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***ATTENTION*** 

NEW PROCEDURE REGARDING OFFER SUBMISSION REQUIREMENTS 

DOCUMENT PRESENTATION 

This request for Regional Master Standing Offer (RMSO) is for Temporary Help Services (THS). 

This RMSO request is an update of the RMSOs previously published on Buy & Sell under solicitation 
numbers E6MON-190005/A and E6MON-190005/B. 

This RMSO request is published to allow potential offerors to present offers and to become qualified, as 
indicated in the RMSO requests previously published on Buy & Sell under solicitation numbers E6MON-
190005/A (Period from June 1, 2019 to May 31, 2020) and E6MON-190005/B (Period from June 1, 2020 
to May 31, 2021). 

DOCUMENT PURPOSE 

This RMSO request is published in order to: 

 Allow current holders of the RMSO with a number under the model «E6MON-190005/xyz» to 
update the rates previously offered; 

 Allow the qualification of other offerors. 

It is PWGSC's intentions to issue as many RMSOs as there are qualified offerors.

DOCUMENT STRUCTURE 

This RMSO request is essentially identical to the original request (E6MON-190005/A). For this reason, and 
in order to simplify the work of offerors familiar with the original request, the structure of this document will 
be slightly different than the usual invitations. 

The following pages contain a summary of the amendments related to requests E6MON-190005/A and 
E6MON-190005/B. This includes the amendment previously posted on Buy & Sell (001 for the request 
E6MON-190005/A and 001 for the request E6MON-190005/B) as well as a PDF format document of the 
E6MON-190005/A and E6MON-190005/B. 

____________________________________________________________________________________ 
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AMENDMENT TO THE REQUEST FOR STANDING OFFER E6MON-190005/B

1) At Part 1 – General Information, under 1.3 Period of the Standing Offer: 

DELETE: 

From June 1, 2020 or the issuing date (the latest date) to May 31, 2021 with an optional one 
year period. 

REPLACE BY: 

From June 1, 2021 or the issuing date (the latest date) to May 31, 2022. 

2) At Part 2 – Offeror Instructions, under 2.1 Standard Instructions, Clauses and 
Conditions: 

DELETE: 

The 2006 (2019-03-04) Standard Instructions - Request for Standing Offers - Goods or Services - 
Competitive Requirements, are incorporated by reference into and form part of the bid solicitation. 

Subsection 5.4 of 2006, Standard Instructions - Request for Standing Offers - Goods or Services - 
Competitive Requirements, is amended as follows: 

Delete: 60 days 
Insert: 120 days 

REPLACE BY: 

The 2006 (2020-05-28) Standard Instructions - Request for Standing Offers - Goods or Services - 
Competitive Requirements, are incorporated by reference into and form part of the bid solicitation. 

Subsection 5.4 of 2006, Standard Instructions - Request for Standing Offers - Goods or Services - 
Competitive Requirements, is amended as follows: 

Delete: 60 days 
Insert: 120 calendar days 

3) At Part 7 – Standing Offer and Resulting Contract Clauses, section A. Standing Offer, 
under 7.4.2 Extension of Standing Offer: 

DELETE: 

Delete article 7.4.2 in its entirety 

____________________________________________________________________________________ 
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AMENDMENT TO THE INITIAL REQUEST FOR STANDING OFFER E6MON-190005/A

1) At Part 1 – General Information, under 1.2 Summary: 

DELETE: 

Delete article 1.2 in its entirety 

REPLACE BY: 

Temporary Help Services (the categories are described in Annex C) for federal departments and 
organizations located in ten (10) geographic areas of the Quebec Region: 

1. Greater Québec, including Lévis, Valcartier and Donnacona 
2. Rimouski, Bas-Saint-Laurent and Gaspé 
3. Saguenay, Lac-Saint-Jean and Côte-Nord 
4. Greater Montréal (including the North Shore and South Shore, in a radius of up to 50 km) 
5. Greater Trois-Rivières, Nicolet, Shawinigan, including Grand-Mère 
6. Sherbrooke, including Granby and Cowansville 
7. Laurentians (north of Montréal from St-Jérôme, including La Macaza) 
8. Abitibi 
9. Drummondville 
10. Lacolle 

Offerors may propose services in one or more geographic areas to fulfill part or all of the defined need. 
While the description of the category of services in Annex C is more precise, services required are within 
the following streams: office support, administrative services, operational services, technical services, 
professional services. 

Several standing offers may be issued further to this process. A Standing Offer may cover one or more 
areas of the Quebec Region. 

2) At Part 2 – Offeror Instructions, under 2.3 Bidder’s Conference: 

DELETE: 

Delete article 2.3 in its entirety 
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3) At Part 2 – Offeror Instructions, under 2.4 Former Public Servant – Competitive – Offer:

DELETE: 

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. 

REPLACE BY: 

By providing this information, Offerors agree that the successful Offeror's status, with respect to being a 
former public servant in receipt of a pension, will be reported on departmental websites as part of the 
published proactive disclosure reports in accordance with Contracting Policy Notice: 2019-01 and the 
Guidelines on the Proactive Disclosure of Contracts. 

4) At Part 2 – Offeror Instructions:

INSERT: 

2.7 Bid Challenge and Recourse Mechanisms 

(a) Several mechanisms are available to potential offerors to challenge aspects of the procurement 
process up to and including contract award.  

(b) Canada encourages offerors 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: 

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

(c) Offerors should note that there are strict deadlines for filing complaints, and the time periods vary 
depending on the complaint body in question. Offerors should therefore act quickly when they want 
to challenge any aspect of the procurement process. 
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5) At Part 4 – Evaluation Procedures and Basis of Selection, under 4.1.2 Financial 
Evaluation (Only in the French version of the RFSO):

DELETE: 

Les taux fermes offerts et présentés à l’Annexe 2 – Fixation des prix serviront lors de la passation de 
commandes subséquentes. 

REPLACE BY: 

Les taux fermes offerts et présentés à l’Annexe 2 – Catalogue des taux serviront lors de la passation de 
commandes subséquentes. 

6) At Part 7 – Standing Offer and Resulting Contract Clauses, section A. Standing Offer, 
under 7.3.2 Periodic Usage Reports - Standing Offer (Only in the French version of the 
RFSO): 

DELETE: 

L'offrant doit fournir ces données conformément aux exigences en matière d'établissement de rapports 
décrites à l'annexe « X » - Modèle de rapports d’utilisation. 

REPLACE BY: 

L'offrant doit fournir ces données conformément aux exigences en matière d'établissement de rapports 
décrites à l'Annexe « G » - Rapports d’utilisation périodique. 

7) At Part 7 – Standing Offer and Resulting Contract Clauses, section A. Standing Offer, 
under 7.5.1 Standing Offer Authority: 

DELETE: 

Delete article 7.5.1 in its entirety 

REPLACE BY: 

The Standing Offer Authority is: 

Name:  Daniel Boisclair 
Title:  Procurement Specialist 

Public Works and Government Services Canada 
Acquisitions Branch 

Telephone: 418-571-8051 
E-mail:  QueAideTemporaire.QueTemporaryHelp@tpsgc-pwgsc.gc.ca

The Standing Offer Authority is responsible for the establishment of the Standing Offer, its administration 
and its revision, if applicable. Upon the making of a call-up, as Contracting Authority, he is responsible for 
any contractual issues relating to individual call-ups made against the Standing Offer by any Identified User. 
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8) At Part 7 – Standing Offer and Resulting Contract Clauses, section A. Standing Offer, 
under 7.12 Priority of Documents: 

DELETE: 

Delete article 7.12 in its entirety 

REPLACE BY: 

If there is a discrepancy between the wording of any documents that appear on the list, the wording of the 
document that first appears on the list has priority over the wording of any document that subsequently 
appears on the list. 

a) the call up against the Standing Offer, including any annexes; 
b) the articles of the Standing Offer; 
c) the general conditions 2005 (2017-06-21), General Conditions - Standing Offers - Goods or 

Services 
d) the general conditions 2010B, (2020-05-28) General Conditions – Professional Services (medium 

complexity); 
e) Annex A, Requirement; 
f) Annex B, Basis of Payment; 
g) Annex C, Description of Temporary Help Services Categories; 
h) Annex D, Standards and Duties with Respect to Tests; 
i) Annex E, Call-up Procedure; 
j) Annex F, Instructions for Identified Users; 
k) Annex G, Periodic Usage Reports; 
l) Annex H, Security Requirements Check List; 
m) Annex I, Insurance Requirements; 
n) Annex J, Offeror’s Letter of Reference; 
o) Annex K, Electronic Payment Instruments; 
p) Annex 2, Pricing List (Catalogue); 
q) the Offeror's offer dated ____________________. 

9) At Part 7 – Standing Offer and Resulting Contract Clauses, section B. Resulting Contract 
Clauses, under 7.4 Proactive Disclosure of Contracts with Former Public Servants: 

DELETE: 

Delete article 7.4 in its entirety 

REPLACE BY: 

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: 2019-01 of the Treasury Board Secretariat of Canada. 
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10) At Part 7 – Standing Offer and Resulting Contract Clauses, section B. Resulting Contract 
Clauses: 

INSERT: 

7.10 Dispute Resolution 

(a) The parties agree to maintain open and honest communication about the Work throughout and 
after the performance of the contract. 

(b) 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. 

(c) 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. 

(d) Options of alternative dispute resolution services can be found on Canada’s Buy and Sell website 
under the heading “Dispute Resolution”. 

11) At Annex A – Requirement, under 1.Terminology: 

DELETE: 

Geographic areas: the service must be provided in one or more of the eight geographical areas 
designated below (Appendix A, section 3.3). 

REPLACE BY: 

Geographic areas: the service must be provided in one or more of the ten (10) geographical areas 
designated below (Appendix A, section 3.3). 

12) At Annex A – Requirement, under 3.3 Geographical areas: 

DELETE: 

Delete article 3.3 in its entirety 

REPLACE BY: 

The supplier may offer services in one or more of the following geographical areas: 

1. Greater Québec, including Lévis, Valcartier and Donnacona 
2. Rimouski, Bas-Saint-Laurent and Gaspé 
3. Saguenay, Lac-Saint-Jean and Côte-Nord 
4. Greater Montréal (including the North Shore and South Shore, in a radius of up to 50 km) 
5. Greater Trois-Rivières, Nicolet, Shawinigan, including Grand-Mère 
6. Sherbrooke, including Granby and Cowansville 
7. Laurentians (north of Montréal from St-Jérôme, including La Macaza) 
8. Abitibi 
9. Drummondville 
10. Lacolle 
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13) At Annex A – Requirement, under 4.1 Place of business and office staff: 

DELETE: 

The Quebec region is defined in the solicitation document. The region includes the eight geographical areas 
indicated in Annex-A, point 3.3. 

REPLACE BY: 

The Quebec region is defined in the solicitation document. The region includes the ten (10) geographical 
areas indicated in Annex-A, point 3.3. 

14) At Annex E – Call-up Procedure, under 1. Principle (Only in the French version of the 
RFSO): 

DELETE: 

Delete article 1. in its entirety 

REPLACE BY: 

Le droit de premier refus s’applique. L’utilisateur désigné doit d’abord s’adresser à l’offrant proposant le 
prix le plus bas pour un service donné. 

15) Throughout the rest of the document, where there is mention (Only in the French version 
of the RFSO):

DELETE: 

« le prix le moins élevé » 

INSERT: 

« le prix le plus bas » 

16) At Annex 2 – Pricing: 

DELETE: 

Delete Annex 2 in its entirety 

REPLACE BY: 

See the attached document 

____________________________________________________________________________________ 

***ALL OTHER TERMS AND CONDITIONS REMAIN UNCHANGED*** 
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ANNEXES 

ANNEX A: Requirement 

ANNEX B: Basis of Payment 

ANNEX C: Description of Temporary Help Services Categories 

ANNEX D: Standards and Duties with Respect to Tests 

ANNEX E: Call-up Procedure 

ANNEX F: Instructions for designated users 



1. Terminology 

THS: Temporary Help Services 
RMSO: Regional master standing offer 
RFSO: Request for standing offer. Document posted on Buy and Sell, prior to issuing the regional 
master standing offer. 

The term call-up refers to the subsequent call-up. 

Geographic areas: the service must be provided in one or more of the eight geographical areas 
designated below (Appendix A, section 3.3). The region is the province of Quebec, with the 
exception of the Gatineau area, Témiscamingue and northern Quebec. 

Service categories: The description of the various service categories that may be offered by the 
contractor is provided in Appendix C. 

Catalogue: Document containing information about the RMSO, particularly the contact information 
for qualified contractors and the requested hourly rates. The catalogue will be accessible to all 
designated users. 

2. Background 

In its role as the central purchasing agency, Public Works and Government Services Canada 
(PWGSC), at the request of identified users in federal government departments and agencies in the 
Quebec Region, requests offers for the provision of temporary help services. 

To meet the needs of identified users, PWGSC ensures that suppliers submit a standing offer for the 
provision of services for a specified period. PWGSC then delegates purchasing authority to the 
identified users, who can then access the supply source directly by issuing “call-ups” (which are 
detailed acceptances of the offer). 
The details of the services the identified users wish to obtain from a supplier are set out in the call- 
up. The call-up may be issued at any time during the standing offer’s period of validity. 

The Master Regional Standing Offer (RMSO) for temporary help services (THS) will be used for ad 
hoc requirements that are difficult to anticipate and fairly urgent. 



3. Nature of the services offered 

3.1 Description 

The supplier will provide THS in the manner and at the time requested by identified users in 
accordance with the categories of services offered and accepted for the Quebec Region and 
geographical areas specified in this standing offer. 

Temporary assistance services must be used on a temporary basis to meet requirements in units in 
one or more of the categories indicated in Appendix C. These services may be required to meet a 
temporary, ad hoc increase in work volume, for example. 

3.2 Limitations 

Limitations must be observed in the use of standing offers. 

– The standing offer user is aware of the fact that the RMSO cannot be used as an alternative to a 
staffing process, which would result in the identified user hiring an individual providing a service on 
the supplier’s behalf, without conducting an official staffing process. For example, the identified user 
may not indicate in its call-up the identity of a specific person by whom it would like the mandate to 
be carried out. Nor can the identified user select a company on the basis of the identity of the 
people who work for it. 
 
– The holder of a standing offer (the supplier) must inform its employees that the RMSO must not 
be used to establish an employer-employee relationship. 

3.3 Geographical areas 

The supplier may offer services in one or more of the following geographical areas: 
1.         Greater Québec, including Lévis, Valcartier and Donnacona 
2.         Rimouski, Bas-Saint-Laurent and Gaspé 
3.         Saguenay, Lac-Saint-Jean and Côte-Nord 
4.         Greater Montréal (including the North Shore and South Shore, in a radius of up to 50 km) 
5.         Greater Trois-Rivières, Nicolet, Shawinigan, including Grand-Mère 
6.         Sherbrooke, including Granby and Cowansville 
7.         Laurentians (north of Montréal from St-Jérôme, including La Macaza) 
8.         Abitibi 

3.4 Quality control procedure 

The supplier must have a quality control process in place that focuses on the following four areas, at 
a minimum: 

recruitment; 
testing and screening; 
client satisfaction with the services provided by the supplier; 



monitoring of the employee’s performance during and after the assignment. 

3.5 Availability of specific individuals 

If the call-up is made within less than 48 hours, the supplier may not be able to guarantee the 
availability of a specific individual and will therefore recommend another person who meets the 
minimum requirements set out in the call-up. 

3.6 Closing of government offices 

In the event that a government office in which the work pertaining to a call-up is to be performed 
should have to close unexpectedly, the supplier may be compensated for up to a week’s work, at the 
rates set out in the call-up, and depending on the amount of work specified in the call-up. This does 
not apply to statutory holidays and other foreseeable events. 
 
In such situations, the supplier must attest that: 
 
– no payment – for any client – was received for the services of the supplier’s staff normally 
assigned to the call-up, for the period for which an invoice is submitted; 
 
– the supplier’s staff usually assigned to the call-up will receive the payment due for the hours 
invoiced. 
 
The supplier makes no commitment to making the same resources available once the offices reopen. 

4. General service standards 

4.1 Place of business and office staff 

For the full duration of the THS standing offer, the offeror must: 
- provide, occupy and keep a fully operational business office in the region in which the service is 
being provided; 

Note: 

The Quebec region is defined in the solicitation document. The region includes the eight 
geographical areas indicated in Annex-A, point 3.3. 

- remain open during regular business hours (7.5 hours per day, Monday to Friday, between 8:00 am 
and 6:00 pm); 
- have at least two full-time employees able to offer THS to identified users in each of the 
geographical areas listed for which the standing offer is being issued. These employees must also 
include at least one bilingual person. 



4.2 Service quality 

For the relevant service categories, the identified user may request that the offeror provide the 
results of a specific individual’s tests (listed in Appendix D). Instructions pertaining to testing for 
administrative support categories are included in Appendix D. 

4.3 Response time 

For the full duration of the standing offer, the offeror has four business hours to respond to calls, 
faxes or e-mails from identified users. 

4.4 Expression – oral and written communication 

When services are required in only one of the two official languages, the requirements indicated 
below apply to the language in question (reading, writing and oral communication). 
Some call-ups may require bilingual services. When this is the case, the person carrying out the 
mandate is expected to possess the following knowledge and abilities, in both languages. 

Reading 

Ability to understand texts on a variety of work-related topics; ability to understand most of 
the  complex  details,  inferences  and  nuances  of  meaning;  ability  to  read  and  clearly 
understand specialized and less familiar subject matter. 

Writing 

Ability to draft descriptions and explanations of various formal and informal situations in 
respect of the work; ability to draft texts that develop and present ideas coherently; ability to 
draft texts using vocabulary, grammar and spelling that are generally appropriate to a work 
setting and require few corrections. 

Oral communication 

Ability to provide explanations and formulate detailed descriptions; ability to deal with 
hypothetical questions; ability to state an opinion, defend a point of view or justify an action; 
ability to give advice; ability to solve complex work-related problems. 

4.5 Bilingualism evaluation 

In case of doubt in the skills or abilities of the supplier’s staff in terms of bilingual comprehension, 
the identified user may call upon the services of the Canada School of Public Service to conduct 
independent testing. Test costs – which are communicated before testing is performed – will be the 
responsibility of whichever party is found to be mistaken in light of the test results. 



4.6 Bonus 

When the identified user requires bilingual services, the normal hourly rate indicated in Appendix B 
– Basis of Payment is used, to which is added the amount indicated at the top of the Basis of 
Payment section (namely, $0.55 per hour). 

5. Workplace Hazardous Materials Information System (WHMIS) 

Some service categories may require specific training. 

When  required,  the  supplier  shall  be  responsible  for  WHMIS  training  and  basic  protective 
equipment, such as steel-toed shoes and hard hats, as specified in the applicable classifications 
(namely, Component 3). 
 
Requirements in terms of training and protective gear specific to the workplace that are not 
mentioned in the category are the responsibility of the identified user. 
 
The supplier providing Component 3 services must consult each classification description to obtain 
a complete list of requirements (see Appendix C). 



1.   Overtime 

No overtime shall be paid unless a specific request to the company is made by the identified user. 
Overtime shall be paid using the factor indicated by the offeror in its offer and reproduced in the 
basis of payment. 

2.  Bilingualism 

When the identified user requires bilingual services, the basic hourly rate for the required service is 
increased by $0.55. 

3.  Interview 

The interview is not a customary selection tool for a supplier’s proposal. 
 
If an identified user requires that a supplier’s employee pass an interview, the identified user shall 
pay the supplier for four hours, for Components 1 to 3. The applicable rate will be that for the 
requested service. 
 
For Components 4 and 5 of the service categories, the identified user may request an interview for a 
maximum of three candidates, at no charge. 

4.  Overqualification 

The identified user pays for the service category level it requires. If the supplier chooses to provide 
the services of an overqualified employee, it does so at its own expense. 

5. Hourly rate 

See attached ‘’’Pricing list ’’. 



Service categories 

This is the list of service categories covered in this standing offer, as well as the description of each 
of the levels. For each level, the expected training and experience is indicated. 
In case of any disagreement between the supplier and identified user as regards the interpretation of 
these descriptions, the standing offer authority must be contacted before the RFSO closing date. 

Preliminary and general notes applicable to this Annex detailing the category of services as a whole. 
The following notes supersede the text and indications contained in the current Annex. Their 
function is to clarify terms and wordings of the current Annex. 

1.   Terminology 

The term « essential qualification » must be read « mandatory criteria ». 
The term « asset qualification » must be read « possible additional criteria ». 
The term « classification » must be read « category of service » or « service category ». 

When the topic is at hand, the work performance is reviewed (not supervised). 
The resources are the ones of the contractor (not of the temporary help service). 

When reading « aptitude » one must read « knowledge and experience » when the knowledge and 
learning can be structured and transferred. 

2.   Context of this standing offer 

This annex cannot be read without taking into account the information included in the other 
sections of the document, for example the Appendix related to exams. 

The objective of this Standing Offer is to allow the set up of a contract with a supplier to provide 
temporary help services. 
The contractual relationship being with the supplier, indications related to the productivity, 
efficiency or work to be performed are transmitted by the client to the supplier. 
Should some sentences and phraseologies let think that to gain time there is a link between the client 
and the resource provided by the contractor, the contractual relationship remains the one 
mentioned. 

3.   Office suites 

Any reference to a « standard software » must be read « known office suites » (word processing, 
spreadsheet, etc.). 
Any reference to a specific software in this document must be understood under its generic 



definition (for example « office suite » instead of « Microsoft Office »). Each client having its own 
software tools, the definition must be generic. Should a precise requirement exist, it will be 
mentioned before the call-up by the client. 

4.   Diploma 

Notwithstanding the mention made in the other sections of this document, a secondary school 
diploma is mandatory. A higher degree may be required, but a secondary school diploma obtained is 
a minimum, and no inferior level of study will be accepted. 
By default, the equivalency is evaluated as follow : 
 
The diploma must be delivered by a recognized Canadian teaching institution, or an equivalent 
established by a recognized evaluation of titles and competencies in Canada, should the diploma be 
obtained outside of the country. The list of the recognised organizations is available on the CICIC 
website (www.cicic.ca), which will be the only tool acceptable. 

5.   Federal government experience 

By no mean can the federal government experience be used as an eliminatory criteria for an Offeror. 
When one Offeror is selected, the client may, between two otherwise equally qualified resources, 
select in priority the one with federal government experience, in agreement with the supplier. 

See attached document called ’’Classification Description’’ 



Basic standards with respect to tests for administrative support categories 
For the administrative support classifications, the supplier must ensure that its employees meet the 
expectations listed here. Minimum standards are indicated farther on. 

Nature of tests 
Standardized tests must be used to establish the qualifications of employees in the service categories 
in question and the supplier must, at a minimum, use the four types of tests below to select and 
classify its employees: 

1.         Keyboarding tests 

1.1       Separate tests in English and French that are used to evaluate: 

a) the skills needed for keyboarding in English or French or in French and English, at a 
minimum speed of 40 words per minute with an error rate not exceeding 5% evaluated 
based on the number of characters; or 

b) the necessary skills for typing in English or French, or in English and French, at a minimum 
speed of 25 words per minute with an error rate not exceeding 3%. 

1.2 Tests for proficiency in the use of common software programs (particularly for 
administrative categories) 

The supplier must ensure its employees have a functional familiarity with commonly used software 
programs in the field of work of the service category in question. Such programs include Office 
suites (including word processing, spreadsheet, presentation and e-mail software). They may require 
an understanding of vector graphic software, spell checkers, Web browsers, and database software, 
depending on the service categories. 

1.3       Grammar, spelling and punctuation tests 

Sound knowledge of the basic rules of spelling, grammar and punctuation is normally required of 
people who type at the minimum speed of 40 words per minute. 

1.4       Skills tests – office work 

These tests, which are generally taken in the person’s first official language (English or French), 
must be used to evaluate the basic skills needed to properly perform office work. Although the 
number and designation of the skills measured may vary from one test to another, a series of sub- 
tests should be included that are designed to evaluate: 



a) filing skills, 
b) coding skills, 
c) ability to conduct verifications, 
d) ability to do arithmetic. 

2          Standards pertaining to tests – General aspects 

2.1       Test development 
Offerors may develop their own tests by calling on members of their own staff with the required 
training or experience or by using the services of consultants. 

There are also commercial tests that meet the minimum requirements listed below. 

2.2       Test administration 
The person in charge of administering the various tests must have sufficient relevant training and 
experience. Administering a test to one or more people is a task that cannot be accomplished 
without adequate preparation; the person in charge must be familiar with the test itself and the 
conditions under which it will be administered. 

The person in charge of administering the tests must have detailed knowledge of the oral and 
written instructions to give the candidates. He or she must periodically ensure that the required 
equipment (computers, tape recorders, etc) is in good condition and ensure that the general test 
conditions allow individuals to perform as best they can (adequate lighting, sufficient work space 
and a quiet environment). 

2.3       Time limits 
The duration of tests or portions of tests must be strictly adhered to. 

The use of a timer is strongly recommended, particularly for monitoring the maximum amount of 
time allocated for each of the portions of the test. 

2.4       Test scoring 
Skill  tests  (typing  tests,  for  example)  must  be  scored  in  accordance  with  the  guidelines  and 
procedures clearly set out in a scoring guide or manual. 

Those scoring the tests must have sufficient training and experience in scoring skill tests and have a 
sound understanding of the scoring guidelines provided for each test. 

Language proficiency and office work skills tests (grammar, spelling and punctuation tests, for 
example) are often accompanied by a correction grid that can be superimposed on the candidates’ 
answer sheets. The number of correct answers in each section and the test as a whole can then be 
calculated. 



2.5       Security measures – test documents 
All test documents, including answer sheets, test booklets, correction sheets and handbooks, must
be kept under lock and key. Only those responsible for administering and correcting the tests must 
have access to them. 

It is important to ensure that all test documents are collected and accounted for after each test. 

At least once a month, a full inventory of documents must be taken to ensure that test booklets and 
correction sheets are in good condition. Damaged documents must be destroyed and replaced. 

3. Test standards – Specific aspects 

3.1 Keyboarding tests 
a) There must be two equivalent versions in both official languages to assess the skills listed in 

item 1, i.e., two parallel tests for keyboarding tests in French and English. 
 
b) To determine the equivalence of the two parallel tests, the following factors will be used: 

- average typing intensity (see 3.1.d), 
- average syllabic intensity (see 3.1.e).  

c) Each equivalent test must include: 
- one page of general instructions, separated from the text to be typed, 
- a text of about 150 words used for the warm-up exercise (three to five minutes), 
- an initial text of approximately 1,400 to 1,600 keystrokes, entirely narrative in nature 
(containing neither numbers nor symbols), to be typed out within no more than five 
minutes, 
- a second text of approximately 1,400 to 1,600 keystrokes, exclusively narrative in 
nature, also to be typed out in no more than five minutes. 
 

d) The average number of keystrokes per word in each text should vary from 5.9 to 6.10. The 
average keystroke intensity indicator is the result of dividing the total number of keystrokes 
needed to type up the full text by the total number of words. 

 
e) The average syllabic intensity of each text must vary from 1.45 to 1.55. The average syllabic 

intensity indicator can be calculated by dividing the total number of syllables by the total 
number of words in the text. 

 
f) At the end of the typing test, candidates will be asked to indicate which of the two typing 

texts they wish to have scored. Only the designated text will be corrected. 
 
g) Correction must take into account the following two criteria: 

- the speed in words per minute, obtained by dividing the total number of keystrokes 
by 25, 
- accuracy, expressed as a percentage of errors, obtained by dividing the total number 
of errors by the total number of words typed. 



 
h) The passing score required on the typing test is: 

- 40 words per minute, with no more than 5% errors, or 
- 25 words per minute, with no more than 3% errors. 

i) To be considered as having all the required qualities, each candidate must meet both the 
speed and accuracy criteria; failure to meet either of the two criteria will lead to failure of the 
test. 

 
j) In case of failure, the person may be allowed to retake the test as soon as possible. However, 

in such cases, a different test under the same conditions as the previous evaluation will have 
to be used. 

3.2 Spelling, grammar and punctuation tests 
a) A spelling, grammar and punctuation test is required in each official language to assess the 

knowledge listed in item 1.3, i.e., two separate spelling, grammar and punctuation tests, one 
in English and the other in French. 

b) The test must provide a reliable measurement of the candidate’s mastery of the fundamental 
rules of grammar and punctuation, corresponding to the level required of a tenth-grade 
student. 

c) The test and related materials (i.e., the answer booklet, administration guide and technical 
manual) must be accompanied by appropriate normative data based on one or more clearly 
identified reference populations, such as 10th-grade students, applicants or office employees. 

d) The passing score for this test must be established using appropriate normative data. When 
this normative data is expressed as a percentile, it is recommended that a passing score 
corresponding to the 40th percentile be adopted. 

e) A minimum period of three weeks must elapse before candidates who fail the exam can be 
allowed to retake it. 

f) The overall results (i.e., number of correct answers obtained in each of the sections and the 
entire test) as well as basic personal information (test date, educational history, professional 
experience, etc) must be systematically filed and kept on record for one year. Regional 
standards based on the characteristics of local office job seekers can thus be established on 
short notice. 

3.4 Skills tests – Office work 

a) There must be a test for office work skills in each official language to assess the 
qualifications set out in item 1.4. 

b) This test must provide an accurate and valid measurement of the basic skills deemed 
necessary for the proper performance of office work: 

- the speed and accuracy of filing and coding activities and the checking of numbers 
and/or words, 
- arithmetic skills. 

c) The test and related materials (i.e., the answer booklet, administration guide and technical 
manual) must be accompanied by appropriate normative data based on one or more clearly 
identified reference populations, such as 10th-grade students, applicants or office employees. 



d) The passing score for this test must be established using appropriate normative data. When 
this normative data is expressed as separate percentiles for men and women, it is 
recommended that a passing score corresponding to the 40th percentile be adopted in each 
case. 

e) A minimum period of three weeks must elapse before candidates who fail the exam can be 
allowed to retake it. A second failure will result in the candidate’s elimination. 

f) The overall results (i.e., number of correct answers obtained in each of the sections and the 
entire test) as well as basic personal information (test date, educational history, professional 
experience, etc) must be systematically filed and kept on record for one year. Regional 
standards based on the characteristics of local office job seekers can thus be established on 
short notice. 

 



 

1.   Principle 

The right of first refusal applies. The identified user must first contact the supplier offering the 
lowest price for a given service. 

2. Call-up procedure 

2.1 Identification of the offeror 

For a given requirement, the user must consider the following crucial factors in selecting an offeror: 
- geographical area; 
- service category and level; 
- specific aspects (bilingualism, security rating). 

Once this determination is made, the offeror with the lowest rate (hourly or daily rate) will be given 
the highest ranking. 

2.2 Communication as needed 

When placing the availability request, the identified user must indicate which tasks will have to be 
carried out. 
The designated user may request a résumé and samples of work. 
The user will contact the identified offeror and up to a total of five offerors with the lowest rates, in 
increasing order, and will confirm the contact by fax or e-mail. The user will specify its requirements 
by providing details about the desired level of education and experience (see below). 

2.3 Time limit 

The offerors contacted will have the time indicated by the user to confirm whether they can respond 
to the call-up. The time limit is at the user’s discretion but must be indicated on the request. 
 
The supplier has four hours to acknowledge receipt, in accordance with the response time frame set 
out in Appendix A (Requirement). 
 
It is suggested that the user set a time limit for providing a candidate that is not less than 48 hours, 
and that takes into account the complexity of the service to be delivered: the deadline may therefore 
be longer. However, under some circumstances, the deadline may be shorter. 

2.4 Handling the response 

If the offeror is unable to respond, or if no response is received by the identified user, the identified 



user will move on to evaluating the offeror ranked second highest (second most cost-effective), and 
so forth. 
 
The identified user, having proceeded with the evaluation in the indicated order (beginning with the 
lowest rate), will take the offer of the first offeror who meets the requirements. Offerors who fail to 
meet one (or more) requirements, as well as offerors who fail to respond within the specified time 
frame, will be eliminated from consideration. 
 
When the offeror who is in first place cannot meet the requirement, the identified user must take 
particular care to document the file. 

3.   Catalogue – Information grouping and distribution 

The standing offer is for use by identified users. 
The regional master standing offer will be distributed widely to identified users. 
Distribution will be done through a Catalogue, accessible electronically and in hard copy, for 
identified  users  and  all  selected  suppliers.  The  catalogue  may  also  be  consulted  by  the 
representatives, employees or clerks of all designated suppliers. 

The supplier agrees that the following information has been and may be included in the Catalogue, 
for each SO holder: 
–         Company number – procurement; 
– Contact information (address(es), telephone number(s), e-mail address(es), fax number(s), 
etc); 
–         Contact information for the contact person; 
–         The hourly rates submitted and selected, for each service category. 

The catalogue is made up of the rates accepted pursuant to the terms set out in the RSO. 

The standing offer authority will send a copy of the electronic version of the catalogue to all 
offerors. 

4. Changes to service categories or service category level 

When answering a call-up, the supplier must exactly meet the service category and service category 
level requested. 
If the supplier decides to enhance the service it provides, it will do so at its own expense. 
In no case may the supplier invoice at a higher rate than that indicated in the catalogue for the 
service category and service level requested by the user. 



For example, if a call-up is for the services of a mid-level clerk, the supplier must provide and bill for 
the services of a mid-level clerk. Under no circumstances may the supplier bill for the services of a 
higher-level clerk. 
If the supplier cannot meet the requirement, the call-up procedure will continue. 

5 Candidate introduction 

When the identified user obtains an acceptable proposal from the offeror with the right of first 
refusal, the identified user may request another individual than the one whose file was approved. 
This request may only be made under exceptional circumstances and once the call-up has been 
issued. 
 
This request may not involve or result in a service category modification. 
 
In cases where the supplier cannot meet this request to substitute an individual, the identified user 
may not deal with another supplier. 

The identified user should instead go back to the approved file and select from the individuals who 
meet the documented requirements. 



Example of a service request 

Service category: 
Level: 

Descriptions from the Catalogue: 

Language: 

Location (area, address): 

Contact information for the Client (Canada): 

Contact information for the supplier: 

Response requested by    

Educational requirements: 

Required experience: 

Required abilities: 

Specific aspects: 



1.   Principle 

For any call-up, the identified user’s file must be well 
documented. 

2.  Service evaluation – usage report by the identified user 

The identified user may send a report to the standing offer authority on the use made of 
the standing offer and the evaluation of the services rendered. In the report, identified users 
must provide information on satisfactory RMSO holders, who provide high-quality services and 
on unsatisfactory RMSO holders who can never provide resources or whose resources are not 
acceptable, including cases where resources were rejected owing to poor performance. 

Moreover, the identified user must report the following situations to 
PWGSC: 

- An active SO holder that is repeatedly unable to provide the services of a resource 
who meets the service category requirements set by the identified user; 
- Poor-quality services provided by a supplier or temporary help services that do not 
meet the service category requirements; 
- Any situation where active SO holders violate the terms of the SO. 

The identified user must immediately report any cases of inefficiency, absenteeism or 
inability to perform THS-related tasks to the supplier’s representative. 
If the issue cannot be addressed by the supplier’s representative, the identified user must seek 
the help of the person in charge of the SO. This will give the SO officer an opportunity to 
undertake whatever other corrective measures are required, given the circumstances. 

3.  Reminder about call-ups 

For a given requirement, the identified user 
must: 
 

- Document: Document the requirement, draft the requirement and the mandatory 
requirements. All processes must be documented, from the requirement 
formulation to responses, acceptances or rejections, as well as specified deadlines. 
 
- Contact: The requirement should be sent to one or more offerors, to a maximum of 
five offerors simultaneously. 
 
- Consistent handling: In cases where one or more offerors are contacted, contact must 
be synchronized (all five at once, for example). All offerors must receive the same 



information and be evaluated using the same rules, which must be clearly specified 
(mandatory criteria, deadline for responding, etc). If the requirement is for a single 
person, only one résumé per offeror is required; the solution used if more than one 
résumé is received must be indicated (rejection of the proposal or study of only the first 
résumé received). Inconsistent handling means the process must be started over. 

- Information to include: Your correspondence must clearly state that a call-up will not 
necessarily be made, even if the offeror meets the mandatory criteria for the 
requirement. It is also important to indicate that failure to respond will be deemed a 
withdrawal. 
 
- Offer a deadline for responding: Allow a reasonable time frame, i.e., not less than 48 
hours. In determining a reasonable deadline, it should be kept in mind that it is easier to 
find a clerk than an architect. 
 
- Evaluate: Always operate on the principle of right of first refusal, which consists in 
giving priority to studying the proposals of offerors with the lowest rates. Once the 
deadline passes, begin with the proposal of the offeror with the lowest rate. If the 
proposal does not meet the mandatory requirements indicated in the document, the 
offeror with the next lowest rate should be considered next, and so on until an offer is 
found that meets the requirement. All proposal rejections must be documented. It is not 
possible to negotiate at this stage (with respect to rates, competencies, service categories 
or persons); the proposal is either 
acceptable or it must be rejected. The call-up is awarded to the first offeror who meets 
ALL the mandatory criteria set out in your THS requirement and offers the lowest 
hourly rate as indicated in the catalogue. 

4.  Interviews 

Except in specific, documented situations, the interview is not recommended as a selection tool. 
An evaluation grid must be used at all times. 
If an interview is conducted and costs must be paid, the identified user must submit separate 
call-up documents for the interviews. 



(See attached document) 





(See attached document) 
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