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RETURN BIDS TO: 
 
IRCC.BidsReceiving-
Receptiondessoumissions.IRCC@cic.gc.ca  
 
 
FOR ELECTRONIC BIDS: 
The electronic mailbox is equipped to send an 
automatic reply to all messages received. If you do not 
receive an automatic response, please contact the 
Contracting Authority to ensure your bid was received. 
Please note that it is the bidder’s sole responsibility to 
ensure that all bids submitted are received in their 
entirety by Citizenship and Immigration Canada by the 
closing date and time indicated in this RFP.  
 
IMPORTANT NOTICE TO SUPPLIERS 
The Government Electronic Tendering Service on 
buyandsell.gc.ca/tenders will be the sole authoritative 
source for Government of Canada tenders that are 
subject to trade agreements or subject to departmental 
policies that require public advertising of tenders.  
 

REQUEST FOR PROPOSAL  
Proposal To: Citizenship and Immigration Canada  
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 thereof. 
 
 
Instructions : See Herein   
Issuing Office  
Citizenship and Immigration Canada 
Procurement and Contracting Services 
70 Crémazie 
Gatineau, Québec K1A 1L1 

 

 
Title – Sujet 
 

Office Moving Services – National Capital Region 
(NCR) 
Solicitation No. – 
N° de l’invitation 
CIC - 151979 
 

Amendment - 
001 

Date 
 
June 22, 2020 

Solicitation Closes – L’invitation 
prend fin at – à   
2:00 PM 
on – le August 5, 2020 

Time Zone 
Fuseau horaire 
 
EDT 

F.O.B.  -  F.A.B. 
Plant-Usine:            Destination:      Other-Autre:  

Address Inquiries to: - Adresser toutes questions à : 
 
IRCC.BidsReceiving-
Receptiondessoumissions.IRCC@cic.gc.ca    

Telephone No. – N° de téléphone : 
Fanie Charron 
873-408-0511 

Destination – of Goods, Services, and Construction: 
Destination – des biens, services et construction : 

See Herein 

Delivery required - Livraison exigée 
See Herein 

Vendor/firm Name and address 
Raison sociale et adresse du fournisseur/de l’entrepreneur 
 
 
 
 
 
 
 
Facsimile No. – N° de télécopieur 
Telephone No. – N° de téléphone 

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

 
 
 
 
 

file:///C:/Users/Fanie.Charron/AppData/Roaming/OpenText/OTEdit/EC_gcdocs2/c376818463/mailto_IRCC.BidsReceiving-Receptiondessoumissions.IRCC@cic.gc.ca
file:///C:/Users/Fanie.Charron/AppData/Roaming/OpenText/OTEdit/EC_gcdocs2/c376818463/mailto_IRCC.BidsReceiving-Receptiondessoumissions.IRCC@cic.gc.ca
https://buyandsell.gc.ca/procurement-data/tenders
file:///C:/Users/Fanie.Charron/AppData/Roaming/OpenText/OTEdit/EC_gcdocs2/c376818463/mailto_IRCC.BidsReceiving-Receptiondessoumissions.IRCC@cic.gc.ca
file:///C:/Users/Fanie.Charron/AppData/Roaming/OpenText/OTEdit/EC_gcdocs2/c376818463/mailto_IRCC.BidsReceiving-Receptiondessoumissions.IRCC@cic.gc.ca
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Amendment 001 

 
Amendment 001 is raised to:  
 

- Alter Mandatory Technical Criteria 2 (MT2) under Section 4.1.1.1 Mandatory Technical 

Criteria 

- Extend the bid solicitation period from August 3, 2020 to August 5th 2020.  

Mandatory Technical Criterion MT2 will be deleted in its entirety and replace with the following: 

MT2 

The Bidder must have 
completed a minimum of two (2) 
projects within the last two (2) 
years, either using Workplace 
2.0 or PWGSC ABW workplace 
fit ups. 
 
See definitions below for 
reference purposes. 
 
Workplace 2.0 (for historical 
reference) 
This design concept was initially 
the basis for the framework for a 
modernized fit-up and served as 
the baseline standard for 
workplace modernization. Within 
this concept, workstations were 
fixed and typically assigned, with 
a prescribed number of support 
spaces and collaborative areas 
based on the number of 
employees in a given work 
place. The use of modern 
technology, such as wireless 
connectivity and notebook 
computers were client funded 
options that were crucial to the 
success of the design. 
  
Activity-based Work/Activity-
based Workplace 
Activity-based work is 
undertaken in a workplace in 
which individual employees are 
not assigned to a particular work 
station. This type of work 
environment is known as the 
activity-based workplace (ABW). 
The workspace is configured to 

The Bidder must provide at 
the time of bid closing 
detailed examples within 
the proposed resource’s 
résumé, supported by 
dates (MM/YY) and details 
of tasks performed 
demonstrating that the 
proposed resource meets 
the requirement. 
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All other terms and conditions remain the same. 

provide employees with access 
to a variety of tools and 
resources within various work 
points allowing them to conduct 
specific tasks including learning, 
focusing, collaborating, 
socializing, etc., over the course 
of the workday. In an ABW 
employees may move freely 
between work points as needed. 
The ABW features modern 
technology in support of mobile, 
collaborative, independent and 
remote work. The ABW design 
is based on an 
assessment of the activity 
requirements of clients’ and their 
employees’ (front end planning 
process) in collaboration with 
PSPC. 
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PART 1 - GENERAL INFORMATION 
 

1.1 Introduction 
 
The bid solicitation is divided into seven parts plus attachments 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. 
 

1.2 Summary 
 
To provide relocation and warehousing services for the moving of offices, workplaces, and other 
various government facilities, including office equipment, supplies and furniture, on an "as and 
when requested" basis, within the NCR.  NCR is an official federal designation for the Canadian 
capital of Ottawa, Ontario, the neighboring city of Gatineau, Quebec, and surrounding urban. 
 

1.2.2 Single Task Authorization-Based Contract 
 

Canada is seeking to establish a contract for Office Moving Services  on an “as and when 
requested” basis, as defined in Appendix "D", Statement of Work, from contract award to August 
31, 2022 as the initial contract period with possibility of Two (2) one-year option.  
 

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 fifteen (15) working days of receipt of the 
results of the bid solicitation process. The debriefing may be in writing, by telephone, or in 
person. 
 
If you have any concerns relating to the procurement process, please refer to the Recourse 
Mechanisms page on the Buyandsell.gc.ca website. Please note that there are strict deadlines 

https://buyandsell.gc.ca/for-businesses/selling-to-the-government-of-canada/recourse-mechanisms
https://buyandsell.gc.ca/for-businesses/selling-to-the-government-of-canada/recourse-mechanisms
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for filing complaints with the Canadian International Trade Tribunal (CITT) or the Office of the 
Procurement Ombudsman (OPO). 
 
 

1.4 Mandatory Requirements  
 
Where the words “must”, “shall” or “will” appear in this RFP, the clause is to be considered as a 
mandatory requirement. 
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PART 2 - BIDDER INSTRUCTIONS 
 

 

2.1 Standard Instructions, Clauses and Conditions  
 
All Citizenship and Immigration Canada (CIC) instructions, clauses and conditions identified in 
the bid solicitation by number, date and title are set out on the CIC Website.  
 
All SACC manual clauses for specific instructions not covered by the standard instructions 
identified in the bid solicitation by number, date and title are set out in the 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 CIC-SI-001 (2016-05-26) Standard Instructions – Goods or Services Competitive 
Requirements, are incorporated by reference into and form part of the bid solicitation.  
 

2.2 Submission of Bids  
 
Bids must be submitted only to Citizenship and Immigration Canada by the date, time and place 
indicated on page 1 of the bid solicitation.  
 
Due to the nature of the bid solicitation, bids transmitted by facsimile will not be 
accepted.  
 

2.3 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 questions or may request that the Bidder do so, so 
that the proprietary nature of the question is eliminated, and the enquiry can be answered with 
copies to all Bidders. Enquiries not submitted in a form that can be distributed to all Bidders may 
not be answered by Canada.  
 

2.4 Applicable Laws  
 
Any resulting contract must be interpreted and governed, and the relations between the parties 
determined by the laws in force in Ontario.  
 
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 

https://www.canada.ca/en/immigration-refugees-citizenship/corporate/transparency/contract-terms-conditions.html
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://www.canada.ca/en/immigration-refugees-citizenship/corporate/transparency/contract-terms-conditions/standard-instructions-goods-services-competitive-requirements-001-2016-05-26.html
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territory of their choice. If no change is made, it acknowledges that the applicable laws specified 
are acceptable to the Bidders. 
 

2.5 Former Public Servant (If applicable) 

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: 

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;  

http://laws-lois.justice.gc.ca/eng/acts/f-11/
http://laws-lois.justice.gc.ca/eng/acts/P-36/FullText.html
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.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
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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;  
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. 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

https://www.canada.ca/en/treasury-board-secretariat/services/policy-notice/2012-2.html
https://www.canada.ca/en/treasury-board-secretariat/services/policy-notice/2012-2.html
https://www.tbs-sct.gc.ca/pol/doc-eng.aspx?id=14676
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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 one (1) soft copy by email 
 
Section II:  Financial Bid one (1) soft copy by email 
 
Section III:  Certifications one (1) soft copy by email 
 
Canada requests that respondents submit their response in unprotected (i.e. no 
password) PDF format by email. Complete size of emails containing a response must not 
exceed 10MB. Emails exceeding 10MB will not be received. Should the size of email(s) 
exceed 10MB, respondents must contact the Contracting Authority at least 48 hours prior 
to the closing date to discuss alternatives.  
 
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 their bid: 
 

(a) use a numbering system that corresponds to the bid solicitation; and 
(b) page numbering must be used on the bottom right of each page of the proposal 

 
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 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. 
 
Section II:  Financial Bid  
 
Bidders must submit their financial bid in accordance with Appendix “E”, Basis of Payment   The 
total amount of applicable taxes must be shown separately, if applicable.  
 
Bidders should include the following information in their financial bid by completing Appendix 
“H”, Vendor Information and Authorization and include it with their bid: 
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1. Their legal name; 
2. Their Business Number (BN); and 
3. The name of the contact person (including this person's mailing address, phone and 

facsimile numbers, and email address) authorized by the Bidder to enter into 
communications with Canada with regards to: 

a) their bid; and 
b) any contract that may result from their bid. 

 
Financial proposals must clearly identify the personnel proposed and the associated category 
for evaluation purposes only. Proposed per diem rates or firm prices must be in Canadian 
dollars. 
 
The Bidder's hourly rates in response to this RFP and resulting contract(s) must include all 
overhead, general & administrative costs and profit. Included are the following costs that may be 
incurred in providing the required services: office space, computer hardware and software, word 
processing, preparation of reports, photocopying, courier services, facsimile services, telephone 
services, local travel expenses, and administration related to non-local travel expenses. "Local" 
as used here is defined as where the Work is to be performed in Canada as may be specified in 
the RFP and the resulting Contract(s). 
 
Bidders must provide in their financial bid a price breakdown as detailed in Appendix “E”, Basis 
of Payment. 
 

3.2 SACC Manual Clauses 
 
C3011T (2010-01-11) - Exchange Rate Fluctuation  
 
The requirement does not provide for exchange rate fluctuation protection. Any request for 
exchange rate fluctuation protection will not be considered and will render the bid non-
responsive. 
 
Section III:  Certifications  
 
Bidders must submit the required certifications and additional information required under Part 5. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 

https://www.canada.ca/en/revenue-agency/services/tax/businesses/topics/registering-your-business/register.html
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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.  
 

4.1.1 Technical Evaluation  
 

4.1.1.1 Mandatory Technical Criteria 
 
The bid must meet the mandatory technical criteria specified below. The Bidder must provide 
the necessary documentation to support compliance with this requirement.  
 
Mandatory requirements are evaluated on a simple pass or fail basis. Failure by a Bidder to 
meet any one of the mandatory requirements will render the Bidder’s proposal non-responsive 
and will not be given further consideration. The treatment of mandatory requirements in any 
procurement process is absolute. Each mandatory technical criterion should be addressed 
separately. 
 

Number Mandatory Technical Criterion  

 
Required Supporting 

Information 
MET/ 
NOT 
MET 

Cross 
Reference 

to 
Proposal 
(Page #) 

MT1 

The Bidder must have a 
minimum of three (3) years 
experience within the last five 
(5) years in dismantling and re-
configuring each: Teknion and 
Haworth Systems. 
 

The Bidder must provide at 
the time of bid closing, 
detailed examples within 
the proposed resource’s 
résumé, supported by 
dates (MM/YY) and details 
of tasks performed 
demonstrating that the 
proposed resource meets 
the requirement.   
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Number Mandatory Technical Criterion  

 
Required Supporting 

Information 
MET/ 
NOT 
MET 

Cross 
Reference 

to 
Proposal 
(Page #) 

MT2 

The Bidder must have 
completed a minimum of two (2) 
projects within the last two (2) 
years with Workplace 2.0 and 
PWGSC office reconfiguration 
standards. 

*see following link for standard 
http://www.gcpedia.gc.ca/wiki/Fit
-up_Standards 

 

The Bidder must provide at 
the time of bid closing 
detailed examples within 
the proposed resource’s 
résumé, supported by 
dates (MM/YY) and details 
of tasks performed 
demonstrating that the 
proposed resource meets 
the requirement. 

 

 

MT3 

The Bidder must have 
manpower available to work 
Hours as follows:  

 
For the purpose of this Contract, 
Normal Business hours are defined 
as being from 8:00 am to 5:00 pm, 
Monday to Friday excluding 
Statutory Holidays. 

 
All proposed personnel must be 
available to work during and 
outside normal Business hours 
during the duration of the 
Contract. 

 

 

The Bidder must provide a 
statement confirming their 
compliance. 

 

 

http://www.gcpedia.gc.ca/wiki/Fit-up_Standards
http://www.gcpedia.gc.ca/wiki/Fit-up_Standards
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Number Mandatory Technical Criterion  

 
Required Supporting 

Information 
MET/ 
NOT 
MET 

Cross 
Reference 

to 
Proposal 
(Page #) 

MT4 

The Bidder must possess the 
equipment as follows:  

 
The Bidder must provide all the 
resources, tools, lifting 
equipment and supplies, 
necessary to perform all tasks 
properly, efficiently and safely, 
at no additional cost to CIC. 
Example of what could be 
required: 

 facsimile machine(s) 
capable of sending and 
receiving facsimile 
messages; 

 4 wheel padded dollies; 

 screen carts; 

 computer carts; 

 floor protection sheets 
(i.e. aspenite or 
equivalent); 

 corner protectors; 

 shrink wrap; 

 dollies; 

 coal bins;  

 blankets / furniture pads; 

 safe jacks; 

 Refrigerator carts. 
 
The Bidder must supply all 
necessary hardware, trim, 
connectors, supports, 
components (including electrical 
components) and wall mounts 
etc. to allow the furniture to be 
installed properly.  The 
contractor will be reimbursed for 
these costs under the TA Basis 
of Payment under the Hardware 
category.     

 

The Bidder must provide a 
statement confirming their 
compliance. 
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Number Mandatory Technical Criterion  

 
Required Supporting 

Information 
MET/ 
NOT 
MET 

Cross 
Reference 

to 
Proposal 
(Page #) 

MT5 

The bidder must have available 
a minimum of 5,000 cubic feet of 
warehouse (storage) space for 
rental available in the National 
Capital Region, as stipulated in 
Appendix “D” subsection D5.2.1 

NCR is an official federal 
designation for the Canadian capital 
of Ottawa, Ontario, the neighboring 
city of Gatineau, Quebec, and 
surrounding urban 

 

The Bidder must provide a 
statement confirming their 
compliance. 

 

 

MT6 

The Bidder’s proposed Crew 
Supervisor must possess a 
minimum of three (3) years 
experience within the last ten 
(10) years supervising projects 
of dismantling and re-configuring 
Teknion and Haworth Systems. 

 

The Bidder must provide at 
the time of bid closing 
detailed examples within 
the proposed resource’s 
résumé, supported by 
dates (MM/YY) and details 
of tasks performed 
demonstrating that the 
proposed resource meets 
the requirement. 

 

 

MT7 

The Bidder’s proposed 
resources must include a 
minimum of twelve (12) movers. 

 

The Bidder must provide a 
statement confirming their 
compliance and provide the 
full name of the proposed 
resource. 

 

 

MT8 

The Bidder’s proposed 
resources must include a 
minimum of six (6) installers with 
Haworth and Teknion installation 
capabilities. 

 

The Bidder must provide a 
statement confirming their 
compliance and provide the 
full name of the proposed 
resource. 
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Number Mandatory Technical Criterion  

 
Required Supporting 

Information 
MET/ 
NOT 
MET 

Cross 
Reference 

to 
Proposal 
(Page #) 

MT9 

The Bidder must possess 
vehicles meeting the following 
criteria: 
 
Two (2) cube vans, two (2) 
trucks with a minimum Gross 
Vehicle Weight Registered 
(GVWR) 6,800 kg, closed-in box 
type; (at least one (1) of the 
trucks is required to have 
hydraulic tail gate) with sufficient 
clean furniture pads in each 
truck and a wallboard, as 
required. 
 
One (1) tractor trailer. 
 
 
The Bidder is required to be able 
to provide additional vehicles, 
upon request, including smaller 
delivery type vehicles or specific 
purpose vehicles such as 
electric fork-lifts to move heavy 
or awkward loads, with hydraulic 
tail gates, on an as-needed 
basis.  
 
 
The Bidder is required to have 
readily available back-up 
vehicles in case of breakdown at 
no additional cost to the 
identified user(s). 
 
 
The Bidder is required to ensure 
that all vehicles are clean and in 
good working order. 

 

The Bidder must provide 
proof of ownership 
confirming their compliance 
with the weight capacity of 
vehicle. 
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Number Mandatory Technical Criterion  

 
Required Supporting 

Information 
MET/ 
NOT 
MET 

Cross 
Reference 

to 
Proposal 
(Page #) 

MT10 

The bidder’s proposed 
resources should include a 
minimum of five (5) employees 
with fall protection and 
Workplace Hazardous Materials 
Information System (WHIMS) 
certifications 

The Bidder must provide a 
statement confirming their 
compliance and provide the 
full name of the proposed 
resource.  

 

MT11 

The Bidder should demonstrate 
they possess recent* experience 
successfully completing a move 
projects containing a minimum 
of 200 employees during the 
span of one week-end**. 

*Recent is defined as in the last 3 
years 

** Week-end is defined  as being 
from Friday after 17:00 to Monday 
morning 8:00 

 

The Bidder must provide at 
the time of bid closing 
detailed examples, 
supported by dates 
(MM/YY) and details of 
tasks performed 
demonstrating compliance 
with the requirement. 

 

 

 
 
 
 

4.1.2 Financial Evaluation  
 
Only the proposals that are technically responsive will be considered for financial evaluation. 
 
The price of the bid will be evaluated in Canadian dollars, applicable taxes are excluded. 
 
For the purposes of bid evaluation, Basis of Payment, Appendix “E” will be used. The Bidder 
must provide all inclusive, hourly rates for the Categories of Resources being proposed in 
accordance with the bid solicitation, for the initial contract period and option period 1. 
 
The volumetric data included in the pricing schedule detailed in Appendix “E”, Basis of Payment 
is provided for bid evaluated price determination purposes only.  They are not to be considered 
as a contract guarantee.  
 
The “TOTAL EVALUATED PRICE” in Annex “E”, Basis of Payment, excluding taxes, will be 
used to determine the financial evaluation score. 
 

4.1.3 Formulas in Pricing Schedule 
 



 
 

  Page 19 of 47 

If the Pricing Schedule provided to bidders include any formulae, Canada may re-input the 
prices provided by bidders into a fresh table, if Canada believes that the formulae may no longer 
be functioning properly in the version submitted by a bidder. 
 

4.1.4 Substantiation of Professional Services Rates 
 
In Canada’s experience, bidders will from time to time propose rates at the time of bidding for 
one or more categories of resources that they later refuse to honour, on the basis that these 
rates do not allow them to recover their own costs and/or make a profit.  When evaluating the 
rates for professional services bids, Canada may, but will have no obligation to, require price 
support for any rates proposed (either for all or for specific resource categories).  Examples of 
price support that Canada would consider satisfactory include: 

 
a) documentation (such as billing records) that shows that the Bidder has recently 

provided and invoiced another customer (with whom the Bidder deals at arm’s 
length) for services similar to the services that would be provided by the relevant 
resource category, where those services were provided for at least one month and 
the fees charged are equal to or less than the rate offered to Canada (to protect the 
privacy of the customer, the Bidder may black out the customer’s name and 
personal information on the invoice submitted to Canada); 

b) a signed contract between the Bidder and an individual qualified (based on the 
qualifications described in this bid solicitation) to provide services under the relevant 
resource category, where the amount payable under that contract by the Bidder to 
the resource is equal to or less than the rate bid for that resource category; 

c) a signed contract with a subcontractor who will perform the work under any resulting 
contract, which provides that the required services will be provided at a rate that is 
equal to or less than the rate bid for the relevant resource category (and where the 
resource meets all the qualifications described in this bid solicitation); or 

d) details regarding the salary paid to and benefits provided to the individuals 
employed by the Bidder qualified (based on the qualifications described in this bid 
solicitation) to provide services under the relevant resource category where the 
amount of compensation, when converted to a per diem or hourly rate (as 
applicable), is equal to or less than the rate bid for that resource category. 

 
Once Canada requests substantiation of the rates bid for any resource category, it is the sole 
responsibility of the Bidder to submit information (either the information described in the 
examples above, or other information that demonstrates that it will be able to recover its own 
costs based on the rates it has proposed) that will allow Canada to determine whether it can 
rely, with confidence, on the Bidder’s ability to provide the required services at the rates bid, 
while, at a minimum, recovering its own costs.  Where Canada determines that the information 
provided by the Bidder does not demonstrate the Bidder’s ability to recover its own costs in 
providing the relevant resource, Canada may declare the bid non-compliant, if the rate is at 
least 20% of or lower than the median price bid by compliant bidders for the first year of the 
resulting contract for the relevant resource(s). Only the Firm Per Diem Rates of proposals that 
are technically responsive will be considered. 
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4.2 Basis of Selection  
 
4.2.1 Basis of Selection - Lowest Evaluated Price  
 
A bid must comply with the requirements of the bid solicitation and meet all mandatory 
evaluation criteria to be declared responsive.  The responsive bid with the lowest evaluated 
price will be recommended for award of contract. 
 
   
For the purposes of bid evaluation, Basis of Payment, Appendix “E” will be used. The Bidder 
must provide all inclusive hourly rates for all resources being proposed in accordance with the 
bid solicitation. However only the section identified as “Service Items” during the initial contract 
period and the Option period 1 will be used for Financial Evaluation purposes.  
 
The winner will be determined as the lowest Grand Total Hourly rate of both the initial contract 
period and Option year 1.  
 
Formula as follows:  
 
Calculation of Average Hours: (Hourly rate of Crew Supervisor + Hourly rate of Mover + Hourly 
rate of Installer) divided by 3.   
 
Calculation of Total Average Hours: ( Average hourly rate Normal Business Hours + Average 
hourly rate Off Business Hours + Average hourly rate Civic Holidays hours) divided by 3  
 
Calculation of Grand Total Hourly Rate:   (Total Average Hourly rate of initial Contract period + 
Total Average of Hourly rate of Option period 1 + Total Average of Hourly rate of Option period 
2) divided by 3 
 
Sample calculation 
 

Initial Contract period (Contract award to August 31, 2022) 
 

Service Items *used for financial evaluation purposes 

 Hourly rate  

Normal 
Business 
hours 

Off Business 
hours 

Civic Holidays 
hours 

Labour Category (7 days per week) 

Crew Supervisor 23.00 per hour 25.00 per hour 27.00 per hour 

Movers 20.00 per hour 23.00 per hour 24.00 per hour 

Installers 22.00 per hour 24.00 per hour 25.00 per hour 

Average hourly rate 21.67 per hour 24.00 per hour 25.33 per hour 

Total Average hourly rate 23.67 per hour 
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Option period 1 (September 1, 2022 to August 31, 2023) 
 

Service Items *used for financial evaluation purposes 

 Hourly rate  

Normal 
Business 
hours 

Off Business 
hours 

Civic Holidays 
hours 

Labour Category (7 days per week) 

Crew Supervisor 25.00 per hour 27.00 per hour 29.00 per hour 

Movers 22.00 per hour 25.00 per hour 26.00 per hour 

Installers 24.00 per hour 26.00 per hour 27.00 per hour 

Average hourly rate 23.67 per hour 26.00 per hour 27.33 per hour 

Total Average hourly rate 25.67 per hour 

 
Option period 2 (September 1, 2023 to August 31, 2024) 
 

Service Items *used for financial evaluation purposes 

 Hourly rate  

Normal 
Business 
hours 

Off Business 
hours 

Civic Holidays 
hours 

Labour Category (7 days per week) 

Crew Supervisor 25.00 per hour 27.00 per hour 29.00 per hour 

Movers 22.00 per hour 25.00 per hour 26.00 per hour 

Installers 24.00 per hour 26.00 per hour 27.00 per hour 

Average hourly rate 23.67 per hour 26.00 per hour 27.33 per hour 

Total Average hourly rate 25.67 per hour 

 
GRAND TOTAL HOURLY RATE:  ($23.67 + $25.67 + $25.67) / 3 = $25.00 
 
The winner will be determined as the lowest Grand Total Hourly rate of both the initial contract 
period and Option years. 
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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 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, to be given further consideration in the procurement process. 
 

5.2 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. 
 

5.2.1 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, the Bidder 
must provide the required documentation, as applicable, to be given further consideration in the 
procurement process. 
 

5.2.2 Integrity Provisions – List of Names  
 
In accordance with the Integrity Provisions of the Standard Instructions, all bidders must provide 
a completed List of Names in the Integrity Verification form available on the Integrity Regime 
website, to be given further consideration in the procurement process. 
 
 
 

http://www.tpsgc-pwgsc.gc.ca/ci-if/declaration-eng.html
http://www.tpsgc-pwgsc.gc.ca/ci-if/declaration-eng.html
http://www.tpsgc-pwgsc.gc.ca/ci-if/politique-policy-eng.html
https://www.tpsgc-pwgsc.gc.ca/ci-if/ln-form-eng.html
https://www.tpsgc-pwgsc.gc.ca/ci-if/ln-form-eng.html
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5.2.3 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 webpage.  
 
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.  
 

https://www.canada.ca/en/employment-social-development/programs/employment-equity/federal-contractor-program.html#afed
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PART 6 – SECURITY, FINANCIAL AND OTHER REQUIREMENTS 
 

6.1 Security Requirement 
 
There is no security requirement associated with this requirement. 
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PART 7 - RESULTING CONTRACT CLAUSES 
 

APPENDIX “A”, GENERAL TERMS AND CONDITIONS 
 

The following clauses and conditions apply to and form part of any contract resulting from the 
bid solicitation. 
 

A1. Standard Acquisition Clauses and Conditions Manual 
 
All instructions, general terms, conditions and clauses identified herein by title, number and date 
are set out in the Standard Acquisition Clauses and Conditions (SACC) Manual issued by Public 
Works and Government Services Canada (PWGSC) and in the Citizenship and Immigration 
Canada Terms and Conditions Manual. 
 
A1.1 An electronic version of the SACC Manual is available on the Buy and Sell Website. 
 
A1.2 An electronic version of the Citizenship and Immigration Canada (CIC) Contract Terms 

and Conditions is available on the CIC Website.  
 

A2. Terms and Conditions of the Contract 
 
A2.1 The general terms, conditions and clauses identified herein by title, number and date, are 

hereby incorporated by reference into and form part of this Contract, as though 
expressly set out herein, subject to any other express terms and conditions herein 
contained. 

 

A3. Standard Instructions and Conditions 
 

A3.1 The conditions set out in the CIC-SI-001 (2016-05-26) Standard Instructions – Goods or 

Services Competitive Requirements, are hereby incorporated by reference into and form 
part of this Contract.  

 

A4. General Conditions 
 
A4.1 General Conditions CIC-GC-001 (2019-02-15), Med/High Complexity Goods and 

Services Contract shall apply to and form part of this Contract. 
 

 
 

https://buyandsell.gc.ca/policy-and-guidelines/standard-acquisition-clauses-and-conditions-manual
https://www.canada.ca/en/immigration-refugees-citizenship/corporate/transparency/contract-terms-conditions.html
https://www.canada.ca/en/immigration-refugees-citizenship/corporate/transparency/contract-terms-conditions/standard-instructions-goods-services-competitive-requirements-001-2016-05-26.html
https://www.canada.ca/en/immigration-refugees-citizenship/corporate/transparency/contract-terms-conditions/general-terms-conditions-medium-high-complexity-goods-services-contracts-2019-02-15.html
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APPENDIX “B”, SUPPLEMENTAL TERMS AND CONDITIONS 
 

B1. Priority of Documents 
 
If there is a discrepancy between the wording of any documents that appear on the list below, 
the wording of the first document that appears on the list has priority. 
 
a) The Articles of Agreement; 
b) Appendix “B” – Supplemental Terms and Conditions;  
c) Appendix “A” – General Terms and Conditions; 
d) Appendix “C” – Terms of Payment – Task Authorizations; 
e) Appendix “D” – Statement of Work; 
f) Appendix “E” – Basis of Payment; 
g) Appendix “F” – Insurance Requirements; 
h) Appendix “G” – Security Requirement Checklist (SRCL); 
i) Appendix “H” – Vendor Information and Authorization Form;  
j) Appendix “I” – Task Authorization Form; 
k) the Contractor's proposal dated ______(TBD) 
 

B2. SACC Manual Clauses 
 
The following SACC manual Clauses are incorporated by reference and form part of this 
Contract: 
 

ID Date Title 

A9117C 2007-11-30 T1204 - Direct Request by Customer Department 

A9116C 2007-11-30 T1204 Information Reporting by Contractor 

C0705C 2010-01-11 Discretionary Audit 

  

B3. Security Requirement 
 
There is no security requirement associated with the requirement.  
 

B4. Period of Contract 
 
The period of the Contract is from date of contract award to August 31, 2022.  
 

B4.1 Option to Extend the Contract 
 
The Contractor grants Canada, the irrevocable right to extend the term of the Contract by up to 
two (2) additional one (1) year period under the same conditions. The Contractor agrees that, 
during the extended period of the Contract, it will be paid in accordance with the applicable 
provisions as set out in Appendix “E”, Basis of Payment. 

 
Canada may exercise this option at any time by sending a written notice to the Contractor at 
least fifteen (15) calendar days before the Contract expiry date.  The option may only be 
exercised by the Contracting Authority, and will be evidenced for administrative purposes only, 
through a contract amendment. 
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B5. Termination on Thirty (30) Days Notice 
 
1. Canada reserves the right to terminate the Contract at any time in whole or in part by 

giving thirty (30) calendar days written notice to the Contractor. 
2. In the event of such termination, Canada will only pay for costs incurred for services 

rendered and accepted by Canada up to the date of the termination.  Despite any other 
provision of the Contract, there will be no other costs that will be paid to the Contractor 
as a result of the termination. 

 

B6. Certifications / Compliance and Additional Information 
 
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.  
 

B7. Insurance Requirements 
 
The Contractor must comply with the insurance requirements specified in Appendix “F”.  The 
Contractor must maintain the required insurance coverage for the duration of the Contract. 
Compliance with the insurance requirements does not release the Contractor from or reduce its 
liability under the Contract. 
 
The Contractor is responsible for deciding if additional insurance coverage is necessary to fulfill 
its obligation under the Contract and to ensure compliance with any applicable law.  Any 
additional insurance coverage is at the Contractor's expense, and for its own benefit and 
protection. 
 
The Contractor must forward to the Contracting Authority within ten (10) days after the date of 
award of the Contract, a Certificate of Insurance evidencing the insurance coverage and 
confirming that the insurance policy complying with the requirements is in force.  Coverage must 
be placed with an Insurer licensed to carry out business in Canada.  The Contractor must, if 
requested by the Contracting Authority, forward to Canada a certified true copy of all applicable 
insurance policies.  
 

B8. Closure of Government Offices 
 
Contractor personnel are employees of the Contractor and are paid by the Contractor on the 
basis of services rendered.  Where Contractor’s employees are providing services on 
government premises pursuant to this Contract and the said premises become non accessible 
and consequently no Work is being performed as a result of the closure, Canada will not be 
liable for payment to the Contractor for the period of closure. 
 

B9. Statement of Work 
 
The Contractor must perform the Work in accordance with the Statement of Work in Appendix 
“D”. 
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B10. Authorities 
 

B10.1 Contracting Authority 
 
The Contracting Authority for the Contract is:  
 
<The Contracting Authority for the Contract is to be identified at Contract award> 
 
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. 
 

B10.2 Project Authority 
 
The Project Authority for the Contract is: 

 
<The Project Authority for the Contract is to be identified at Contract award> 
  
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. 
 

B10.3 Technical Authority 
 
<The Technical Authority for the Contract is to be identified at Contract award> 
 
The Technical Authority will be responsible for providing guidance on the technical requirements 
and deliverables.  
 

B11. Proactive Disclosure of Contract with Former Public Servants (If 
applicable) 
 
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
https://www.canada.ca/en/treasury-board-secretariat/services/policy-notice/2012-2.html
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APPENDIX “C”, TERMS OF PAYMENT 
TASK AUTHORIZATIONS 

 

C1. Task Authorization: 
 
The Work or a portion of the Work to be performed under the Contract will be on an "as and 
when requested basis" using a Task Authorization (TA). The Work described in the TA must 
be in accordance with the scope of the Contract. 
 

C1.1 Task Authorization Process: 
 
1. The Project Authority or Technical Authority will provide the Contractor with a description of 

the task using the "Task Authorization Form specified in Appendix “H”. 
2. The Task Authorization (TA) will contain the details of the activities to be performed, a 

description of the deliverables, and a schedule indicating completion dates for the major 
activities or submission dates for the deliverables. The TA will also include the applicable 
basis (bases) and methods of payment as specified in the Contract. 

3. The Contractor must provide the Project Authority or Technical Authority, within 2 calendar 
days of its receipt, the proposed total estimated cost for performing the task and a 
breakdown of that cost, established in accordance with the Basis of Payment specified in 
the Contract. 

4. The Contractor must not commence work until a TA authorized by the Contracting Authority 
has been received by the Contractor. The Contractor acknowledges that any work 
performed before a TA has been received will be done at the Contractor's own risk. 

 

C1.2 Minimum Work Guarantee – All the Work – Task Authorizations: 
 
1. In this clause,  

"Maximum Contract Value" means the amount specified in the "Limitation of 
Expenditure" clause set out in the Contract; and 
"Minimum Contract Value" means 5%.  

2. Canada's obligation under the Contract is to request Work in the amount of the Minimum 
Contract Value or, at Canada's option, to pay the Contractor at the end of the Contract in 
accordance with paragraph 3. In consideration of such obligation, the Contractor agrees to 
stand in readiness throughout the Contract period to perform the Work described in the 
Contract. Canada's maximum liability for work performed under the Contract must not 
exceed the Maximum Contract Value, unless an increase is authorized in writing by the 
Contracting Authority. 

3. In the event that Canada does not request work in the amount of the Minimum Contract 
Value during the period of the Contract, Canada must pay the Contractor the difference 
between the Minimum Contract Value and the total cost of the Work requested. 

4. Canada will have no obligation to the Contractor under this clause if Canada terminates the 
Contract in whole or in part for default. 

 

C2. Basis of Payment 
 
For professional services requested by Canada, in accordance with an approved Task 
Authorization, Canada will pay the Contractor the firm price set out in the Task Authorization 
(based on the firm, all-inclusive per diem rates set out in Append “E”, Basis of Payment, 
applicable taxes extra. Cost: $______________________(to be inserted at contract award) 
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C3. Limitation of Expenditure – Cumulative of all Task Authorizations 
 
1. Canada's total liability to the Contractor under the Contract for all authorized Task 

Authorizations (TAs), inclusive of any revisions, must not exceed the sum of $ _______(to 
be inserted at contract award) . Customs duties are included and applicable taxes are 
extra. 

2. No increase in the total liability of Canada will be authorized or paid to the Contractor unless 
an increase has been approved, in writing, by the Contracting Authority. 

3. The Contractor must notify the Contracting Authority in writing as to the adequacy of this 
sum:  

a. when it is 75 percent committed, or 
b. four (4) months before the contract expiry date, or 
c. as soon as the Contractor considers that the sum is inadequate for the completion of 

the Work required in all authorized TAs, inclusive of any revisions, 
whichever comes first. 

4. 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. 

 

C4. Method of Payment 
 
Canada will pay the Contractor upon completion and delivery of all the Work associated with the 
Task Authorization 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; and 
c) The Work delivered has been accepted by Canada. 

 

C5. Applicable Taxes 
 
Applicable taxes are not included in the amounts shown in the Basis of Payment. Applicable 
taxes, which are estimated at $______ (to be determined at contract award), are included in the 
total contract amount. Applicable taxes are to be shown as separate items on all invoices and 
claims for progress payments and will be paid by Canada. The Contractor agrees to remit to 
appropriate tax authorities any amounts of Applicable Taxes paid or due. 
 
 

C6. 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:  
 
The original and one (1) copy must be forwarded to the address shown on page 1 of the 
Contract for certification and payment. 
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C7. Travel and Living Expenses  
 
“Canada will not accept any travel and living expenses for: 
 

a) Work performed within the National Capital Region (NCR).  The NCR is defined in the 
National Capital Act, R.S.C. 1985, c. N-4, S.2.;  

b) Any travel between the Contractor’s place of business and the NCR; and  
c) Any relocation of resources required to satisfy the terms of the Contract. 

 
These expenses are included in the firm price for professional fees specified above.” 
 

 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 

 

 

 

 

https://laws-lois.justice.gc.ca/eng/acts/n-4/
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APPENDIX “D”, STATEMENT OF WORK 
 

 
D1. Title 

 
Office Relocation Services for Citizenship and Immigration Canada (CIC) also called Immigration, 
Refugees and Citizenship Canada (IRCC). 

 
 
D2.   Background  
 
CIC’s Accommodation Directorate is in the process of implementing their 2016-2017 NHQ Move 
Sequence (National Program of Work (NPOW)) strategy. There will be a requirement for ongoing moving 
services to align and support the Facilities and Accommodation Move Coordinators in National Head 
quarters (NHQ). The NPOW Move Sequence will be an ongoing project requirement for Accommodation 
in conjunction with PWGSC WorkPlace (WP) 2.0 policy and strategy over the coming years.  

 
 
D3.   Objective  
 
To support the NPOW Move Sequence Strategy for NHQ, fiscal year 2016-2017. This program entails the 
re-location of workstations/offices in 6 government Canada buildings located in the National Capital 

Region (NCR).  
 
 
D4.   Requirement 
 
To provide relocation and warehousing services for the moving of offices, workplaces, and other various 
government facilities, including office equipment, supplies and furniture, on an "as and when requested" 
basis, within the NCR.  NCR is an official federal designation for the Canadian capital of Ottawa, Ontario, 
the neighboring city of Gatineau, Quebec, and surrounding urban. 

 
 
D5.   Scope of Work 
 
D5.1 General Services 
 

1. The Contractor agrees to provide relocation services including, but will not be limited to, the 
moving of full office suites, office furniture, computers, workstation systems, office equipment, 
filing cabinets, computer hardware, boardrooms, full kitchens, other workplace items such as 
fridges, microwaves, fax machines, files, records; as well as packing, crating, disassembling, 
loading, transporting, unloading, unpacking, uncrating, assembling and cleanup at the end of 
each move. 

2. Systems office furniture/workstations are to be reconfigured - dismantled and rebuilt according to 
Accommodation and PSPC WP 2.0 *specifications or as specified in Task Authorization.  

3. *refer to link: http://www.gcpedia.gc.ca/wiki/Fit-up_Standards 
4. All goods shall be sorted by type, with the same type of goods on a skid, shrink wrapped and 

warehoused, on commercial racking, for easy access. 
5. The Contractor shall be prepared to respond within 48 hours of notice being given. 
6. Submitted Task Authorization (TA) requests must be filled out by the Contractor and returned via 

email within 5 business days, unless otherwise specified. 
7. Invoices must be submitted via e-mail within 5 business days of the job’s completion.  

http://www.gcpedia.gc.ca/wiki/Fit-up_Standards
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8. The Contractor may be expected to deliver from the warehouse to CIC’s work sites small 
amounts of goods within two (2) hours notice and within twenty-four (24) hours for larger orders. 
The same time frames apply for components being returned to the warehouse for storage. 

9. The CIC’s representative will be granted access to warehouse facilities, at all times. 
10. At the time of a requested move, the Contractor is to be familiar with all the locations in which the 

Work is likely to occur, and with various freight handling systems as well in order to assess the 
docking, loading and unloading facilities. 

11. The Contractor must provide an emergency contact name and number for a Manager or an 
Owner that would be available to communicate via e-mail/cell phone should the need arise. 

12. The Contractor is responsible for any damage to any and all chattels in their possession or real 
estate that may be damaged as a result of their actions. 
 

The Contractor must provide transportation to and from the work sites, for the Contractors’ personnel, 
their tools, equipment; and also for all related materials and supplies required for the performance of 
the Work, under any resulting contract at no additional cost for transportation to CIC’s site. 
 
 

D5.2 Warehousing Services 
 

1. Provide at least 5,000 cubic feet of warehouse space, in the NCR, for storage of various screens, 
workstation systems, furniture and office equipment in the event of short term storage 
requirements. 

2. Identify the total amount of cubic feet of actual materiel warehoused. 
3. Provide all warehouse handling, including loading and unloading from trucks at warehouse dock. 
4. Provide lifting equipment, skids, commercial racking, wrapping material, etc. for the proper 

storage of goods. 
5. At the time of each defined move requested by CIC’s, prepare a furniture and effects list and 

identify on this list any items found to be in damaged condition prior to the move. Any damage is 
to be verified by CIC’s Project Authority, prior to the item being moved. 

6. In the event of any damage or loss attributed to the Contractor during a move and warehousing 
operation, the Contractor will repair or replace CIC’s furnishings, real property and/or equipment 
(including floor and wall finishes), within two (2) weeks notification of such damage and loss. 

 
D5.3 Staff/Personnel 
 

1. Personnel assigned to this work shall be movers, crew supervisor and installers. They shall 
possess the knowledge related to sequential packing, assembly and dismantling of storage and 
system units, and the installation of powered screens or integrated workstations. 

2. Personnel shall be able to read screen and floor plans and also furniture layouts. 
3. Personnel must be prepared to do heavy lifting and stair carries if required. Advance notice would 

be given. 
4. Personnel must have safety equipment (when requested), such as hard hats and safety glasses. 
5. Personnel (a minimum of 12 employees) should have Fall Protection and Workplace Hazardous 

Materials Information System (WHMIS) certifications. 
6. Personnel (a minimum of 6 installers) must have Haworth and Teknion installation capabilities. 
7. Each move, regardless of how big or small, requires a crew supervisor. 
8. The crew supervisor must have a bill of lading to sign at the end of each job. 
9. Personnel shall display the Contractor’s name or logo on their outer garment(s) for identification 

purposes. The personnel shall also carry around a personal identity card of the Contractor with 
them and show it whenever they are asked to do so at any move location. 

10. Personnel shall have client orientation and interpersonal skills; they shall be able to work well with 
others, to dress properly for work and possess good communication skills and be reliable. Since 
the work to be performed is considered a front line function, all persons performing the tasks shall 
wear clothes appropriate for the environment as well as have personal suitability. 

 neat in appearance; 
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 dress code (casual clean, safety steel toe work boots having green tag label must be 
worn at all times during work hours); 

as required, and in accordance with the Canada Occupational Safety and Health Regulations. 
 
D5.4 Equipment, Resources 
 
The Contractor is required to provide all the resources, tools, lifting equipment and supplies, necessary to 
perform all tasks properly, efficiently and safely, at no additional cost to CIC. 
Example of what could be required 

 facsimile machine(s) capable of sending and receiving facsimile messages; 

 4 wheel padded dollies; 

 screen carts; 

 computer carts; 

 floor protection sheets (i.e. aspenite or equivalent); 

 corner protectors; 

 shrink wrap; 

 dollies; 

 coal bins; 

 blankets/furniture pads; 

 safe jacks; 

 fridge carts. 

 
D5.5 Vehicles 
 

1. The Contractor is required to provide a trucks with a minimum Gross Vehicle Weight Registered 
(GVWR) 6,800 kg, closed-in box type; (at least one (1) of the trucks is required to have hydraulic 
tail gate)  

2. Up to two (2) cub vans with sufficient clean furniture pads in each truck and a wallboard, as 
required. 

3. One (1) tractor trailer. 
4. The Contractor is required to be able to provide additional vehicles, upon request, including 

smaller delivery type vehicles or specific purpose vehicles to move heavy or awkward loads, with 
hydraulic tail gates, on an as-needed basis. 

5. The Contractor is required to have readily available back-up vehicles in case of breakdown at no 
additional cost to the identified user(s). 

6. The Contractor is required to ensure that all vehicles are clean and in good working order. 
 
D5.6 Hours of Work 
 

1. All work shall be provided strictly in accordance with the hours of work condition specified herein, 
and the time frames specified on each individual Task Authorization. The work schedule may be 
subject to change, in the event of unforeseen circumstances and as authorized by CIC. 

2. Normal working hours: means from 08:00 to 17:00, Monday to Friday. Off Business hours: means 
working outside the regular hours of 08:00 to 17:00 Monday to Friday.  

3. The minimum Task Authorization period will be three (3) hours. 

 
 
D6.   Site Regulations 
 
The Contractor undertakes and agrees to comply with all regulations in force on the sites where the work 
is to be performed. 
 
 
D7.   Registration - Authorities – Licenses 
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The Contractor must ensure that all vehicles used to fulfill the terms of the contract will be properly 
registered and carry all authorities and licenses required by the appropriate Municipal, Provincial or 
Federal Regulatory Bodies. Proof of operating licenses must be provided upon request. 

 
 
D8.   Official Languages  
 
English or French  

 
 
D9.   Availability of Personnel 
 
The contractor certifies the employees and subcontractors will be available to commence performance of 
the work from contract award date and will remain available to perform the work in accordance 
requirements and deliverables of the Statement of Work. 

 

 
D10.   Deliverable 
 
To be specified in subsequent Task Authorizations form 
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APPENDIX “E”, BASIS OF PAYMENT 
 
During the period of the contract, the Contractor will be paid as specified below, for Work 
performed in accordance with the Contract. 
 
All deliverables are F.O.B. Destination, and Canadian Customs Duty included and applicable 
taxes are extra. 
 
For bid evaluation and contractor(s) selection purposes only, the evaluated price of a bid will be 
determined in accordance with this Basis of Payment, Appendix “E”.  
 
Canada's total liability to the Contractor under the Contract shall not exceed $1,600,000.00, 
including all options, travel expenses and excluding applicable taxes.  
 
The Bidder must complete the pricing schedules initial contract period and option period 1 below 
and include them in its financial bid.  The Bidder must respond to this pricing schedule by inserting 
in its financial bid for each of the periods specified below its quoted firm all-inclusive per hourly 
rate (in Cdn $) for each of the categories identified. 
 
 Initial Contract period (Contract award to August 31, 2022) 
(Up to a maximum of $800,000.00) 

Service Items *used for financial evaluation purposes 

 Hourly rate  

Normal 
Business 
hours 

Off Business 
hours 

Civic Holidays 
hours 

Labour Category (7 days per week) 

Crew Supervisor _____ per 
hour 

_____ per 
hour 

_____ per 
hour 

Movers _____ per 
hour 

_____ per 
hour 

_____ per 
hour 

Installers _____ per 
hour 

_____ per 
hour 

_____ per 
hour 

Vehicles, including driver (7 days per week) **Not used for Financial evaluation purposes 

Cube Van  
Including one driver (mover) 

_____ per 
hour 

_____ per 
hour 

_____ per 
hour 

Truck min Gross Vehicle Weight registers 
(GVWR) 6,800kg, with or without hydraulic 
lift 
Including one driver (mover) 

_____ per 
hour 

_____ per 
hour 

_____ per 
hour 

Tractor Trailer 
Including one driver (mover) 

_____ per 
hour 

_____ per 
hour 

_____ per 
hour 

Packing Material and Supplies (7 days per week) **Not used for Financial evaluation 
purposes 

Cardboard Boxes (2.2 cu ft capacity, 
including labels and tape) 

______ per box 
(including labels and tape) 

Plastic Bins (30” x 24”) with lids, labels 
and security ties. Price per week with one 
week minimum 

______ per bin, per week 
(including lids, labels and ties) 
 
______per bin to keep bin 
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Option period 1 (September 1, 2022 to August 31, 2023) 
(Up to a maximum of $400,000.00) 

Service Items 

 Hourly rate  

Normal 
Business 
hours 

Off Business 
hours 

Civic Holidays 
hours 

Labour Category (7 days per week) 

Crew Supervisor _____ per hour _____ per hour _____ per hour 

Movers _____ per hour _____ per hour _____ per hour 

Installers _____ per hour _____ per hour _____ per hour 

Vehicles, including driver (7 days per week) 

Cube Van  
Including one driver (mover) 

_____ per hour _____ per hour _____ per hour 

Truck min Gross Vehicle Weight registers 
(GVWR) 6,800kg, with or without hydraulic 
lift 
Including one driver (mover) 

_____ per hour _____ per hour _____ per hour 

Tractor Trailer 
Including one driver (mover) 

_____ per hour _____ per hour _____ per hour 

Packing Material and Supplies (7 days per week)  

Cardboard Boxes (2.2 cu ft capacity, 
including labels and tape) 

______ per box 
(including labels and tape) 

Plastic Bins (30” x 24”) with lids, labels 
and security ties. Price per week with one 
week minimum 

______ per bin, per week 
(including lids, labels and ties) 
 
______per bin to keep bin 

 
Option period 1 (September 1, 2023 to August 31, 2024) 
(Up to a maximum of $400,000.00) 

Service Items 

 Hourly rate  

Normal 
Business 
hours 

Off Business 
hours 

Civic Holidays 
hours 

Labour Category (7 days per week) 

Crew Supervisor _____ per hour _____ per hour _____ per hour 

Movers _____ per hour _____ per hour _____ per hour 

Installers _____ per hour _____ per hour _____ per hour 

Vehicles, including driver (7 days per week) 

Cube Van  
Including one driver (mover) 

_____ per hour _____ per hour _____ per hour 

Truck min Gross Vehicle Weight registers 
(GVWR) 6,800kg, with or without hydraulic 
lift 
Including one driver (mover) 

_____ per hour _____ per hour _____ per hour 

Tractor Trailer 
Including one driver (mover) 

_____ per hour _____ per hour _____ per hour 

Packing Material and Supplies (7 days per week)  
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Cardboard Boxes (2.2 cu ft capacity, 
including labels and tape) 

______ per box 
(including labels and tape) 

Plastic Bins (30” x 24”) with lids, labels 
and security ties. Price per week with one 
week minimum 

______ per bin, per week 
(including lids, labels and ties) 
 
______per bin to keep bin 

 
Definition of Normal Business Hours:  
 
For the purpose of this Contract, Normal Business hours are defined as being from 8:00 am to 5:00 pm, 
Monday to Friday excluding Statutory Holidays. 

 
All proposed personnel must be available to work during and outside normal Business hours 
during the duration of the Contract. 

 
 
 
 
 
 
 
 

 
  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 
 

  Page 39 of 47 

 
APPENDIX “F”, INSURANCE REQUIREMENTS 

 
The Contractor must obtain Commercial General Liability Insurance, and maintain it in force 
throughout the duration of the Contract, in an amount usual for a contract of this nature, but for 
not less than $2,000,000 per accident or occurrence and in the annual aggregate. 

 
The Commercial General Liability policy must include the following:  
 

a) Additional Insured: Canada is added as an additional insured, but only with respect to 
liability arising out of the Contractor's performance of the Contract. The interest of 
Canada should read as follows: Canada, as represented by the Minister of Citizenship 
and Immigration. 

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

Contractor. 
 

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

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

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

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

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

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

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

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

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

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

n) Advertising Injury: While not limited to, the endorsement must include coverage 
piracy or misappropriation of ideas, or infringement of copyright, trademark, title or 
slogan. 
 

o) All Risks Tenants Legal Liability - to protect the Contractor for liabilities arising out of 
its occupancy of leased premises. 

 
p) Sudden and Accidental Pollution Liability (minimum 120 hours): To protect the 

Contractor for liabilities arising from damages caused by accidental pollution 
incidents. 
 

q) Litigation Rights: Pursuant to subsection 5(d) of the Department of Justice Act, S.C. 
1993, c. J-2, s.1, if a suit is instituted for or against Canada which the Insurer would, 
but for this clause, have the right to pursue or defend on behalf of Canada as an 
Additional Named Insured under the insurance policy, the Insurer must promptly 
contact the Attorney General of Canada to agree on the legal strategies by sending a 
letter, by registered mail or by courier, with an acknowledgement of receipt. 
 
For the province of Quebec, send to: 
 
Director Business Law Directorate, 
Quebec Regional Office (Ottawa), 
Department of Justice, 
284 Wellington Street, Room SAT-6042, 
Ottawa, Ontario, K1A 0H8 
 
For other provinces and territories, send to: 
 
Senior General Counsel, 
Civil Litigation Section, 
Department of Justice 
234 Wellington Street, East Tower 
Ottawa, Ontario K1A 0H8 

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

 

http://laws-lois.justice.gc.ca/eng/acts/J-2/
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APPENDIX “G”, SECURITY REQUIREMENTS CHECKLIST (SRCL) 
 
 

There is no security requirement associated with the requirement.  
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APPENDIX “H”, VENDOR INFORMATION AND AUTHORIZATION 

FORM 
 

Vendor Name and Address 
 

 

 

 

 
 
Legal Status (incorporated, registered, etc.) 

 Individual (Sole proprietor) 
 Privately owned corporation 
 Joint Venture or Corporate entity 
 Other (specify): 

 
GST or HST Registration Number and Business Number (Revenue Canada)\ 
 
 
 

 
Name and Title of Person authorized to sign on behalf of Vendor 
 
Print Name _______________________ Title __________________ 
 
Signature _________________________ Date __________________ 
 
Central Point of Contact 
 
The Vendor has designated the following individual as a central point of contact for all matters 
pertaining to the proposed contract, including the provision of all information that may be 
requested: 
 
Name and Title _____________________________________________ 
 
Telephone   _______________________ Fax __________________ 
 
Email   ______________________________________________ 
 
 
Each proposal must include a copy of this page properly completed and signed. 
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APPENDIX “I”, TASK AUTHORIZATION FORM 
 
 

 
TASK AUTHORIZATION REQUEST 

1.0 Administrative Information:  

Contractor :  

Contract Number: 
PO Number:   

Task Authorization No.    Date:   

2.0 Description of Work to be performed: 

Background: 
 
General Purpose and Scope: 
 
Tasks and Responsibilities: 
 
Deliverables: 
 
  

3.0 Period of services From:   To: 

4.0 Work location  

5.0 Travel requirements N/A 

6.0 Required Security 
Clearance 
(Please select the 
appropriate security 
clearance level as indicated 
in the overarching Contract. 
If issuing TA against 
OMNIBUS, please select 
security level based on 
type of work being 
performed).    

 Reliability 
 Confidential  
 Secret 
 Not Applicable 

 
 

7.0 Gov’t furnished 
equipment/material 

N/A 

8.0 Authorities 

CIC Project Authority 
 
 

CIC Contracting Authority 
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9.0 Task Authorization Basis of Payment 

Type of Labour Category  
 

Fixed All-inclusive 
Per Diem Labour 

Rate 

Estimated 
Level 

of  Effort 

Total Price 
($) 

    

Subtotal - Labour  

Travel Costs   

Other Costs  

Subtotal - All  

Applicable Taxes  

TOTAL  

Check applicable of basis of payment (select one basis only) 

Limitation of Expenditure 

Check applicable of method of payment (select one basis only) 

Monthly 

TASK AUTHORIZATION APPROVALS 

10.0 CIC Contracting Authority - Concurrence to Proceed with TA: 

Signature:  Date: 

11.0 CIC Project Authority - Contractor’s TA Proposal is Accepted:  
 

Signature: Date: 

12.0 Contractor - Concurrence with Expenditure: 
 

Signature : Date: 

You are requested to sell to Canada, in accordance with the terms and conditions 
included in the CIC Contract no.XXXX and the terms and conditions set out herein, 
referred to herein or attached hereto, the services listed herein  for this Task 
Authorization at the price set out thereof.   

 

DELIVERABLE ACCEPTANCE 

Department Name: _______________________ 

Task Authorization Number:  _______________________ 

Contract Authority:  _______________________ 

Date Submitted:  [YYYY-MM-DD] 

DESCRIPTION OF DELIVERABLE(S) 

 
[Describe the deliverables accepted]   
 

Name of the individual who accepted the deliverable:  _______________________ 

Title of the individual who accepted the deliverable:  _______________________ 

Date accepted: [YYYY-MM-DD] 

Signature of the individual who accepted the deliverable:  _______________________ 

Comments: 

 


