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TITLE 
 
Bid solicitation # W3802-210042 for the provision of the following professional services: of an Instructor to 
provide classroom and/or virtual training according to a set learning plan as part of the Office’s Professional 
Learning Program. Based on the analysis of publications and participant feedback, research and 
development of additional resources and job aids may be required. 
 
PART 1 – GENERAL INFORMATION 
 
 
1.1 Introduction 
 
The bid solicitation is divided intoto seven parts plus attachments and annexes, as follows: 
 
Part 1 General Information:  provides a general description of the requirement; 
 
Part 2 Bidder Instructions: provides the instructions, clauses and conditions applicable to the bid 

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

evaluation criteria that must be addressed in the bid, and the basis of selection; 
 
Part 5 Certifications and Additional Information:  includes the certifications and additional information to be 
provided; 
 
Part 6 Security, Financial and Other Requirements: includes specific requirements that must be 

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

contract. 
 
The Attachments include Pricing Schedule, Technical Criteria, Additional Certifications Precedent to 
Contract Award, Additional certifications Required with the Bid.  
 
The Annexes include the Statement of Work, Basis of Payment, Security Requirements Check List and 
Task Authorization Form. 
 
1.2 Summary 
 
a) The Office of the Ombudsman for the Department of National Defence (DND) and the Canadian 

Armed Forces (CAF) requires the services of an Instructor to provide classroom and/or virtual 
training according to a set learning plan as part of the Office’s Professional Learning Program. 
Based on the analysis of publications and participant feedback, research and development of 
additional resources and job aids may be required. 
 

b) The period of the Contract is from date of Contract for a period of 3 years with the irrevocable 
options to extend the term by up to 2 additional one year periods under the same conditions of 
the Contract. 

 
 
1.2.1  Security Requirements 
 
There are security requirements associated with this requirement. For additional information, consult Part 6 
- Security, Financial and Other Requirements, and Part 7 - Resulting Contract Clauses. For more 



Solicitation No. - N° de l'invitation Amd. No. - N° de la modif. Buyer ID - Id de l'acheteur 
W3802-210042/A  134ZH 
Client Ref. No. - N° de réf. du client File No. - N° du dossier CCC No./N° CCC - FMS No./N° VME 
W3802-210042   
 
information on personnel and organization security screening or security clauses, Bidders should refer to 
the Contract Security Program of Public Works and Government Services Canada (http://www.tpsgc-
pwgsc.gc.ca/esc-src/introduction-eng.html) website”. 
 
1.2.2 Trade Agreements 

The requirement is subject to the provisions of the Canada-Chile Free Trade Agreement (CCFTA), the 
Canada-Peru Free Trade Agreement (CPFTA), the Canada-Colombia Free Trade Agreement (CColFTA), 
the Canada-Panama Free Trade Agreement (CPanFTA) and the Canadian Free Trade Agreement (CFTA). 
 
1.2.3 Comprehensive Land Claim Agreements (CLCA) 

The resulting contract will not include deliveries of services within locations within Yukon, Northwest 
Territories, Nunavut, Quebec, or Labrador that are subject to Comprehensive Land Claims Agreements 
(CLCAs). Any requirements for deliveries of services within locations within Yukon, Northwest Territories, 
Nunavut, Quebec, or Labrador that are subject to CLCAs will have to be treated as a separate procurement 
not forming part of the bid solicitation. 
 
1.2.4 Epost Connect 
 
Bids must be submitted only to the Public Works and Government Services Canada (PWGSC) Bid 
Receiving Unit via e-post Connect by the date and time indicated on page 1 of the bid solicitation. 
Bidders must refer to Part 2 - Bidder Instructions and Part 3 - Bid Preparation Instructions, of the bid 
solicitation document. For further information on e-post Connect bidders must contact the Bid Receiving 
Unit by e-mail at: tpsgc.dgareceptiondessoumissions-abbidreceiving.pwgsc@tpsgc-pwgsc.gc.ca. 
 
1.2.5  Phased Bid Compliance Process (PBCP) 
 
The Phased Bid Compliance Process applies to this requirement. 
 
  
1.3 Debriefings 
 
Bidders may request a debriefing on the results of the bid solicitation process. Bidders should make the 
request to the Contracting Authority within 15 working days from receipt of the results of the bid solicitation 
process. The debriefing may be in writing, by telephone or in person. 
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PART 2 – BIDDER INSTRUCTIONS 
 
 
2.1 Standard Instructions, Clauses and Conditions 
 

 All instructions, clauses and conditions identified in the bid solicitation by number, date and title are set out 
in the Standard Acquisition Clauses and Conditions Manual (https://buyandsell.gc.ca/policy-and-
guidelines/standard-acquisition-clauses-and-conditions-manual) issued by Public Works and Government 
Services Canada. 

 
 Bidders who submit a bid agree to be bound by the instructions, clauses and conditions of the bid 

solicitation and accept the clauses and conditions of the resulting contract. 
 

The 2003 (2020-05-28), Standard Instructions - Goods or Services - Competitive Requirements, are 
incorporated by reference into and form part of the bid solicitation. 
 

 Subsection 4 of Section 05, Submission of Bids,  of Standard Instructions 2003 incorporated by reference 
above, is amended as follows: 
 
 Delete:  60 days 
 
 Insert:  90 calendar days. 
 
2.2 Submission of Bids 
 
(a) Bids must be submitted only to the Public Works and Government Services Canada (PWGSC) Bid 

Receiving Unit via e-post Connect by the date and time indicated on page one of the bid 
solicitation. 

Note:  For bidders needing to register with epost Connect the email address is: 
tpsgc.dgareceptiondessoumissions-abbidreceiving.pwgsc@tpsgc-pwgsc.gc.ca.  Interested 
Bidders must register a few days prior to solicitation closing date. 
Note: Bids will not be accepted if emailed directly to this email address. This email address is to be 
used to open an epost Connect conversation, as detailed in Standard Instructions 2003, or to send 
bids through an epost Connect message if the bidder is using its own licensing agreement for epost 
Connect. 
 

(b) Due to the nature of the bid solicitation, bids transmitted by facsimile or electronic mail to PWGSC 
will not be accepted. 

 
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, bidders must provide in writing before 
contract award for each question below, the answer and, as applicable, the information required.   
 
If the Contracting Authority has not received the answer to the question and, as applicable, the information 
required by the time the evaluation of bids is completed, Canada will inform the Bidder of a time frame 
within which to provide the answer and, as applicable, the information required.  Failure to comply with 
Canada’s request and meet the requirement within the prescribed time frame will render the bid non-
responsive. 
 
 
2.4 Enquiries - Bid Solicitation 
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All enquiries must be submitted in writing to the Contracting Authority no later than 5 calendar days before 
the bid closing date.  Enquiries received after that time may not be answered. 
 
Bidders should reference as accurately as possible the numbered item of the bid solicitation to which the 
enquiry relates. Care should be taken by Bidders to explain each question in sufficient detail in order to 
enable Canada to provide an accurate answer. Technical enquiries that are of a proprietary nature must be 
clearly marked "proprietary" at each relevant item. Items identified as “proprietary” will be treated as such 
except where Canada determines that the enquiry is not of a proprietary nature. Canada may edit the 
question(s) or may request that the Bidder do so, so that the proprietary nature of the question(s) is 
eliminated and the enquiry can be answered to all bidders. Enquiries not submitted in a form that can be 
distributed to all bidders may not be answered by Canada. 
 
2.5 Applicable Laws 
 
Any resulting contract must be interpreted and governed, and the relations between the parties determined, 
by the laws in force in 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 territory of their choice.  If no change is made, 
it acknowledges that the applicable laws specified are acceptable to the bidders. 
 
2.6  Bid Challenge and Recourse Mechanisms 

 

2.6.1 Several mechanisms are available to potential suppliers to challenge aspects of the procurement 
process up  to and including contract award. 

 
2.6.2 Canada encourages suppliers to first bring their concerns to the attention of the Contracting 

Authority.  Canada’s Buy and Sell website, under the heading “Bid Challenge and Recourse 
Mechanisms” contains information on potential complaint bodies such as: 
 

a. Office of the Procurement Ombudsman (OPO) 
b. Canadian International Trade Tribunal (CITT) 

 
2.6.3 Suppliers should note that there are strict deadlines for filing complaints, and the time periods vary 

depending on the complaint body in question. Suppliers should therefore act quickly when they 
want to challenge any aspect of the procurement process 
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PART 3 – BID PREPARATION INSTRUCTIONS 
 
 
3.1 Bid Preparation Instructions 
 
(a) Epost Connect Bid Submission 

(i) Canada requires that the Bidder submit their electronic bid in accordance with section 08 of 
the 2003 Standard Instructions. The epost Connect system has a limit of 1GB per single 
message posted and a limit of 20GB per conversation.  

(ii) The bid must be gathered per section and separated as follows:  

(A) Section I: Technical Bid  

(B) Section II: Financial Bid  

(C) Section III: Certifications  

(D) Section IV: Additional Information 

(iii) Prices must appear in the financial bid only. No prices must be indicated in any other 
section of the bid. 

(iv) For further information please refer to article 08 - Transmission by facsimile or by epost 
Connect at https://buyandsell.gc.ca/policy-and-guidelines/standard-acquisition-clauses-and-
conditions-manual/1/2003/23#transmission-by-facsimile. 

  
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 
 
A. Bidders must submit their financial bid in Canadian funds and in accordance with the pricing schedule 

detailed in Attachment 1 to Part 3. (See attached) 
 
B. Bidders must submit their rate FOB destination; Canadian customs duties and excise taxes included, 

as applicable; and Applicable Taxes excluded.    
 
C. When preparing their financial bid, Bidders should review clause 4.1.3, Financial Evaluation, of Part 4 

of the bid solicitation; and article 7.7, Payment, of Part 7 of the bid solicitation. 
 

 
Section III: Certifications 
 
In Section III of their bid, bidders should provide the certifications required under Part 5 and, as applicable, 
any associated additional information. 
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Section IV: Additional Information 
 
In Section IV of their bid, bidders should provide: 
 

1. their legal name; 
2. their Procurement Business Number (PBN);  
3. the name of the contact person (provide also 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 their bid, and any contract that may result from their bid; 

4. for Part 2, article 2.3, Former Public Servant, of the bid solicitation: the required answer to each 
question; and, if the answer is yes, the required information;  

5. for Part 6, article 6.1, Security Requirement, of the bid solicitation:  
a) for each individual who will require access to classified or protected information, assets or 

sensitive work sites:  
1) the name of the individual;   
2) the date of birth of the individual; and 
3) if available, information confirming the individual meets the security requirement as 

indicated in Part 7 - Resulting Contract Clauses;  
  



Solicitation No. - N° de l'invitation Amd. No. - N° de la modif. Buyer ID - Id de l'acheteur 
W3802-210042/A  134ZH 
Client Ref. No. - N° de réf. du client File No. - N° du dossier CCC No./N° CCC - FMS No./N° VME 
W3802-210042   
 

ATTACHMENT 1 TO PART 3, PRICING SCHEDULE 
 

Bidders must submit a financial bid that must contain a Firm All-Inclusive Price in Canadian dollars, 
excluding applicable taxes. 
 
Bidders must submit their financial bid in accordance with the Pricing Schedule Excel Spreadsheet in 
Attachment 1 to part 3 – Pricing Schedule and include it in its financial Bid once completed. 
 
If the Bidder adds any conditions or makes changes to the pricing schedule, the Bidder’s financial Bid will 
be declared non-responsive. 
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PART 4 – EVALUATION PROCEDURES AND BASIS OF SELECTION 
 
 
4.1 Evaluation Procedures  
 
Bids will be assessed in accordance with the entire requirement of the bid solicitation including the technical 
evaluation criteria. 
 
An evaluation team composed of representatives of Canada will evaluate the bids. 
 
 
4.1.1 Phased Bid Compliance Process 
 
4.1.1.1 General   

(a) Canada will conduct the Phased Bid Compliance Process (PBCP) described below for this 
requirement ONLY if Canada receives 4 or fewer Bids by the bid solicitation closing date.   

(b) Notwithstanding any review by Canada at Phase I or II of the PBCP, Bidders are and will remain 
solely responsible for the accuracy, consistency and completeness of their Bids and Canada does 
not undertake, by reason of this review, any obligations or responsibility for identifying any or all 
errors or omissions in Bids or in responses by a Bidder to any communication from Canada.  

THE BIDDER ACKNOWLEDGES THAT THE REVIEWS IN PHASE I AND II OF THIS PBCP ARE 
PRELIMINARY AND DO NOT PRECLUDE A FINDING IN PHASE III THAT THE BID IS NON-
RESPONSIVE, EVEN FOR MANDATORY REQUIREMENTS WHICH WERE SUBJECT TO 
REVIEW IN PHASE I OR II AND NOTWITHSTANDING THAT THE BID HAD BEEN FOUND 
RESPONSIVE IN SUCH EARLIER PHASE.  CANADA MAY DEEM A BID TO BE NON-
RESPONSIVE TO A MANDATORY REQUIREMENT AT ANY PHASE. THE BIDDER ALSO 
ACKNOWLEDGES THAT ITS RESPONSE TO A NOTICE OR A COMPLIANCE ASSESSMENT 
REPORT (CAR) (EACH DEFINED BELOW) IN PHASE I OR II MAY NOT BE SUCCESSFUL IN 
RENDERING ITS BID RESPONSIVE TO THE MANDATORY REQUIREMENTS THAT ARE THE 
SUBJECT OF THE NOTICE OR CAR, AND MAY RENDER ITS BID NON-RESPONSIVE TO 
OTHER MANDATORY REQUIREMENTS. 

(c) Canada may, in its discretion, request and accept at any time from a Bidder and consider as part 
of the Bid, any information to correct errors or deficiencies in the Bid that are clerical or 
administrative, such as, without limitation, failure to sign the Bid or any part or to checkmark a box 
in a form, or other failure of format or form or failure to acknowledge; failure to provide a 
procurement business number or contact information such as names, addresses and telephone 
numbers; inadvertent errors in numbers or calculations that do not change the amount the Bidder 
has specified as the price or of any component thereof that is subject to evaluation. This shall not 
limit Canada’s right to request or accept any information after the bid solicitation closing in 
circumstances where the bid solicitation expressly provides for this right. The Bidder will have the 
time period specified in writing by Canada to provide the necessary documentation. Failure to 
meet this deadline will result in the Bid being declared non-responsive. 

(d) The PBCP does not limit Canada’s rights under Standard Acquisition Clauses and Conditions 
(SACC) 2003 (2020-05-28) Standard Instructions – Goods or Services – Competitive 
Requirements nor Canada’s right to request or accept any information during the solicitation 
period or after bid solicitation closing in circumstances where the bid solicitation expressly 
provides for this right, or in the circumstances described in subsection (c). 

(e) Canada will send any Notice or CAR by any method Canada chooses, in its absolute discretion. 
The Bidder must submit its response by the method stipulated in the Notice or CAR.  Responses 
are deemed to be received by Canada at the date and time they are delivered to Canada by the 
method and at the address specified in the Notice or CAR.  An email response permitted by the 
Notice or CAR is deemed received by Canada on the date and time it is received in Canada’s 
email inbox at Canada’s email address specified in the Notice or CAR.  A Notice or CAR sent by 
Canada to the Bidder at any address provided by the Bidder in or pursuant to the Bid is deemed 
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received by the Bidder on the date it is sent by Canada.  Canada is not responsible for late receipt 
by Canada of a response, however caused. 

4.1.1.2 Phase I:  Financial Bid  
(a) After the closing date and time of this bid solicitation, Canada will examine the Bid to determine 

whether it includes a Financial Bid and whether any Financial Bid includes all information required 
by the solicitation. Canada’s review in Phase I will be limited to identifying whether any information 
that is required under the bid solicitation to be included in the Financial Bid is missing from the 
Financial Bid. This review will not assess whether the Financial Bid meets any standard or is 
responsive to all solicitation requirements 

(b) Canada’s review in Phase I will be performed by officials of the Department of Public Works 
and Government Services. 

(c) If Canada determines, in its absolute discretion that there is no Financial Bid or that the 
Financial Bid is missing all of the information required by the bid solicitation to be included in 
the Financial Bid, then the Bid will be considered non-responsive and will be given no further 
consideration. 

(d) For Bids other than those described in c), Canada will send a written notice to the Bidder 
(“Notice”) identifying where the Financial Bid is missing information.  A Bidder, whose Financial 
Bid has been found responsive to the requirements that are reviewed at Phase I, will not 
receive a Notice. Such Bidders shall not be entitled to submit any additional information in 
respect of their Financial Bid. 

(e) The Bidders who have been sent a Notice shall have the time period specified in the Notice (the 
“Remedy Period”) to remedy the matters identified in the Notice by providing to Canada, in 
writing, additional information or clarification in response to the Notice. Responses received 
after the end of the Remedy Period will not be considered by Canada, except in circumstances 
and on terms expressly provided for in the Notice. 

(f) In its response to the Notice, the Bidder will be entitled to remedy only that part of its Financial 
Bid which is identified in the Notice. For instance, where the Notice states that a required line 
item has been left blank, only the missing information may be added to the Financial Bid, 
except that, in those instances where the addition of such information will necessarily result in 
a change to other calculations previously submitted in its Financial Bid, (for example, the 
calculation to determine a total price), such necessary adjustments shall be identified by the 
Bidder and only these adjustments shall be made. All submitted information must comply with 
the requirements of this solicitation. 

(g) Any other changes to the Financial Bid submitted by the Bidder will be considered to be new 
information and will be disregarded. There will be no change permitted to any other Section of the 
Bidder’s Bid. Information submitted in accordance with the requirements of this solicitation in 
response to the Notice will replace, in full, only that part of the original Financial Bid as is 
permitted above, and will be used for the remainder of the bid evaluation process. 

(h) Canada will determine whether the Financial Bid is responsive to the requirements reviewed at 
Phase I, considering such additional information or clarification as may have been provided by the 
Bidder in accordance with this Section. If the Financial Bid is not found responsive for the 
requirements reviewed at Phase I to the satisfaction of Canada, then the Bid shall be considered 
non-responsive and will receive no further consideration. 

(i) Only Bids found responsive to the requirements reviewed in Phase I to the satisfaction of Canada, 
will receive a Phase II review.   

 4.1.1.3 Phase II:  Technical Bid  
(a) Canada’s review at Phase II will be limited to a review of the Technical Bid to identify any 

instances where the Bidder has failed to meet any Eligible Mandatory Criterion.  This review 
will not assess whether the Technical Bid meets any standard or is responsive to all 
solicitation requirements. Eligible Mandatory Criteria are all mandatory technical criteria that 
are identified in this solicitation as being subject to the PBCP. Mandatory technical criteria that 
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are not identified in the solicitation as being subject to the PBCP, will not be evaluated until 
Phase III.  

(b) Canada will send a written notice to the Bidder (Compliance Assessment Report or “CAR”) 
identifying any Eligible Mandatory Criteria that the Bid has failed to meet. A Bidder whose Bid 
has been found responsive to the requirements that are reviewed at Phase II will receive a CAR 
that states that its Bid has been found responsive  to the requirements reviewed at Phase II. 
Such Bidder shall not be entitled to submit any response to the CAR. 

(c) A Bidder shall have the period specified in the CAR (the “Remedy Period”) to remedy the failure 
to meet any Eligible Mandatory Criterion identified in the CAR by providing to Canada in writing 
additional or different information or clarification in response to the CAR. Responses received 
after the end of the Remedy Period will not be considered by Canada, except in circumstances 
and on terms expressly provided for in the CAR. 

(d) The Bidder’s response must  address only the Eligible Mandatory Criteria listed in the CAR as 
not having been achieved, and must include only such information as is necessary to achieve 
such compliance. Any additional information provided by the Bidder which is not necessary to 
achieve such compliance will not be considered by Canada, except that, in those instances 
where such a response to the Eligible Mandatory Criteria specified in the CAR will necessarily 
result in a consequential change to other parts of the Bid, the Bidder shall identify such 
additional changes, provided that its response must not include any change to the Financial 
Bid. 

(e) The Bidder’s response to the CAR should identify in each case the Eligible Mandatory Criterion 
in the CAR to which it is responding, including identifying in the corresponding section of the 
original Bid, the wording of the proposed change to that section, and the wording and location 
in the Bid of any other consequential changes that necessarily result from such change.  In 
respect of any such consequential change, the Bidder must include a rationale explaining why 
such consequential change is a necessary result of the change proposed to meet the Eligible 
Mandatory Criterion. It is not up to Canada to revise the Bidder’s Bid, and failure of the Bidder 
to do so in accordance with this subparagraph is at the Bidder’s own risk. All submitted 
information must comply with the requirements of this solicitation. 

(f) Any changes to the Bid submitted by the Bidder other than as permitted in this solicitation, will 
be considered to be new information and will be disregarded.  Information submitted in 
accordance with the requirements of this solicitation in response to the CAR will replace, in full, 
only that part of the original Bid as is permitted in this Section. 

(g) Additional or different information submitted during Phase II permitted by this section will be 
considered as included in the Bid, but will be considered by Canada in the evaluation of the Bid 
at Phase II only for the purpose of determining whether the Bid meets the Eligible Mandatory 
Criteria. It will not be used at any Phase of the evaluation to increase or decrease any score 
that the original Bid would achieve without the benefit of such additional or different information. 
For instance, an Eligible Mandatory Criterion that requires a mandatory minimum number of 
points to achieve compliance will be assessed at Phase II to determine whether such 
mandatory minimum score would be achieved with such additional or different information 
submitted by the Bidder in response to the CAR. If so, the Bid will be considered responsive in 
respect of such Eligible Mandatory Criterion, and the additional or different information 
submitted by the Bidder shall bind the Bidder as part of its Bid, but the Bidder’s original score, 
which was less than the mandatory minimum for such Eligible Mandatory Criterion, will not 
change, and it will be that original score that is used to calculate any score for the Bid. 

(h) Canada will determine whether the Bid is responsive for the requirements reviewed at Phase 
II, considering such additional or different information or clarification as may have been 
provided by the Bidder in accordance with this Section. If the Bid is not found responsive for 
the requirements reviewed at Phase II to the satisfaction of Canada, then the Bid shall be 
considered non-responsive and will receive no further consideration. 
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(i) Only Bids found responsive to the requirements reviewed in Phase II to the satisfaction of Canada, 

will receive a Phase III evaluation.   

4.1.1.4 Phase III: Final Evaluation of the Bid  
(a) In Phase III, Canada will complete the evaluation of all Bids found responsive to the requirements 

reviewed at Phase II. Bids will be assessed in accordance with the entire requirement of the bid 
solicitation including the technical and financial evaluation criteria. 

(b) A Bid is non-responsive and will receive no further consideration if it does not meet all mandatory 
evaluation criteria of the solicitation. 

4.1.2  Technical Evaluation 

4.1.2.1  Joint Venture Experience 
 
a) Where the Bidder is a joint venture with existing experience as that joint venture, it may submit 

the experience that it has obtained as that joint venture. 

Example: A bidder is a joint venture consisting of members L and O. A bid solicitation requires 
that the bidder demonstrate experience providing maintenance and help desk services for a 
period of 24 months to a customer with at least 10,000 users. As a joint venture (consisting of 
members L and O), the bidder has previously done the work. This bidder can use this 
experience to meet the requirement. If member L obtained this experience while in a joint 
venture with a third party N, however, that experience cannot be used because the third party 
N is not part of the joint venture that is bidding. 

b) A joint venture bidder may rely on the experience of one of its members to meet any given 
technical criterion of this bid solicitation.  

Example: A bidder is a joint venture consisting of members X, Y and Z.  If a solicitation 
requires: (a) that the bidder have 3 years of experience providing maintenance service, and (b) 
that the bidder have 2 years of experience integrating hardware with complex networks, then 
each of these two requirements can be met by a different member of the joint venture. 
However, for a single criterion, such as the requirement for 3 years of experience providing 
maintenance services, the bidder cannot indicate that each of members X, Y and Z has one 
year of experience, totaling 3 years.  Such a response would be declared non-responsive. 

c) Joint venture members cannot pool their abilities with other joint venture members to satisfy a 
single technical criterion of this bid solicitation. However, a joint venture member can pool its 
individual experience with the experience of the joint venture itself.  Wherever substantiation of 
a criterion is required, the Bidder is requested to indicate which joint venture member satisfies 
the requirement. If the Bidder has not identified which joint venture member satisfies the 
requirement, the Contracting Authority will provide an opportunity to the Bidder to submit this 
information during the evaluation period.  If the Bidder does not submitted this information 
within the period set by the Contracting Authority, its bid will be declared non-responsive. 

Example: A bidder is a joint venture consisting of members A and B. If a bid solicitation 
requires that the bidder demonstrate experience providing resources for a minimum number of 
100 billable days, the bidder may demonstrate that experience by submitting either: 

o Contracts all signed by A; 
o Contracts all signed by B; or 
o Contracts all signed by A and B in joint venture, or 
o Contracts signed by A and contracts signed by A and B in joint venture, or 
o Contracts signed by B and contracts signed by A and B in joint venture. 

that show in total 100 billable days. 

d) Any Bidder with questions regarding the way in which a joint venture bid will be evaluated 
should raise such questions through the Enquiries process as early as possible during the bid 
solicitation period. 
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4.1.2.2  Mandatory Technical Criteria 

   
Refer to Attachment 1 to Part 4. 
 
The Phased Bid Compliance Process will apply to all mandatory technical criteria. 

 
4.1.3 Financial Evaluation 

 
For bid evaluation and Contractor selection purposes only, the evaluated price of a bid will be determined 
in accordance with the Pricing Schedule detailed in Attachment 1 to Part 3. 

  
 
4.2 Basis of Selection 
 

4.2.1. Lowest Evaluated Price”  
 

4.2.1.1  A bid must comply with the requirements of the bid solicitation and meet all mandatory evaluation 
criteria to be declared responsive.  

 
4.2.1.2  The responsive bid with the lowest evaluated price will be recommended for award of a contract. 
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ATTACHMENT 1 TO PART 4, TECHNICAL CRITERIA 
 
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.   
 
Bids which fail to meet the mandatory technical criteria will be declared non-responsive.  Each mandatory 
technical criterion should be addressed separately. 
 
 

Number Mandatory Technical (MT) Criterion Bidder Response Description 
MT1 The Bidder must propose: 

One Bilingual Instructor OR 

One English Instructor AND one French 
Instructor. 

 
The Bidder must identify each proposed resource 
and the language the resource is able to provide 
services in. 

 

MT2  
Each proposed Instructor must have a bachelors 
degree and specialization in one of the following 
fields: education, Adult learning, distance learning 
or eLearning. 
 
The Bidder must provide for each proposed 
resource, a copy of the undergraduate degree 
from a recognized university. 

 

MT3 Each proposed Instructor must have one year’s 
experience (12 months) in the subject area 
identified in the Statement of Work for an 
outside client within the last five years (60 
months) prior to the bid solicitation publication 
date. 

 
To demonstrate experience, the Bidder 
must provide for each proposed resource: 
a) Client’s name; 
b) A description of the project; 
c) Start and end date (month/year 

to month/year); and 
d) Details of their experience. 

 
Experience listed for a project whose time 
frame overlaps that of another project will only 
be counted once. 
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MT4 Each proposed Instructor must have 
experience delivering a minimum of five 
training sessions dealing with researching, 
analyzing, conducting interviews and writing 
reports for an outside client within the last five 
years (60 months) prior to the bid solicitation 
publication date. 

 
To demonstrate experience, the Bidder 
must provide for each proposed resource: 
a) Client’s name; 
b) A description of the training sessions; 
c) Start and end date (month/year 

to month/year); and 
d) Details of their experience delivering 

training sessions. 

 

MT5 Each proposed Instructor must have experience 
developing and preparing formal documentation 
in support of a training session dealing with 
researching, analyzing, conducting interviews 
and writing reports for an outside client within 
the last five years prior to the bid solicitation 
publication date. 

 
To demonstrate experience, the Bidder 
must provide for each proposed resource: 
a) Client’s name; 
b) A description of the project; 
c) Start and end date (month/year 

to month/year); and 
d) Details of their experience developing 

and preparing formal documentation. 
 

Experience listed for a project whose time 
frame overlaps that of another project will only 
be counted once. 
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PART 5 – CERTIFICATIONS AND ADDITIONAL INFORMATION 
 
 
Bidders must provide the required certifications and additional information to be awarded a contract.  
 
The certifications provided by bidders to Canada are subject to verification by Canada at all times. Unless 
specified otherwise, Canada will declare a bid non-responsive, or will declare a contractor in default if any 
certification made by the Bidder is found to be untrue, whether made knowingly or unknowingly, during the 
bid evaluation period or during the contract period.  The Contracting Authority will have the right to ask for 
additional information to verify the Bidder’s certifications. Failure to comply and to cooperate with any 
request or requirement imposed by the Contracting Authority will render the bid non-responsive or 
constitute a default under the Contract.  
 
Bidders must complete their certifications required under Part 5 by using the Attachment 1 to Part 5 – 
Certifications and Additional Information. 
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ATTACHMENT 1 TO PART 5, CERTIFICATIONS AND ADDITIONAL INFORMATION 
 

(see attached) 
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PART 6 – SECURITY, FINANCIAL AND OTHER REQUIREMENTS 
 
 
6.1 Security Requirement 
 
6.1.1 Before award of a contract, the following conditions must be met: 
 
a. the Bidder must hold a valid organization security clearance as indicated in Part 7 - Resulting Contract 

Clauses;  
 
b. the Bidder's proposed individuals requiring access to classified or protected information, assets or 

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

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

information, assets or sensitive work sites; 
 
6.1.2 Bidders are reminded to obtain the required security clearance promptly.  Any delay in the award of 
a contract to allow the successful Bidder to obtain the required clearance will be at the entire discretion of 
the Contracting Authority. 
 
6.1.3 For additional information on security requirements, Bidders should refer to the Contract Security 
Program of Public Works and Government Services Canada (http://www.tpsgc-pwgsc.gc.ca/esc-
src/introduction-eng.html ) website. 
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PART 7 – RESULTING CONTRACT CLAUSES 
 
    
The following clauses and conditions apply to and form part of any contract resulting from the bid 
solicitation. 
 
 
7.1 Statement of Work 
 
The Contractor must perform the Work in accordance with the Statement of Work in Annex A. 
 

7.1.1 Optional Services  
 
The Contractor grants to Canada the irrevocable option to acquire the services described at Annex A of the 
Contract under the same conditions and at the prices and/or rates stated in the Contract.  The option may 
only be exercised by the Contracting Authority and will be evidenced, for administrative purposes only, 
through a contract amendment. 
 
The Contracting Authority may exercise the option at any time before the expiry of the Contract by sending 
a written notice to the Contractor. 
 

7.1.2 Task Authorization   
 
A. Work described at Annex A,  Statement of Work, will be performed under the Contract on an “as 
and when requested basis”.   
 
B. With respect to the Work mentioned under paragraph A of this clause, 
 

1. an obligation will come into force only when the Contractor receives a Task Authorization (TA), 
inclusive of any revisions, authorized and issued in accordance with this clause, and only to the 
extent designated in the authorized TA; 

 
2. the TA Authority and limit will be determined in accordance with paragraph C of this clause; 

 
3. the Contractor must not commence work until a TA, inclusive of any revisions, has been 

authorized and issued in accordance with the Contract.  The Contractor acknowledges that 
work performed before a TA, inclusive of any revisions, has been authorized and issued in 
accordance with the Contract will be done at the Contractor’s own risk and expense; 

 
4. the task description, inclusive of any revisions, included in an authorized TA must fall within the 

scope of the Statement of Work, in Annex A; and 
 

5. the TA, inclusive of any revisions, will be authorized under the Contract through the use of 
Annex D, Task Authorization Form.  
 

C. TA Authority and Limit  
 
The Project Authority may authorize individual TAs inclusive of any revisions up to a limit of $______ 
(amount to be inserted at contract award), Applicable Taxes extra.  Any TA the total value of which would 
exceed that limit or any revision to a previously authorized TA that would increase the TA total value above 
that limit must be authorized by the Contracting Authority before issuance to the Contractor.  
 
D. The authority specified under paragraph C of this clause is granted subject to the sum specified in 
the Contract under clause 7.7.2 (Canada’s Total Liability, Cumulative Total of all authorized TAs) not being 
exceeded. 
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E. TA Process  
 
For each task or revision of a previously authorized task, the Project Authority will provide the Contractor 
with a request to perform a task prepared using Annex D Task Authorization Form, containing as a 
minimum: 
 
o the task or revised task description of the Work required, including: 

 the details of the activities or revised activities to be performed; 
 a description of the deliverables or revised deliverables to be submitted; and 
 a schedule or revised schedule indicating completion dates for the major activities or 

submission dates for the deliverables, or both, as applicable;   
o the Contract security requirements applicable to the task or revised task; 
o the Contract basis (bases) of payment applicable to the task or revised task; and 
o the Contract method(s) of payment applicable to the task or revised task. 
   
F. Within 10 calendar days of its receipt of the request, the Contractor must provide the Project 
Authority with a signed and dated response prepared and submitted using the TA form received from the 
Project Authority, containing as a minimum: 
  

1. the total estimated cost proposed for performing the task or, as applicable, revised task;  
 

2. a breakdown of that cost in accordance with Annex B; 
 

3. and; for each resource proposed by the Contractor for the performance of the Work required: 
 
the name of the proposed resource; 
the resume of the proposed resource; and 
a demonstration that the proposed resource meets :  
the Contract security requirements; and 
the Mandatory Requirement sets out in Annex A - Statement of Work, section 13.0 – Minimum 
Mandatory Requirement. 

 
G. TA Authorization  
 

1. The TA Authority will authorize the TA based on: 
     

o the request submitted to the Contractor pursuant to paragraph E of this clause;  
o the Contractor’s response received, submitted pursuant to paragraph F of this clause; and 

 
2. The TA Authority will authorize the TA provided that each resource proposed by the Contractor 

for the performance of the Work required meets all the requirements specified under paragraph 
G.3 of this clause. 

 
3. The authorized TA will be issued to the Contractor by email (as an email attachment in PDF 

format). 
  
.  
I. Minimum Work Guarantee - All the Work - Authorized TAs 
 

1. "Maximum Contract Value" means the sum specified in Contract clause 7.6.2 (Canada’s Total 
Liability, Cumulative Total of all authorized TAs; and "Minimum Contract Value" means 10% of the 
Maximum Contract Value. 
 
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 I.3 of this clause.  In consideration of such obligation, the Contractor agrees to stand in 
readiness throughout the Contract period to perform the Work.  Canada's maximum liability for Work 
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requested in authorized TAs, performed by the Contractor and accepted by Canada 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 cost of the Work requested in authorized TAs, performed by the Contractor and 
accepted by Canada. 
 
4. Canada will have no obligation to the Contractor under this clause if Canada terminates the 
Contract in whole or in part for default. 

 
J. Periodic Usage Reports - Contracts with TAs  
 

1. The Contractor must compile and maintain detailed and current data on its performance of Work 
required and requested under TAs (inclusive of any revisions) authorized and issued under the 
Contract.   
 
2. No later than 15 calendar days after the end of each of the reporting periods below, the Contractor 
must submit to the Contracting Authority and Project Authority a periodic usage report containing, in an 
electronic spreadsheet (such as MSOffice Excel), the data elements specified in paragraphs J.3 and 
J.4 of this clause in the order they are presented.  Where at the end of a reporting period, no changes 
are required to be made to the data contained in the periodic usage report submitted for the previous 
period, the Contractor must submit a  “NIL” report to the Contracting Authority and Project Authority.    
 
The reporting periods are defined as follows:  
 
1st quarter: April 1 to June 30; 
2nd quarter: July 1 to September 30; 
3rd quarter: October 1 to December 31; and 
4th quarter: January 1 to March 31. 
 
3. For each TA authorized and issued under the Contract, the data must contain the following data 
elements in the order presented: 
 
o the TA number appearing on the TA form; 
o the date the task was authorized appearing on the TA form; 
o the total estimated cost of the task (Applicable Taxes extra) before any revisions appearing on 

the TA form;  
o the following information appearing on the TA form must be included for each authorized 

revision, starting with revision 1, than 2, etc: 
o the TA revision number; 
o the date the revision to the task was authorized; 
o the authorized increase or decrease (Applicable Taxes extra); 
o the total estimated cost of the task (Applicable Taxes extra) after authorization of the revision; 
o the total cost incurred for the task (as last revised, as applicable), Applicable Taxes extra; 
o the total cost incurred and invoiced for the task (as last revised,as applicable), Applicable 

Taxes extra; 
o the  total amount of Applicable Taxes invoiced; 
o the total amount paid, Applicable Taxes included; 
o the start and completion date of the task (as last revised, as applicable); and 
o the active status (i.e., the percentage of the work completed) of the task (as last revised, as 

applicable) with an explanation (as applicable). 
 
4. For all TAs authorized and issued under the Contract, the data must contain the following data 
elements in the order presented: 
 
o the sum (Applicable Taxes extra) specified in clause 7.6.2, Canada’s Total Liability, Cumulative 

Total of all Authorized TAs, as last amended; 
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o the total cost incurred for all authorized tasks inclusive of any revisions, Applicable Taxes extra; 
o the total cost incurred and invoiced for all authorized tasks inclusive of any revisions, 

Applicable Taxes extra;  
o the  total amount of Applicable Taxes invoiced for all authorized tasks inclusive of any 

revisions; and  
o the total amount paid for all authorized tasks inclusive of any revisions, Applicable Taxes extra.  

 
K. Administration of the TA Process - Department of National Defence 
 
The administration of the TA process will be carried out The Office of the DND/CAF Ombudsman. This 
process includes: monitoring, controlling and reporting on expenditures of the Contract to the Contracting 
Authority. 
 
 
7.2 Standard Clauses and Conditions 
 
All clauses and conditions identified in the Contract by number, date and title are set out in the Standard 
Acquisition Clauses and Conditions Manual (https://buyandsell.gc.ca/policy-and-guidelines /standard-
acquisition-clauses-and-conditions-manual) issued by Public Works and Government Services Canada. 

7.2.1 General Conditions 
 
2035 (2020-05-28), General Conditions - Higher Complexity - Services, apply to and form part of the 
Contract.  

7.2.2 Inspection and Acceptance  
 
The Project Authority is the Inspection Authority. All reports, deliverable items, documents, goods and all 
services rendered under the Contract are subject to inspection by the Inspection Authority or 
representative. Should any report, document, good or service not be in accordance with the requirements 
of the Statement of Work and to the satisfaction of the Inspection Authority, as submitted, the Inspection 
Authority will have the right to reject it or require its correction at the sole expense of the Contractor before 
recommending payment. 
 
 
7.3 Security Requirement 
 
The following security requirement (SRCL and related clauses provided by the Contract Security Program  
apply and form part of the Contract: 
 
1. The Contractor/Offeror must, at all times during the performance of the Contract/Standing Offer, 

hold a valid Designated Organization Screening (DOS), issued by the Contract Security Program 
(CSP), Public Works and Government Services Canada (PWGSC). 

 
2. The Contractor/Offeror personnel requiring access to sensitive site(s) must EACH hold a valid 

RELIABILITY STATUS, granted or approved by the CSP, PWGSC. 
 
3.  Subcontracts which contain security requirements are NOT to be awarded without the prior written 

permission of the CSP, PWGSC. 
 
4. The Contractor/Offeror must comply with the provisions of the: 
 

a) Security Requirements Check List and security guide (if applicable), attached at Annex C; 
 
b) Contract Security Manual (Latest Edition). 
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7.4 Use of individual protective equipment and Occupational Health and Safety (OHS) guideline(s)  

 
7.4.1 The Contractor must comply with Government of Canada onsite requirements in respect of 

individual Protective Pieces of Equipment (PPE) and adhere to Occupational Health and Safety 
(OHS) guidelines in force in the workplace.  
 

7.4.2 The Contractor will provide its resources the following individual PPE for working on site: 
prescribed face covering mask, gloves, protective shield, and anything else that is required as a 
pre-requisite to entry and to work on Government of Canada premises. Canada reserves the right 
to modify the list of PPE and OHS guidelines, if required, to include any future recommendations 
proposed by the Public Health Agencies 
 

7.4.3 The Contractor warrants that its resources will wear the PPE mentioned above when onsite and 
follow at all times the Occupational Health and Safety (OHS) guidelines in force in the workplace 
during the contract period. If resources are not wearing the prescribed PPE and/or are not following 
the Occupational Health and Safety (OHS) guidelines in force in the workplace, they will not be 
permitted access to government of Canada sites. 

 
 
7.5 Term of Contract 
 
7.5.1 Period of the Contract 

 
The period of the Contract is from date of Contract for a period of 3 years. 
 
7.5.2  Option to Extend the Contract  
 
The Contractor grants to Canada the irrevocable option to extend the term of the Contract by up to 2 
additional 1 year period(s) 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 the Basis of Payment. 
 
Canada may exercise this option at any time by sending a written notice to the Contractor at least 30 
calendar days before the expiry date of the Contract. The option may only be exercised by the Contracting 
Authority, and will be evidenced for administrative purposes only, through a contract amendment. 
 

 
7.5.3 Comprehensive Land Claims Agreements (CLCAs) 
 
The Contract does not include deliveries of services within locations within Yukon, Northwest Territorites, 
Nunavut, Quebec, or Labrador that are subject to Comprehensive Land Claims Agreements (CLCAs).  Any 
requirements for deliveries of services within locations within Yukon, Northwest Territorites, Nunavut, 
Quebec, or Labrador that are subject to CLCAs will have to form part of a separare contract. 
 
 
7.6 Authorities 

7.6.1 Contracting Authority 
 
The Contracting Authority for the Contract is:  
 
Jeremy Gagné 
Intern Officer 
Public Services and Procurement Canada, Training and Specialized Services Division 
10, rue Wellington, Gatineau, Québec Canada, K1A 0H4 
Telephone: 819-790-0603 
E-mail: jeremy.gagne@tpsgc-pwgsc.gc.ca 
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The Contracting Authority is responsible for the management of the Contract and any changes to the 
Contract must be authorized in writing by the Contracting Authority.  The Contractor must not perform work 
in excess of or outside the scope of the Contract based on verbal or written requests or instructions from 
anybody other than the Contracting Authority. 
 

7.6.2 Project Authority 
 
The Project Authority for the Contract is: 
 
(To be identified at time of 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. 

7.6.3 Contractor's Representative 
 
(To be identified at time of Contract award) 
 
 
7.7 Payment 

7.7.1 Authorized TA 
 
Firm Unit Price TA 
 
In consideration of the Contractor satisfactorily completing all of its obligations under the authorized TA, the 
Contractor will be paid the firm unit price indicated below.  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 authorized, in writing, by the Contracting Authority before their incorporation into the 
Work.    
 

7.7.2 Canada’s Total Liability 
 
Cumulative Total of all authorized TAs 
 
A. Canada's total liability to the Contractor under the Contract for all authorized TAs, inclusive of any 

revisions, must not exceed the sum of  $ _______(amount inserted at contract award).  Customs duties 
are included and the Applicable Taxes are extra. 

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

1. when it is 75 percent committed, or  
 

2. four (4) months before the Contract expiry date, or  
 

3. as soon as the Contractor considers that the sum is inadequate for the completion of the Work 
requested in all authorized TAs inclusive of any revisions. 
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whichever comes first. 
 
D. If the notification is for inadequate contract funds, the Contractor must provide to the Contracting 

Authority a written estimate for the additional funds required.  Provision of such information by the  
Contractor does not increase Canada's liability. 

 

7.7.3 Method of Payment – Single Payment 
 
Canada will pay the Contractor upon completion and delivery of the Work in accordance with the payment 
provisions of the Contract if: 
 

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

b) all such documents have been verified by Canada; 
 

c) the Work performed has been accepted by Canada. 
 

7.7.4 Electronic Payment of Invoices - Contract 
 
The Contractor accepts to be paid using any of the following Electronic Payment Instruments:  
 

a. MasterCard Acquisition Card;  
b. Direct Deposit (Domestic and International); 

7.7.5 Discretionary Audit 
 
C0705C (2010-01-11), Discretionary Audit 
 

 
7.8 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. Each invoice must be supported, as applicable, by the following: 

i. Task Authorization number; 
ii. Date of invoice; 
iii. Invoice number; 
iv. Contractor’s name and address; 
v. Contractor’s Procurement Business Number; and 
vi. Item / reference number, deliverable and / or quantity or description of work in accordance 

with Annex B – Basis of Payment. 

3. Invoices must be distributed as follows:  
 

a. The original must be forwarded, by email, to the Project Authority identified under the 
section entitled  “Authorities” of the Contract, to the following address 
RCMP.NRHSCommunication-CommunicationSSPNR.GRC@rcmp-grc.gc.ca for 
certification and payment; and 

b. One soft copy must be forwarded by email to the Contracting Authority identified under the 
section entitled “Authorities” of the Contract at the following email address: 
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tpsgc.facturationzh-zhinvoicing.pwgsc@tpsgc-pwgsc.gc.ca. The Contract number and the 
Contracting Authority name must be entered in the subject line of the email. 

 
7.9 Certifications and Additional Information 

7.9.1 Compliance 
 
Unless specified otherwise, the continuous compliance with the certifications provided by the Contractor  in 
its bid or precedent to contract award, and the ongoing cooperation in providing additional information are 
conditions of the Contract and failure to comply will constitute the Contractor in default. Certifications are 
subject to verification by Canada during the entire period of the Contract.  
 
 
7.10 Applicable Laws 
 
The Contract must be interpreted and governed, and the relations between the parties determined, by the 
laws in force in Ontario. 
 
 
7.11 Priority of Documents 
 
If there is a discrepancy between the wording of any documents that appear on the list, the wording of the 
document that first appears on the list has priority over the wording of any document that subsequently 
appears on the list. 
 
(a) the Articles of Agreement; 
(b) the general conditions 2035 (2020-05-28), General Conditions - Higher Complexity - Services; 
(c) Annex A, Statement of Work; 
(d) Annex B, Basis of Payment; 
(e) Annex C, Security Requirements Check List; 
(f) the signed Task Authorizations (including all of its annexes, if any); and 
(g) the Contractor's bid dated ______ (date to be inserted at contract award). 
 
 
7.12 Insurance 
 
SACC Manual clause G1005C (2016-01-28), Insurance 
 
 
7.13 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. 

7.14 Dispute Resolution 
7.14.1  The parties agree to maintain open and honest communication about the Work throughout and after 
the performance of the contract. 

7.14.2 The parties agree to consult and co-operate with each other in the furtherance of the contract and 
promptly notify the other party or parties and attempt to resolve problems or differences that may arise. 

7.14.3 If the parties cannot resolve a dispute through consultation and cooperation, the parties agree to 
consult a neutral third party offering alternative dispute resolution services to attempt to address the 
dispute. 
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7.14.4 Options of alternative dispute resolution services can be found on Canada’s Buy and Sell website 
under the heading “Dispute Resolution”.  
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ANNEX  A, STATEMENT OF WORK 
 

1.0 OBJECTIVE 
 

The Office of the Ombudsman for the Department of National Defence (DND) and the Canadian Armed 
Forces (CAF) requires the services of an Instructor to provide classroom and/or virtual training 
according to a set learning plan as part of the Office’s Professional Learning Program. Based on the 
analysis of publications and participant feedback, research and development of additional resources 
and job aids may be required. 

 
2.0 BACKGROUND 

 
Reporting directly to the Minister of National Defence, the DND/CAF Ombudsman is responsible for 
investigating complaints and concerns related to the defence community, such as receipt of benefits on 
matters affecting the welfare of members and employees of DND and the CAF and their families as well 
as emerging and systemic issues pertaining to the programs and services administered by DND and the 
CAF. 

 
The Office was created in 1998 and in 2001 was given a mandate through a set of Ministerial Directives. 
There is no enabling legislation. The Ombudsman is appointed through the Governor-in-Council process, 
administered by the Privy Council Office; “during good behavior” (i.e. the appointee may only be removed 
for cause). 

 
Although the Ombudsman operates independently, outside the military chain of command, the personnel 
are administratively part of DND. 

 
 

3.0 APPLICABLE DOCUMENTS 
 

The following documents, including any amendments, form part of this Statement of Work to the extent 
specified herein and are supportive of the Statement of Work. 

 
a) DND/CAF Ombudsman’s Mandate (https://www.canada.ca/en/ombudsman-national-defence-

forces/information-about-office/mandate.html); 
b) DND/CAF Ombudsman - Ministerial Directives (https://www.canada.ca/en/ombudsman-national-

defence-forces/information-about-office/mandate/handling-personal-info.html); and 
c) DND/CAF Ombudsman’s Defence Administrative Orders and Directives (DAOD) will be provided 

to the Contractor by the Project Authority (PA) within 10 working days after contract award. 
 

4.0 SCOPE OF SERVICES 
 

The Contractor must facilitate all activities as part of a one year learning and training program for the 
Office of the Ombudsman. The Contractor must provide classroom and/or virtual style training to up to 10 
Ombudsman personnel per session. It is expected the training sessions will be held within a 12 month 
period from date of contract award. The current program is organized into five phases, previously each 
phase has required 4-5 days of full-time instruction.
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The Contractor must, throughout the contract period, provide reviews (in person and/or written) to 
evaluate current published material (issue notes/reviews/reports, example of reports can be found at the 
following web page: https://www.canada.ca/en/ombudsman-national-defence-forces/reports-news-
statistics/ombudsman-reports.html) and subsequent material during the contract period (up to a 
maximum of 10 reviews) prepared by the Office of the Ombudsman personnel. The Contractor must 
provide to the PA written feedback, recommendations and suggestions to improve the clarity and 
coherence of the material presentation, the rigor and completeness of objective evidence supporting 
findings, the quality of the analysis performed to arrive at conclusions and recommendations, and to 
address any other aspect of the material. This feedback must be incorporated into the training sessions 
and will be used to support the Office of the Ombudsman’s performance measurement framework 
process as it will be the basis for the qualitative review of the work performed. 

 
5.0 DELIVERABLES AND ASSOCIATED SCHEDULE 

 
5.1  The level of effort is based on the following: 
 

 ongoing reviews of performance appraisal processes and standards; 
 identification of gaps between actual skills and standards required by personnel to produce high 

quality reports (continued needs analysis); 
 the revision of existing formal business process for the production of systemic reports; 
 the development and delivery of research techniques and job aids as well as the overall facilitation 

of all required and related learning activities; and 
 the review/ evaluation of published materials to support the development of training sessions. 

 
The following will be included to support the learning sessions and form part of the cost per training 
session: 

 
5.2 Development of Training Plan and Material – Continuous Updates and Improvements: 

 
 Update learning activities and job aids based on best practices for developing a research plan; 
 Update learning activities and job aids based on best practices for developing a research work 

plan and managing a research project in line with the business process for a systemic report; 
 Update learning activities and job aids based on best practices in collecting data from literature; 

focus groups and interviews; 
 Update learning activities and job aids based on best practices in qualitative and quantitative 

analysis; and 
 Develop learning activities and job aids based on best practices in written communication as well 

as based on feedback from the program participants and the project authority. 
 Facilitate learning activities based on best practices for developing a research work plan and 

managing a research project in line with the business process for a systemic report, collecting 
data from literature and best practices in written communication. 

 
5.3  Review and Evaluation of Products 
 

 The review and evaluation of the published materials will be used to support the Office of the 
Ombudsman’s performance measurement process and will be the basis for the qualitative review of 
the work performed.  

 The work must be reviewed by the Ombudsman’s Office to ensure the quality of the work. 
 Evaluation and acceptance of deliverables will be done on the basis of suitability, quality and 

adherence to an agreed upon specification determined by the PA. 
 
Draft training material must be provided to the PA in electronic format in Microsoft Office Software suite in 
English. The PA will review and may request specific modifications to draft material. The Contractor must 
modify draft material as per the PA’s comments and submit revised draft material to the PA for a 
subsequent review. The review process described will apply until the PA approves final material. 
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The Contractor must obtain French translation of approved final material. The Contractor must compare 
both the French and English versions to ensure there are no inconsistencies between the two versions and 
ensure that they are free of grammar, spelling, punctuation, and typography errors. 
 
6.0 LANGUAGE 
 
All discussions, activities, documents and deliverables must be provided in both of Canada’s official 
languages, English and French. The Contractor’s resources must be able to communicate and facilitate 
the bilingual training sessions in both of Canada’s official languages (written and oral). 
 
7.0 WORK LOCATION 
 
The work must be performed at the Contractor’s place of business. For meetings, training or as requested 
by the PA, the work must be provided at the Ombudsman’s Office located at 100 Metcalfe Street, 13th 
Floor, Ottawa, Ontario. The training location may change, however, training must be provided in the 
National Capital Region or in a virtual classroom. 
 
8.0 TRAVEL 
 
Travel is not required. 
 
9.0 CLIENT SUPPORT/GOVERNMENT FURNISHED EQUIPMENT 
 
The Contractor must consult with the PA on deciding the type of activities to be conducted to achieve the 
requirements in section 5.0. 
 
The curriculum and all current training material will be provided to the Contractor by the PA in electronic 
format in Microsoft Office suite of software within 10 working days of Contract award. 
 
For training at the Ombudsman’s Office at a location in the National Capital Region, or a virtual classroom 
the PA will: 
 

a) Confirm course date(s) and Instructor’s availability; 
b) Resolve any problems or concerns prior to the start of each session; 
c) Confirm participant’s registration; 
d) Provide the training facility and equipment, including a virtual platform if required. Before each 

session, prepare the room and ensure the equipment is installed, connected and ready for the 
Instructor’s use; 

e) Provide the training material to the participants in electronic format. Participants will be required 
to print the training material required for their learning activity; 

f) Make the necessary arrangements to provide Instructor(s) with access to the building and/or 
classroom; and 

g) Notify the Contractor and the participants in writing by email of any change in the location or if the 
course is rescheduled or cancelled. 

 
10.0 MEETINGS 
 
The Contractor and/or the Contractor’s resources must be available to attend all meetings (as required) 
and address any problems identified by the PA. 
 
11.0 KICK-OFF MEETING 
 

a) An initial contract kick-off meeting with the Contractor will be chaired by the PA and will be held at 
the Ombudsman’s Office within approximately 15 calendar days from the date of Contract award; 
and 
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b) The purpose of the kick-off meeting will be, as a minimum, to: 
i. Review the contractual requirements; and 
ii. Review and clarify, if required, the respective roles and responsibilities of the PA, 

the Contractor and the Contractor’s resources, to ensure common understanding. 
 
12.0 LIMITATIONS AND CONSTRAINTS 
 
12.1 All reports, documents, processes and deliverables developed and/or updated by the 

Contractor and/or the Contractor’s resources must be for the review, approval and signature 
(where required) of the PA. 

 
12.2 During the performance of the Contract, the Contractor or their resources must not direct 

any departmental organizations, or any personnel of any third parties with whom Canada 
has or intends to contract, to perform any action. 

 
12.3 All drawings, reports, data, documents, or materials, provided to the Contractor by Canada or 

produced by the Contractor’s resources in providing services under the Contract, remains the 
property of Canada and must be used solely in support of this requirement. The Contractor 
must be required to safeguard the preceding information and materials from unauthorized use 
and must not release them to any third party, person or agency external to the Client 
Department without the express written permission of the PA.  Such information and material 
must be returned to the PA upon completion of the services or when requested by the PA. 

 
12.4 All correspondence, either initiated by the Contractor’s resource or by any section of DND, 

must be submitted to the PA. Correspondence is defined as records of conversation or 
decisions as well as any written correspondence in any format.  

 
12.5 The Contractor must ensure that their resources do not use Government of Canada or the 

Client Department designations, logos or insignia on any business cards, cubicle/office signs 
or written/electronic correspondence that in any manner lead others to perceive a Contractor’s 
resource as being an employee of Canada. 

 
 

13.0 MINIMUM MANDATORY REQUIREMENT  
 
The proposed resource must meet the following Minimum Mandatory Criteria: 
 
a) must have a bachelors degree and specialization in one of the following fields: education, Adult 
learning, distance learning or eLearning. 
 
b) must have one year’s experience (12 months) in the subject area identified in the Statement of Work 
for an outside client within the last five years (60 months) prior to the bid solicitation publication date. 
 

c) must have experience delivering a minimum of five training sessions dealing with researching, 
analyzing, conducting interviews and writing reports for an outside client within the last five years (60 
months) prior to the bid solicitation publication date. 
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d) must have experience developing and preparing formal documentation in support of a training session 
dealing with researching, analyzing, conducting interviews and writing reports for an outside client within 
the last five years prior to the bid solicitation publication date. 
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ANNEX B, BASIS OF PAYMENT 
 
 
A- Contract Period (From date of Contract for a period of 36 months.) 
 
During the period of the Contract, for Work performed in accordance with the Contract, the Contractor will 
be paid as specified below. 
 
B-    Option to Extend the Term of the Contract 
 
This section is only applicable if the option to extend the Contract is exercised by Canada.   
 
During the extended period of the Contract specified below, the Contractor will be paid a Firm All-
inclusive Price as specified below to perform all the Work in relation to the Contract extension. 
 
  
1.0  Training Sessions 
 
The Contractor will be paid a Firm All-inclusive Price as follows: 
  

Delivery of Training 
Estimated 
Number of 
Sessions 

Firm Unit Price per session 

Initial Contract Period (3 years) 36  Amounts inserted at 
contract award 

Option Period 1 (1 year) 12 Amounts inserted at 
contract award 

Option Period 2 (1 year) 12  Amounts inserted at 
contract award 

 
 
2.0  Cost Reimbursable Expenses  
 
2.1 Authorized travel and living expenses for Work  
 
Concerning the requirements to travel described in section 8 of the Statement of Work in Annex A, the 
Contractor will be paid for its authorized travel and living expenses reasonably and properly incurred in 
the performance of the Work done, delivered or performed outside the National Capital Region (NCR) 
defined in the National Capital Act (R.S.C., 1985, c. N-4), available on the Justice Website (http://laws-
lois.justice.gc.ca/eng/acts/N-4/page-9.html#docCont), at cost, without any allowance for profit and 
administrative overhead, in accordance with the meal and private vehicle  expenses provided in 
Appendices B, C and D of the National Joint Council Travel Directive; and with the other provisions of the 
directive referring to "travellers", rather than those referring to "employees. 
 
Canada will not accept travel and living expenses that may need to be incurred by the Contractor for any 
relocation of resources required to satisfy its contractual obligations. 
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All travel must have the prior authorization of the Project Authority. 
 
The authorized travel and living expenses will be paid upon submission of an itemized statement 
supported by receipt vouchers.  All payments are subject to government audit. 
 
Total Estimated Cost of Authorized Travel and Living Expenses:  $_____ (Amount to be inserted at 
contract award) 
 
2.2  Other Direct Expenses 
 
The Contractor will be reimbursed the other direct expenses it reasonably and properly incurred in the 
performance of the Work, at cost, without any allowance for profit and administrative overhead.  These 
expenses will be paid upon submission of an itemized statement supported by receipt vouchers.   
 
Total Estimated Cost of Other Direct Expenses:  $  _________(Amount to be inserted at contract award) 
 
Total Estimated Cost- Cost Reimbursable Expenses: $_________(Amount to be inserted at contract 
award) 
 
 
3.0 Total Estimated Cost- Contract Period:   $ __________ (Amount to be inserted at contract 
award) 
 
With the exception of the all inclusive fixed time rates specified above, the amounts shown in this section 
of the annex are estimates only.  Minor changes to these estimates will be accepted for billing purposes 
as the Work proceeds, provided that these changes have the prior approval of the Project Authority, and 
provided that the total estimated cost of the Contract does not exceed the Limitation of Expenditure 
specified in clause 7.7.1 Firm Unit Price TA of the Contract. 
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ANNEX C, SECURITY REQUIREMENTS CHECK LIST
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ANNEX D, TASK AUTHORIZATION FORM
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Delivery of Training
Estimated Number of 
Sessions (A)

Firm Unit Price per 
session (B)

Cumulative sub-total (C 
= A * B)

Initial Contract Period (3 
years)

36  $                              -   -$                                  

Option Period 1 (1 year) 12  $                              -   -$                                  
Option Period 2 (1 year) 12  $                              -   -$                                  

-$                                  

ATTACHMENT 1 TO PART 3
PRICING SCHEDULE

Total Price

4. The Firm All-Inclusive Price per session must cover all the tasks described in Annex A – 
Statement of work sections 4.0 and 5.0.

1. The Bidder must complete this pricing schedule and include it in its financial bid.

2. The volumetric data included in this pricing schedule are provided for bid evaluated price 
determination purposes only.  They are not to be considered as a contractual guarantee. 
Their inclusion in this pricing schedule does not represent a commitment by Canada that 
Canada’s future usage of the services described in the bid solicitation will be consistent with 
this data.

3. Any addition of any conditions or changes to the tables below will render the Financial bid 
non-responsive.
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