of Work; 
(e) Annex B, Basis of Payment; 
(f) Annex C, Security Requirements Check List; 
 (i) the Contractor's bid dated ______, (insert date of bid) (If the bid was clarified or amended, insert 

at the time of contract award:", as clarified on _______" or ",as amended on _______" and insert 
date(s) of clarification(s) or amendment(s)).   (to be inserted at contract award) 

 

7.12 Foreign Nationals (Canadian Contractor) 

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

Note to Bidders: Either this clause or the one that follows, whichever applies (based on whether the 
successful bidder is a Canadian Contractor or Foreign Contractor), will be included in any resulting 
contract. 

Foreign Nationals (Foreign Contractor) 
 
The Contractor must comply with Canadian immigration legislation applicable to foreign nationals entering 
Canada to work temporarily in fulfillment of the Contract. If the Contractor wishes to hire a foreign national 
to work in Canada to fulfill the Contract, the Contractor should immediately contact the nearest Canadian 
Embassy, Consulate or High Commission in the Contractor's country to obtain instructions, information on 
Citizenship and Immigration Canada's requirements and any required documents. The Contractor is 
responsible to ensure that foreign nationals have the required information, documents and authorizations 
before performing any work under the Contract in Canada. The Contractor is responsible for all costs 
incurred as a result of non-compliance with immigration requirements. 
 
7.13 Insurance Requirements 
 

The Contractor must comply with the insurance requirements specified in this Article. 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. 
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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. For Canadian-based Contractors, 
coverage must be placed with an Insurer licensed to carry out business in Canada, however, for 
Foreign-based Contractors, coverage must be placed with an Insurer with an A.M. Best Rating no less 
than “A-”. The Contractor must, if requested by the Contracting Authority, forward to Canada a certified 
true copy of all applicable insurance policies. 

 
7.14 Joint Venture Contractor 
 
a) The Contractor confirms that the name of the joint venture is ____________ and that it is comprised 

of the following members: 
 
___________________ 
___________________ 
___________________ 

 
b) With respect to the relationship among the members of the joint venture Contractor, each member 

agrees, represents and warrants (as applicable) that: 
 

i. ______________ has been appointed as the “representative member” of the joint venture      

Contractor and has fully authority to act as agent for each member regarding all matters relating 

to the Contract; 

 
ii. by giving notice to the representative member, Canada will be considered to have given notice 

to all the members of the joint venture Contractor; and 

iii all payments made by Canada to the representative member will act as a release by all the 
members. 

 
c) All the members agree that Canada may terminate the Contract in its discretion if there is a dispute 

among the members that, in Canada’s opinion, affects the performance of the Work in any way. 

 
d)  All the members are jointly and severally or solidarity liable for the performance of the entire 

Contract. 

 
e)  The Contractor acknowledges that any change in the membership of the joint venture (i.e., a change 

in the number of members or the substitution of another legal entity for an existing member) 

constitutes an assignment and is subject to the assignment provisions of the General Conditions. 

 
The Contractor acknowledges that all security and controlled goods requirements in the Contract, if any, 
apply to each member of the joint venture Contractor. 
 
Note to Bidders: This Article will be deleted if the Bidder awarded the contract is not a joint venture. If 
the Contractor is a joint venture, this clause will be completed with information provided in its bid. 
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ANNEX “A” 

STATEMENT OF WORK 

TITLE 

Hotel Service contract 
 
OBJECTIVE 
 
Provide bilingual hospitality services (reception, reservation, front desk) to occupants of the Canada 
Border Services Agency (CBSA) College in Rigaud. 
 
BACKGROUND 
 

The Canada Border Services Agency (CBSA) College is the training site for recruits and is responsible for 
the development of its employees. It is also a conference and training site for other federal agencies 
(RCMP, CFIA, CSC, etc.).   

The College is open 24 hours a day, 7 days a week, 365 days a year. With 316 rooms, participants can 
remain on site for the duration of their activities. 
 
DESCRIPTION OF REQUIREMENT 
 
Provide bilingual hotel reception services to occupants of the CBSA College – Rigaud, 7 days a week, 24 
hours a day. 
 
TASK 
 
The duties of the onsite supervisor are as follows: 
 

1. Plan, organize, coordinate and monitor the work of hotel receptionists. 
2. Providing the necessary training to receptionists (resources of the Contractor) to provide 

the services (tasks, reservation system, programming system and access cards for the 
rooms, etc …). 

3. Ensure that the quality of services complies with established rules. 
4. Plan room reservations and occupancy with the client service team. 
5. Organize relations with other services (the building, housekeeping, cafeteria, etc.). 
6. Manage client complaints. 
7. Provide the same services as the receptionists to cover the pre-established schedule. 
8. Prepare, review and distribute daily, weekly and monthly reports from the room 

reservation system to the client service and room housekeeping teams. 
9. Maintain a daily logbook, and report on general maintenance and client requests. 
10. Distribute the list of residents and relevant information (allergies, intolerances, impaired 

mobility, etc.) to security, food services, and housekeeping in order to promote service 
excellence and ensure the safety of residents. 

11. Inform the client service team each day of any cancellations or changes, discrepancies, 
and no-shows.  

12. Manage the Interac cash withdrawal service (open and maintain a commercial bank 
account containing sufficient funds to provide quality service, maintain accounting 
records for this service, perform the daily withdrawals required to maintain such a 
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service, carry out any other tasks related to this service, be accountable for any other 
charges associated with this service). 

13. Report any defects or problems with the telephone or computer systems to the project 
authority. 

14. Ensure that the front desk area is clean. 
15. Request any office supplies required for the proper functioning of the front desk from the 

project authority 
 
The tasks of hotel receptionists/switchboard are as follows: 
 

1. Greet clients. 
2. Check clients in (registration cards, arrival and departure). 
3. Reserve and assign rooms. 
4. Provide keys or magnetic cards for the rooms. 
5. Coordinate forms for temporary departures and take appropriate action in accordance 

with the requirements of the College. 
6. Present the various services provided by the College. 
7. Provide clients with information kits and other necessary information. 
8. Inform, guide and advise clients. 
9. Coordinate room cleaning with the housekeeping service provider.  
10. Forward client service requests in accordance with the established procedure. 
11. Using the pre-established guidelines, reserve taxis and coordinate taxi chit requests. 
12. Advise clients on sites, facilities and resources in the city and surrounding area (bank, 

medical clinic, food, shopping, entertainment, etc.). 
13. Answer telephone calls and transfer internal/external calls to the proper extension.  
14. Take and deliver messages for clients and staff members. 
15. Distribute mail to residents. 
16. Provide fax services to occupants. 
17. Provide Interac cash withdrawal service. 
18. Handle complaints. 
19. Activate the wake-up system for residents. 
20. Ensure that the front desk area is clean. 
21. Take inventory of the room keys on a weekly basis. 

 

CONSTRAINTS 

1) Appearance: 
 
The Contractor must provide a uniform identifying the Contractor’s company that meets the dress code 
for this type of work. This uniform must also be distinct from CBSA staff uniforms. It should look 
professional and should not be suggestive in anyway (low neckline, short skirt, high heels, etc.). 
Employees of the provider must always project a clean and professional image (clean uniform, hair, 
makeup, etc.). 
 

2) Competencies: 
 

The Contractor’s resources assigned to the CBSA College must be able to provide service and carry 
out all tasks in both official languages. They must also always: 
 
- Show courtesy, diplomacy and discretion. 
- Have good organizational and client service skills. 
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- Demonstrate a good proficiency of computer tools. 
- Have the ability to adapt to the diversity of the client  
- Work as a team and independently according to pre-established instructions and procedures. 
- Maintain strictly professional contact with clients. 
 

3) Security: 
 

The Contractor’s resources must follow the rules and directives of the CBSA College (access 
instructions, safety procedures, disclosure of personal information, etc.) at all times. It is mandatory to 
wear the identification card issued by CBSA on site at the College and it must be visible at all times. 
Contact established between the Contractor’s resources and clients shall be limited and not extend 
beyond a professional level. 
 
The Contractor’s resources must act as evacuation officers (red helmets) in the residential area during 
alarms at night, on weekends and on holidays. Using the tools at their disposal, they must simply exit 
the building and act as an interlocutor between the evacuees and the security officers in charge of the 
situation. 
 

4) Schedule: 
 

The Contractor must ensure that there is a supervisor on site Monday to Friday, between 8:00 a.m. 
and 4:00 p.m. (may vary by agreement with the project authority).  
 
The Contractor must ensure that there are receptionists on site 20 hours a day during the week, 
including four hours at the same time as the supervisor, as well as 24 hours a day on weekends and 
holidays.   
The project authority may increase or decrease its service request at any time, with 24 hours’ notice, 
based on the expected flow of clients.  
Note that there is normally a near complete to complete closure during the end of the year holiday 
period. 
 

5) To be provided by the Contractor: 
 

At the front desk (ground floor): all the components required for Interac cash withdrawal services 
(machine, connection, bank account, etc.). 
 
For the supervisor’s work area: furniture, computer, printer, telephone, telephone line, Internet 
connection, office supplies, stationary and any other equipment required to fulfil the contract. 
 

SUPPORT 
 
Provided by CBSA: 
 
At the front desk: the CBSA College provide all the furniture, computer equipment (computers, printer, and 
fax machine), office supplies and stationary necessary to carry out the services required in this document. 
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ANNEX “B” 

BASIS OF PAYMENT 
 

 
1. For the provision of Reception Services as described in Annex ‘A’ - Statement of Work, the 

Contractor shall be paid the firm all inclusive hourly rate(s) below in the performance of this Contract, 
HST/GST/QST extra.  

 
Contract Period 

 

Resource Category Level of effort 
(hrs/year) 

Hourly rate Total for contract 
period 

Receptionist/swithcboard 23,400 hrs To be inserted at 
contract award 

To be inserted at 
contract award 

Supervisor 3,900 hrs To be inserted at 
contract award 

To be inserted at 
contract award 

ESTIMATED TOTAL: $ TBD 

 
 
2. HST/GST/QST  

 
(a) All prices and amounts of money in the contract are exclusive of Harmonized Sales Tax (HST) or 
Goods and Services Tax (GST) or Quebec Sales Tax (QST), as applicable, unless otherwise indicated. 
The GST or HST or QST, whichever is applicable, is extra to the price herein and will be paid by Canada.  

(b) The estimated HST/GST/QST of $<To Be Inserted at Contract Award> is included in the total 
estimated cost shown on page 1 of this Contract. The estimated HST/GST/QST to the extent applicable 
will be incorporated into all invoices and progress claims and shown as a separate item on invoices and 
progress claims. All items that are zero-rated, exempt, or to which the HST/GST/QST does not apply, are 
to be identified as such on all invoices. The Contractor agrees to remit to Canada Revenue Agency 
(CRA) any amounts of HST/GST/QST paid or due.  

(c) All deliverables are F.O.B. Destination, and Canadian Customs Duty included, where applicable.  

(d) The Crown will not accept any travel and living expenses incurred by the Contractor as a 
consequence of any relocation required to satisfy the terms of the Contract.  
 
All estimates contained in the Contract relating to travel, optional items or as-and-when-requested goods 
or services are included solely for the administrative purposes of Canada and do not represent a 
commitment on the part of Canada to exercise such options or purchase such services.  
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ANNEX “C” 

SECURITY REQUIREMENTS CHECK LIST 
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