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QUESTION AND ANSWER SERIES 2

Annex A: The Statement of Work
Software requirements, use of FTP sites, delivery timeframes, ect.

Q22. Can PSPC confirm if the proceedings to be transcribed are just proceedings before the board(s)? 
Will any interviews or investigations before hearings require transcription?

A22. The proceedings to be transcribed will include proceedings before any of the four divisions at the 
IRB. This should not include investigations or any material outside of the hearings held at the 
IRB.

Q23. Can PSPC confirm that audio transcriptions will be exclusively in English or French? If 
simultaneous interpretation is used, how often is it used, and must the interpretation be 
transcribed? 

A23. The transcriptions are only expected to be in English or French. Many of our hearing do include 
the use of an interpreter. The audio where the interpreter and or the other party responds in a 
foreign language is not transcribed. Only the English and French portions of the audio should be 
transcribed. Generally speaking, approximately 70%-80% of proceedings will use simultaneous 
translation.

Q24. Can PSPC please confirm if the digital audio recordings will be annotated with VIQ identifying all 
speakers and providing start times, end times, and other spellings and terminology, or will a 
separate list with this information be provided?  

A24. Yes, Digital Audio Recording System has annotations including start times, end times, and
breaks. On the transcript request from, the file number and participating names are listed.

Q25. At Annex A, The Statement of Work, section 6, Contractor’s Responsibility, sub-section 6.4, 
Client Service, part (a) states: “a Project/Account Manager must be available between the hours 
of 9:00 and 17:30 EDT/EST (for Toronto or Montreal) or PST (for Vancouver).” Can PSPC clarify 
if this requires a Contractor based in Ontario to be available between 9am and 8:30pm Eastern 
for all offices and to reply to all call-up requests within an hour of those times?

Additionally, part (c) does not indicate Pacific Time, and it defines the working day differently. Can 
PSPC please clarify?  

A25. The time zones are relevant to where the supplier is based. So, if for example, the supplier is 
based in Vancouver, then the project/account manager will be available between 9:00am and 
5:30pm PST.

Sub-section 6.4, part (c), has been updated for clarity in this amendment. 

Q26. At Annex A, The Statement of Work, section 7, Deliverables, sub-section 7.2, Transcription 
Tracking and Cover Sheet states, “for billing purposes, the cover page must be considered as 
half (1/2) page”. The Basis of Payment indicates that billing should be done at a per-word rate, 
can PSPC please clarify how cover pages should be billed?

A26. The IRB will provide the supplier with a template. The per-word rate will be applied or the hard 
copy page rate will be applied, depending on whether or not a print copy is required. Sub-section 
7.2 has been updated in this amendment for clarity.
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Q27. Annex A, The Statement of Work, section 7, Deliverables, sub-section 7.1, Quality Assurance 
states: “All transcripts must be grouped into five (5) categories of service (turnaround times). Only 
the Project Authority for the IRB can request changes to the categories of service.”

If the contractor agrees to a requested timeframe but upon receiving the actual audio recording 
and having determined by listening to the quality of the recording, realizing that the agreed-upon 
timeframe cannot be met because of bad quality sound, particularly heavy accents, etcetera, can 
the contractor refuse the work from that point, in other words, within one (1) hour of actually 
receiving the audio file. Or if the contractor has determined that the audio file is doable but only if 
more time is granted, is that something that is negotiable?

A27. The contractor cannot refuse agreed-upon work due to the reasons mentioned above.  The 
contractor must contact the Project Authority in order to discuss the issue and determine possible 
solutions which may include extending the expected due date.

END OF QUESTION AND ANSWER SERIES 2

AMENDMENT 004 IS RAISED TO UPDATE THE STATEMENT OF WORK. THE CHANGES ARE AS 
FOLLOWS:

1. At Annex A, The Statement of Work, sub-section 6.4, Client Service; DELETE in its entirety, and 
REPLACE with the following:

6.4 Client Service

The Contractor must provide the following level of client service:

a) a Project/Account Manager must be available between the hours of 9:00 and 17:30 
EDT/EST (for Toronto or Montreal) or PST (for Vancouver);

b) for after hours, a call answer service/voice messaging system must be in place for all other 
messages; and

c) all phone and electronic mail (e-mail) messages sent during working hours must be
returned within the same working day. The working day is defined as Monday to Friday, 
excluding statutory holidays, from 9:00 to 17:30 EDT/EST, or PST, and on statutory 
holidays must be returned by 10:00 am next business day. 

2. At Annex A, The Statement of Work, sub-section 7.2, Transcription Tracking and Cover Sheet; 
DELETE in its entirety, and REPLACE with the following:

7.2 Transcription Tracking and Cover Sheet

The Contractor must provide a cover sheet with all daily deliveries to the IRB. This coversheet 
must serve as a monitoring tool for the IRB to ensure that timeframes are being adhered to by the 
Contractors. For billing purposes, the cover page is billed at the per-word rate.

The cover sheet must always include all of the following information in Excel format:
a) All of the file numbers and names of all transcripts included with the delivery;
b) Date cassette tape /CD-ROM/IRB authorized USB key or digital recordings are sent by 

IRB 
c) Date cassette tape /CD-ROM/IRB authorized USB key digital recordings are sent to the 

IRB;
d) Number of words per transcript (listed for each individual transcript);
e) Name of each and every person who performed work on the transcription; and
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f) Name of each and every person who performed quality assurance on the transcription.

Contractors must provide monthly reports to IRB (see attachment 1 to Annex “A” – Sample 
Monthly Report Format).

ALL OTHER PARTS OF THE REQUEST FOR STANDING OFFER REMAIN UNCHANGED


