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PART 1 - GENERAL INFORMATION 

1.1 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 instructions applicable to the clauses and conditions of 

the RFSO; 
 
Part 3 Offer Preparation Instructions: provides offerors with instructions on how to prepare their 

offer to address the evaluation criteria specified; 
 
Part 4 Evaluation Procedures and Basis of Selection: indicates how the evaluation will be 

conducted, the evaluation criteria which must be addressed in the offer, and the basis of 
selection; 

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

information to be provided; 
 
Part 6  6A, Standing Offer, and 6B, Resulting Contract Clauses: 
 

6A, includes the Standing Offer containing the offer from the Offeror and the applicable 
clauses and conditions;  
 
6B, includes the clauses and conditions which will apply to any contract resulting from a 
call-up made pursuant to the Standing Offer. 

 
The annexes include the Statement of Work, the Basis of Payment, the Electronic Payment Instruments 
and the Periodic Usage Reports – Standing Offer. 
 
 
1.2 Summary 
 
1.2.1 To supply when needed, Documents Printing Service for regular forms, for Public Works and 

Government Services Canada – Cheque Redemption Control Directorate (CRCD), Matane, 
Quebec.  
 

1.2.2 The term of the Standing Offer is one year from the date of grant, with two (2) option years 
periods of one (1) year each. 
 

1.2.3 This RFSO allows offerors to use the epost Connect service provided by Canada Post 
Corporation to transmit their offers electronically. Offerors must refer to Part 2 of the RFSO 
entitled Offeror Instructions and Part 3 of the RFSO entitled Offer Preparation Instructions, for 
further information on using this method. 
 

1.2.4 The requirement is subject to the provisions of the Canadian Free Trade Agreement (CFTA). 
 

1.2.5 The requirement is subject to a preference for Canadian services.  
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1.3 Debriefings 
 
Offerors may request a debriefing on the results of the request for standing offers process. Offerors 
should make the request to the Standing Offer Authority within 15 working days of receipt of the results of 
the request for standing offers process. The debriefing may be in writing, by telephone or in person. 
 
1.4 Anticipated migration to an e-Procurement Solution (EPS) 
 
Canada is currently developing an online EPS for faster and more convenient ordering of goods and 
services. In support of the anticipated transition to this system and how it may impact any resulting 
Standing Offer that is issued under this solicitation, refer to 7.15 Transition to an e-Procurement Solution 
(EPS). 
 
The Government of Canada’s press release provides additional information.  
 

PART 2 - OFFEROR INSTRUCTIONS 

 
2.1 Standard Instructions, Clauses and Conditions 
 
The 2006 standard instructions is amended as follows: 
 
 Section 08, entitled Submission of offers, is amended as follows: 

 
subsection 2 is deleted entirely and replaced with the following: 

 
2. epost Connect 

 
a. Unless specified otherwise in the RFSO, offers may be submitted by using the epost 

Connect service provided by Canada Post Corporation.  
 

i. PWGSC, Quebec Region: The only acceptable email address to use with epost 
Connect for responses to RFSOs issued by PWGSC headquarters is:  

TPSGC.RQReceptionSoumissions-QRSupplyTendersReception.PWGSC@tpsgc-pwgsc.gc.ca 

or if applicable, the email address identified in the RFSO.  

ii. PWGSC regional offices: The only acceptable email address to use with epost 
Connect for responses to RFSOs issued by PWGSC regional offices is identified 
in the RFSO.  
 

b. To submit an offer using epost Connect service, the Offeror must either:  
 

i. send directly its offer only to the specified PWGSC Bid Receiving Unit using its 
own licensing agreement for epost Connect provided by Canada Post 
Corporation; or  
 

ii. send as early as possible, and in any case, at least six business days prior to the 
RFSO closing date and time, (in order to ensure a response), an email that 
includes the RFSO number to the specified PWGSC Bid Receiving Unit 
requesting to open an epost Connect conversation. Requests to open an epost 
Connect conversation received after that time may not be answered. 

 



Solicitation No. - N° de l'invitation Amd. No. - N° de la modif. Buyer ID - Id de l'acheteur 
EN929-190177/A  QCN035 
Client Ref. No. - N° de réf. du client File No. - N° du dossier CCC No./N° CCC - FMS No./N° VME 
EN929-190177/A QCN-8-41048  

 

Page 5 of - de 23 
 
 

 
c. If the Offeror sends an email requesting epost Connect service to the specified Bid 

Receiving Unit in the RFSO, an officer of the Bid Receiving Unit will then initiate an epost 
Connect conversation. The epost Connect conversation will create an email notification 
from Canada Post Corporation prompting the Offeror to access and action the message 
within the conversation. The Offeror will then be able to transmit its offer afterward at any 
time prior to the RFSO closing date and time.  
 

d. If the Offeror is using its own licensing agreement to send its offer, the Offeror must keep 
the epost Connect conversation open until at least 30 business days after the RFSO 
closing date and time. 
 

e. The RFSO number should be identified in the epost Connect message field of all 
electronic transfers. 

 
f. It should be noted that the use of epost Connect service requires a Canadian mailing 

address. Should an offeror not have a Canadian mailing address, they may use the Bid 
Receiving Unit address specified in the RFSO in order to register for the epost Connect 
service. 

 
g. For offers transmitted by epost Connect service, Canada will not be responsible for any 

failure attributable to the transmission or receipt of the offer including, but not limited to, 
the following:  

 
i. receipt of a garbled, corrupted or incomplete offer; 
ii. availability or condition of the epost Connect service; 
iii. incompatibility between the sending and receiving equipment; 
iv. delay in transmission or receipt of the offer; 
v. failure of the Offeror to properly identify the offer; 
vi. illegibility of the offer;  
vii. security of offer data; or, 
viii. inability to create an electronic conversation through the epost Connect service. 

 
h. The Bid Receiving Unit will send an acknowledgement of the receipt of offer document(s) 

via the epost Connect conversation, regardless of whether the conversation was initiated 
by the supplier using its own license or the Bid Receiving Unit. This acknowledgement 
will confirm only the receipt of offer document(s) and will not confirm if the attachments 
may be opened nor if the content is readable. 
 

i. Offerors must ensure that that they are using the correct email address for the Bid 
Receiving Unit when initiating a conversation in epost Connect or communicating with the 
Bid Receiving Unit and should not rely on the accuracy of copying and pasting the email 
address into the epost Connect system.   

 
j. An offer transmitted by epost Connect service constitutes the formal offer of the Offeror 

and must be submitted in accordance with section 05.  
 
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). 
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The 2006 (2018-05-22) Standard Instructions - Request for Standing Offers - Goods or Services - 
Competitive Requirements, are incorporated by reference into and form part of the RFSO. 
 
2.2 Submission of Offers 
 
Bids must be submitted only to Public Works and Government Services Canada (PWGSC) Bid Receiving 
Unit by the date, time and place indicated on page 1 of the bid solicitation. 
  
2.2.1     By using the epost Connect service provided by Canada Post Corporation             

(https://www.canadapost.ca/web/en/products/details.page?article=epost_connect_send_a) 
The email address of PWGSC Quebec region Bid Receiving Unit is: 
TPSGC.RQReceptionSoumissions-QRSupplyTendersReception.PWGSC@tpsgc-pwgsc.gc.ca 
  
NOTE THAT YOU SHOULD NOT SEND YOUR OFFERS DIRECTLY TO THIS EMAIL      
ADDRESS, BUT PROCEED THROUGH CANADA POST EPOST CONNECT SERVICE. REFER 
TO THE 2003 STANDARD INSTRUCTIONS (2018-05-22). 

  
2.2.2     Tenders can also be transmitted by fax to 418-648-2209. 
  
2.2.3     By mail or in person at: 
             Public Works and Government Services Canada (PWGSC) 
            1550, Avenue of Estimauville 
             Quebec City, Quebec G1J 0C7 
 
2.3 Former Public Servant 
 
Contracts awarded to former public servants (FPS) in receipt of a pension or of a lump sum payment 
must bear the closest public scrutiny, and reflect fairness in the spending of public funds. In order to 
comply with Treasury Board policies and directives on contracts awarded to FPS, offerors must provide 
the information required below before the issuance of a standing offer. If the answer to the questions 
and, as applicable the information required have not been received by the time the evaluation of offers 
is completed, Canada will inform the Offeror of a time frame within which to provide the information. 
Failure to comply with Canada’s request and meet the requirement within the prescribed time frame will 
render the offer non-responsive. 
Definitions 

For the purposes of this clause, 

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

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. 

 

 



Solicitation No. - N° de l'invitation Amd. No. - N° de la modif. Buyer ID - Id de l'acheteur 
EN929-190177/A  QCN035 
Client Ref. No. - N° de réf. du client File No. - N° du dossier CCC No./N° CCC - FMS No./N° VME 
EN929-190177/A QCN-8-41048  

 

Page 7 of - de 23 
 
 

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

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

Former Public Servant in Receipt of a Pension 

As per the above definitions, is the Offeror a FPS in receipt of a pension? YES ( ) NO ( ) 

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

a. name of former public servant; 

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

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

Work Force Adjustment Directive 

Is the Offeror a FPS who received a lump sum payment pursuant to the terms of the Work Force 
Adjustment Directive? YES ( ) NO ( ) 

If so, the Offeror must provide the following information: 

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

force adjustment program. 
 
For all contracts awarded during the lump sum payment period, the total amount of fees that may be 
paid to a FPS who received a lump sum payment is $5,000, including Applicable Taxes. 
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2.4 Enquiries - Request for Standing Offers 
 
All enquiries must be submitted in writing to the Standing Offer Authority no later than seven (7) calendar 
days before the Request for Standing Offers (RFSO) closing date. Enquiries received after that time 
may not be answered. 
 
Offerors should reference as accurately as possible the numbered item of the RFSO to which the enquiry 
relates. Care should be taken by offerors to explain each question in sufficient detail in order to enable 
Canada to provide an accurate answer. Technical enquiries that are of a proprietary nature must be 
clearly marked "proprietary" at each relevant item. 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 offerors do so, so that the proprietary nature of the question(s) is 
eliminated, and the enquiry can be answered to all offerors. Enquiries not submitted in a form that can be 
distributed to all offerors may not be answered by Canada. 
 
2.5 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 Quebec.  
 
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. 
 
 
PART 3 - OFFER PREPARATION INSTRUCTIONS 
 
3.1 Offer Preparation Instructions 
 
 If the Offeror chooses to submit its offer electronically, Canada requests that the Offeror submits its 

offer in accordance with section 08 of the 2006 standard instructions. The epost Connect system has 
a limit of 1GB per single message posted and a limit of 20GB per conversation.  The offer must be 
gathered per section and separated as follows: 

 
Section I:  Financial Offer 
Section II:  Certifications 

 
 If the Offeror chooses to submit its offer in hard copies, Canada requests that the Offeror provides its 

offer in separately bound sections as follows: 
 

Section I:  Financial Offer (1 hard copies)  
Section II:  Certifications (1 hard copies)  
 

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. 
 

 If the Offeror is simultaneously providing copies of its offer using multiple acceptable delivery 
methods, and if there is a discrepancy between the wording of any of these copies and the electronic 
copy provided through epost Connect service, the wording of the electronic copy provided through 
epost Connect service will have priority over the wording of the other copies. 
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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 offer only. No prices must be indicated in any other section of the 
offer. 
 
Canada requests that offerors follow the format instructions described below in the preparation of hard 
copy of their offer: 
 
(a) use 8.5 x 11 inch (216 mm x 279 mm) paper; 
(b) use a numbering system that corresponds to the RFSO. 
 
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, Offerors should: 
 
1) use 8.5 x 11 inch (216 mm x 279 mm) paper containing fibre certified as originating from a 

sustainably-managed forest and containing minimum 30% recycled content; and  
 
2) use an environmentally-preferable format including black and white printing instead of colour 

printing, printing double sided/duplex, using staples or clips instead of cerlox, duotangs or 
binders. 

 
Section I:  Financial Offer 
 
Offerors must submit their financial offer in accordance with the Annexe B - Basis of Payment detailed 
below". 
 
3.1.1 Electronic Payment of Invoices - Offer 

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

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

Acceptance of Electronic Payment Instruments will not be considered as an evaluation criterion. 

 
Section II:  Certifications  
 
Offerors must submit the certifications and additional information required under Part 5. 
 

PART 4 - EVALUATION PROCEDURES AND BASIS OF SELECTION  

 
4.1 Evaluation Procedures 
 
(a) Offers will be assessed in accordance with the entire requirement of the Request for Standing 

Offers including the technical and financial evaluation criteria. 
 
 (b) An evaluation team composed of representatives of Canada will evaluate the offers. 
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4.1.1 Financial Evaluation 
 

4.1.2.1 Financial Criteria 
 
Offeror must submit his financial offer in accordance with the Annex B – Basis of Payment, of this 
Request for a Standing Offer.  

  
The Total of each item will be calculated as follow:  firm unit price x maximum interval of quantity 
x annual quantity.  The TOTAL of all the items will be considered for the evaluation of the offers.  

  
The responsive offer with the lowest evaluated TOTAL price will be recommended for issuance of 
a Standing Offer.  
 
4.1.2.2 Evaluation of Price  
 
The price of the offer will be evaluated in Canadian dollars, Applicable Taxes excluded, FOB 
destination, Canadian customs duties and excise taxes included. 

 
4.1.2  Firm Price and/or Rate  

  
SACC Manual Clause M0019T (2007-05-25), Firm Price and/or Rate.  
 
4.2  Basis of Selection  

  
An offer must comply with the requirements of the Request for Standing Offers to be declared responsive. 
The responsive offer with the lowest evaluated price will be recommended for issuance of a standing 
offer. 
 
 
PART 5 – CERTIFICATIONS AND ADDITIONAL INFORMATION 
 
Offerors must provide the required certifications and additional information to be issued a standing offer. 
 
The certifications provided by offerors to Canada are subject to verification by Canada at all times. Unless 
specified otherwise, Canada will declare an offer non-responsive, will have the right to set-aside a 
standing offer, or will declare a contractor in default if any certification made by the Offeror is found to be  
 
untrue whether made knowingly or unknowingly during the offer evaluation period, during the Standing 
Offer period, or during the contract period. 
 
The Standing Offer Authority will have the right to ask for additional information to verify the Offeror’s 
certifications. Failure to comply and to cooperate with any request or requirement imposed by the 
Standing Offer Authority will render the offer non-responsive, result in the setting aside of the Standing 
Offer or constitute a default under the Contract. 

5.1 Certifications Required with the Offer 

 
Offerors must submit the following duly completed certifications as part of their offer. 
 
5.1.1 Integrity Provisions - Declaration of Convicted Offences  
 
In accordance with the Integrity Provisions of the Standard Instructions, all offerors must provide with their 
offer, if applicable, the declaration form available on the Forms for the Integrity Regime website  
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(http://www.tpsgc-pwgsc.gc.ca/ci-if/declaration-eng.html), to be given further consideration in the 
procurement process. 
 
5.2 Certifications Precedent to the Issuance of a Standing Offer and Additional Information 
 
The certifications and additional information listed below should be submitted with the offer, but may be 
submitted afterwards. If any of these required certifications or additional information is not completed and 
submitted as requested, the Standing Offer Authority will inform the Offeror of a time frame within which to 
provide the information. Failure to provide the certifications or the additional information listed below 
within the time frame provided will render the offer non-responsive. 
 
5.2.1 Integrity Provisions – Required Documentation 

 
In accordance with the section titled Information to be provided when bidding, contracting or entering into 
a real property agreement of the Ineligibility and Suspension Policy (http://www.tpsgc-pwgsc.gc.ca/ci-
if/politique-policy-eng.html), the Offeror must provide the required documentation, as applicable, to be 
given further consideration in the procurement process. 
 
5.2.2 Federal Contractors Program for Employment Equity - Standing Offer Certification 

 
By submitting an offer, the Offeror certifies that the Offeror, and any of the Offeror's members if the 
Offeror is a Joint Venture, is not named on the Federal Contractors Program (FCP) for employment equity  
 
"FCP Limited Eligibility to Bid" list) available at the bottom of the page of the Employment and Social 
Development Canada-Labour's website (https://www.canada.ca/en/employment-social-
development/programs/employment-equity/federal-contractor-program.html#s4). 
 
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. 
 
5.2.3  Additional Certifications Precedent to Issuance of a Standing Offer  
  
5.2.3.1  Canadian Content Certification  
  
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.  
  
 5.2.3.1.1  SACC Manual clause A3050T (2018-12-206), Canadian Content  

Definition. 
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PART 6 - STANDING OFFER AND RESULTING CONTRACT CLAUSES 
 
The following clauses and conditions apply to and form part of the resulting Standing Offer. 
 
Notice: Numbering will be revised at the issuance of a Standing Offer. 
 
 
A. STANDING OFFER 
 
6.1 Offer 
 
6.1.1 The Offeror offers to fulfill the requirement in accordance with the Statement of Work at Annex A. 
 
6.2 Security Requirements 
 
There is no security requirement applicable to the Standing Offer. 
 
6.3 Standard Clauses and Conditions 
 
All clauses and conditions identified in the Standing Offer and resulting contract(s) by number, date and 
title are set out in the Standard Acquisition Clauses and Conditions Manual 
(https://buyandsell.gc.ca/policy-and-guidelines/standard-acquisition-clauses-and-conditions-manual) 
issued by Public Works and Government Services Canada. 
 
6.3.1 General Conditions 
 
2005 (2017-06-21) General Conditions - Standing Offers - Goods or Services, apply to and form part of 
the Standing Offer. 
 
6.3.2 Standing Offers Reporting 

The Offeror must compile and maintain records on its provision of goods and services to Canada under 
contracts resulting from the Standing Offer. This data must include all purchases done by Canada, 
including those acquired and paid for by Canada acquisition cards. 

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

The data must be submitted on a year to the Standing Offer Authority. 

The reporting periods are defined as follows: 

 First year: From the date of the Standing Offer to May 31, 2020; 
 

 First option year: June 1, 2020 to May 31, 2021; 
 

 Second option year: June 1, 2021 to May 2022. 

The data must be submitted to the Standing Offer Authority no later than ten (10) calendar days after 
the end of the reporting period. 
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6.4 Term of Standing Offer 
 
6.4.1 Period of the Standing Offer 
 
The period for making call-ups against the Standing Offer is from the date of the Standing Offer to May 
31, 2020. 
 
6.4.2 Extension of Standing Offer 

If the Standing Offer is authorized for use beyond the initial period, the Offeror offers to extend its offer 
for an additional two (2) periods of one (1) year, from June 1, 2020 to May 31, 2021 and June 1, 2021 to 
May 31, 2022, under the same conditions and at the rates or prices specified in the Standing Offer. 

The Offeror will be advised of the decision to authorize the use of the Standing Offer for an extended 
period by the Standing Offer Authority thirty (30) days before the expiry date of the Standing Offer. A 
revision to the Standing Offer will be issued by the Standing Offer Authority. 
 
6.5 Authorities 
 
6.5.1 Standing Offer Authority 
 
The Standing Offer Authority is: 
 
Name :    Annie Deslauriers 
Title :    Procurement Officer 
Organization:  Public Works and Government Services Canada 

Acquisitions Branch 
Address :   1550 D’Estimauville Avenue, Quebec City, Quebec G1J0C7 
Telephone :   418-649-2707 
Facsimile :   418-648-2209 
E-mail address :  annie.deslauriers@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, he is responsible for 
any contractual issues relating to individual call-ups made against the Standing Offer by any Identified 
User. 
 
6.5.2 Project Authority 
 
The Project Authority for the Standing Offer is: (will be added to the Standing Offer) 
 
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. 
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6.5.3 Offeror's Representative 
 
The Project Authority for the Standing Offer is: (will be added to the Standing Offer) 
 
Name: ________________ 
Title: ________________ 
Organization: ________________ 
Address: ________________ 
 
Telephone: ____- _____-________ 
Facsimile: _____- ______-_______ 
E-mail address: _______________ 
 
6.5.3.1 Offeror's Representative 
 
The Project Authority for the Standing Offer is: (will be added to the Standing Offer) 
 
Name: ________________ 
Title: ________________ 
Organization: ________________ 
Address: ________________ 
 
Telephone: ____- _____-________ 
Facsimile: _____- ______-_______ 
E-mail address: _______________ 
 
6.5.3.2 Delivery Follow up 
 
Name and telephone number of the person responsible for: (will be added to the Standing Offer) 
 
Name: ________________ 
Title: ________________ 
Organization: ________________ 
Address: ________________ 
 
Telephone: ____- _____-________ 
Facsimile: _____- ______-_______ 
E-mail address: _______________ 
 
6.6 Proactive Disclosure of Contracts with Former Public Servants 
 
By providing information on its status, with respect to being a former public servant in receipt of a Public 
Service Superannuation Act (PSSA) pension, the Contractor has agreed that this information will be 
reported on departmental websites as part of the published proactive disclosure reports, in accordance 
with Contracting Policy Notice: 2012-2 of the Treasury Board Secretariat of Canada. 
 
6.7 Identified Users 
 
The Identified User authorized to make call-ups against the Standing Offer is: PWGSC – Cheque 
Redemption Control Directorate (CRCD) in Matane, Quebec.  
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6.8 Call-up Instrument 
 
The Work will be authorized or confirmed by the Identified User (s) using form PWGSC-TPSGC 942, Call-
up Against a Standing Offer duly completed or electronic document. 
 
Call-ups must be made by Identified Users' authorized representatives under the Standing Offer and must 
be for goods or services or combination of goods and services included in the Standing Offer at the prices 
and in accordance with the terms and conditions specified in the Standing Offer.  

 
6.9 Limitation of Call-ups 
 
Individual call-ups against the Standing Offer must not exceed $10 000.00 (Applicable Taxes included). 
 
6.10 Financial Limitation 

For the first firm year of the Standing Offer, the total cost to Canada resulting from call ups against the 
Standing Offer must not exceed the sum of $ 60 000.00 (Applicable Taxes excluded) unless otherwise 
authorized in writing by the Standing Offer Authority. The Offeror must not perform any work or services 
or supply any articles in response to call ups which would cause the total cost to Canada to exceed the 
said sum, unless an increase is so authorized. 

 
The Offeror must notify the Standing Offer Authority as to the adequacy of this sum when 75 percent of 
this amount has been committed, or three (3) months before the expiry date of the Standing Offer, 
whichever comes first. However, if at any time, the Offeror considers that the said sum may be 
exceeded, the Offeror must promptly notify the Standing Offer Authority. 
 
6.11 Priority of Documents 
 
If there is a discrepancy between the wording of any documents that appear on the list, the wording of the 
document that first appears on the list has priority over the wording of any document that subsequently 
appears on the list. 
 
a) the call up against the Standing Offer, including any annexes; 
b) the articles of the Standing Offer; 
c) the general conditions 2005 (2017-06-21), General Conditions - Standing Offers - Goods or 

Services; 
d) The general conditions 2010C (2018-06-21); General Conditions – services (Medium 

Complexity);  
e) Annex A, Statement of Work; 
f) Annex B, Basis of Payment; 
g) Annex C, Periodic Usage Reports – Standing Offer;  
h) Annex D, Electronic payment Instruments; 
i) the Offeror's offer dated ___________. (will be added to the Standing Offer by PWGSC) 
 
6.12 Certifications and Additional Information 
 
6.12.1 Compliance 
 
Unless specified otherwise, the continuous compliance with the certifications provided by the Offeror with 
its offer or precedent to issuance of the Standing Offer (SO), and the ongoing cooperation in providing 
additional information are conditions of issuance of the SO and failure to comply will constitute the Offeror 
in default. Certifications are subject to verification by Canada during the entire period of the SO and of 
any resulting contract that would continue beyond the period of the SO.  



Solicitation No. - N° de l'invitation Amd. No. - N° de la modif. Buyer ID - Id de l'acheteur 
EN929-190177/A  QCN035 
Client Ref. No. - N° de réf. du client File No. - N° du dossier CCC No./N° CCC - FMS No./N° VME 
EN929-190177/A QCN-8-41048  

 

Page 16 of - de 23 
 
 

 
 
6.12.2  Canadian Content Certification  

  
SACC Manual Clause M3060C (2008-05-12), Canadian Content Certification  

6.13 Applicable Laws 

 
The Standing Offer and any contract resulting from the Standing Offer must be interpreted and governed, 
and the relations between the parties determined, by the laws in force in Quebec.  
 
6.14  Transition to an e-Procurement Solution (EPS) 
 
During the period of the Standing Offer, Canada may transition to an EPS for more efficient processing 
and management of individual call-ups for any or all of the SO’s applicable goods and services. Canada 
reserves the right, at its sole discretion, to make the use of the new e-procurement solution mandatory.  
 
Canada agrees to provide the Offeror with at least a three-month notice to allow for any measures 
necessary for the integration of the Offer into the EPS. The notice will include a detailed information 
package indicating the requirements, as well as any applicable guidance and support. 
 
If the Offeror chooses not to offer their goods or services through the e-procurement solution, the 
Standing Offer may be set aside by Canada. 
 
 
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. 
 
6.1 Statement of Work  
 
The Contractor must perform the Work described in the call-up against the Standing Offer. 

6.2 Standard Clauses and Conditions 

 
6.2.1 General Conditions 
 

a) 2010C (2018-06-21), General Conditions - Services (Medium Complexity) apply to and form part 
of the Contract. 
 

b) Section 13, Interest on Overdue Accounts, of 2010C (2018-06-21) will not apply to payments 
made by credit cards.  

 
6.3 Term of Contract 
 
6.3.1 Delivery Date 
 
Delivery must be completed in accordance with the call-up against the Standing Offer. 
 
6.4 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  
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reported on departmental websites as part of the published proactive disclosure reports, in accordance 
with Contracting Policy Notice: 2012-2 of the Treasury Board Secretariat of Canada. 
 
6.5 Payment 
 
6.5.1 Basis of Payment 
 
In consideration of the Contractor satisfactorily completing all of its obligations under the Contract, the 
Contractor will be paid firm unit prices, as specified in Annex B. Customs duties are included and 
Applicable Taxes are extra.  

  
Canada will not pay the Contractor for any design changes, modifications or interpretations of the Work, 
unless they have been approved, in writing, by the Contracting Authority before their incorporation into 
the Work.  
 
6.5.2  Multiple Payments  

  
SACC Manual Clause H1001C (2008-05-12), Multiple Payments.  
 
6.5.3 SACC Manual Clauses 
 
P1005C (2010-01-11), Packaging and Packing of Printed Products;  
P1009C (2007-11-30), Author’s Alteration;  
P1010C (2010-01-11), Quality Levels for Printing; 
P1011C (2010-01-11), Quality Levels for Color Reproduction;  
P1013C (2010-01-11), Quality Levels for Forms;  
P1015C (2010-01-11), Quality Levels for Labels.  
 
6.5.4 Electronic Payment of Invoices – Call-up 
 
The Contractor accepts to be paid using any of the following Electronic Payment Instrument(s): 
(will be added to the Standing Offer) 
 

a. Visa Acquisition Card; 
b. MasterCard Acquisition Card;  
c. Direct Deposit (Domestic and International); 
d. Electronic Data Interchange (EDI);  
e. Wire Transfer (International Only). 

 
 
6.6 Invoicing Instructions 
 
1. The Contractor must submit invoices in accordance with the section entitled “Invoice Submission” 

of the general conditions. Invoices cannot be submitted until all work identified in the invoice is 
completed.  

2. Invoices must be distributed as follows: 

 

a. The original and one (1) copy must be forwarded to the address : (will be added to the 
Standing Offer) 

 
b. One (1) copy must be forwarded to the Contracting Authority identified under the section 

entitled “Authorities” of the Contract. 
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6.7 Insurance Requirements 
 
SACC Manual clause G1005C (2016-01-28), Insurance - No Specific Requirement. 

 
6.8 Delivery  

 
6.8.1 Shipping Instructions - Delivery at Destination 

Goods must be consigned to the destination specified in the Contract and delivered Delivered Duty Paid 
(DDP) to: 

TPSGC / PWGSC 
150, Boulevard Dion 
Matane, Qc 
G4W 4N3 
Canada 

 
Incoterms 2000 for shipments from a commercial contractor. 
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ANNEX A – STATEMENT OF WORK 
 
1. Title 
 
Documents printing service for regular forms.  
 
2. Objective 
 
To provide documents printing services to the Department of Public Works and Government Services 
Canada (PWGSC), Cheque Redemption Control Directorate (CRCD) in Matane as they are requested. 
 
3. Background 
 
The Document Imaging Solution Center (DISC) of the CRCD provides a range of services to government 
clients. We image and archive an average of 50 million pages per year.  
 
We use various forms. Forms are inserted between those clients’ documents prior to the electronic 
reading. Each of these forms is recognized by an electronic data processing system. Each time the data 
processing system recognizes a form, the processing system is capable of identifying characteristics of 
documents that follow. Subsequently, the imaged documents will be classified according to these 
characteristics. 
 
4. Term of the contract 
 
The duration of the contract is one (1) year plus two (2) option years. 
 
5. Scope of work 
 
5.1 The specifications sheet provided by the CRCD, Matane will be used as a reference for each order. 

In case of uncertainty the supplier shall contact the resource person at CRCD, Matane; 

5.2 For each order, existing samples will be provided by the CRCD, Matane: paper and template; 

5.3 All negatives (encoded or not) will be retained by the CRCD. They will always remain the property 
of the CRCD Matane, and the supplier must return them upon delivery; 

6  Services required and technical specifications 
 
Printing services are required for up to 112 different forms. Forms include bar codes with black  ink on the 
front and are printed on machine high quality paper either white or color  (canary, orchidy, buff, gray, 
goldenrod, pink, popper mint green, salmon, manila, cream, blue, cherry, basis 20 and pale blue). Forms 
must be printed according to the instructions of the subsequent order. The size of documents to be 
printed is 7 " X 4 ", 7¼ " X 3½ ", 8½ " X 3½ ", 7 " X 3½ ", 4½ " X 5½ ", 3 5/8 " X 8½ ", 11 " X 8½ ", 8½ " X 
11, 8½ " X 7 ", 5 " X 4 ", 8½ " X 4 ", 8½ " X 5½ ", 7¼ " X 3 7/8 ", 8½ " X 14 ", 17 " X 11 ", 10 " X 6 " et 7 " X 
3 3/4", as mentioned in Annex B. 
 
The supplier may choose to print documents from negatives or PDF files. Electronic formats of PDF files 
provided to the contractor will be sent by e-mail.  
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7. Deadlines 
 
The required delivery deadlines are: 
 

 Ten (10) working days for 50,000 or more; 

 Five (5) working days for 50,000 or less. 

Upon receipt, the delivery packing list duly stamped by the CRCD Matane will confirm the delivery date. 
For returns, the delivery is five (5) working days from the time the written communication (email or fax) is 
sent by the CRCD Matane, regardless of the quantity taken back. 
 
8. Constraints 
 
The rigorous control is motivated by the CRCD’s membership in the ISO 9001:2015 standard. 

 
9. Transportation and delivery 
 
As transportation will be at the supplier's expense, he or she will need to take this additional cost into 
account. For reference purposes, the printing of 100 000 documents represents a standard size pallet. 
 
10. Contractor responsible for all costs 
 
The Contractor must pay the transportation cost associated with returning the Work or any part of the 
Work to the Contractor's plant for replacement, repair or making good. The Contractor must also pay the 
transportation cost associated with forwarding the replacement or returning the Work or part of the Work 
when rectified to the delivery point specified in the Contract or to another location as directed by Canada. 
If, in the opinion of Canada, it is not expedient to remove the Work from its location, the Contractor must 
carry out any necessary repair or making good of the Work at that location. In such cases, the Contractor 
will be responsible for all Costs (including travel and living expenses) incurred in so doing, Canada will 
not reimburse these Costs.  
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ANNEX B - BASIS OF PAYMENT 
 

 
The Basis of payment (Annex B) appended to the request for Standing Offers package is to be inserted at 
this point and forms part of this document. 
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ANNEX C - ELECTRONIC PAYMENT INSTRUMENTS 

 

 

 

 
The Bidder accepts any of the following Electronic Payment Instrument(s): 
 

(  ) VISA Acquisition Card; 

(  ) MasterCard Acquisition Card; 

(  ) Direct Deposit (Domestic and International); 

(  ) Electronic Data Interchange (EDI);  

(  ) Wire Transfer (International Only) 
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ANNEX D – PERIODIC USAGE REPORTS – STANDING OFFER 

 
Regional Individual Standing Offer (RISO) 

# EN929-190177, Document Printing Service for Regular Forms 

Offeror’s Name : _____________________________ 
 
Report period : from _________________ to _________________ 
 
 

Date Quantity Amount 
 

   
$

   
$

   
$

   
$

   
$

   
$

   
$

   
$

   
$

Total amount :  
$

 
 
Signature : _______________________    Date (YYYY-MM-DD) : ______________ 

 


