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PART 1 - GENERAL INFORMATION 

1.1 Introduction 

The bid solicitation is divided into 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 Resulting Contract Clauses: includes the clauses and conditions that will apply to any resulting 
contract. 

The Annexes include the Statement of Work, the Basis of Payment, the Electronic Payment Instruments, 
the Federal Contractors Program for Employment Equity - Certification and any other annexes.  

1.2 Summary 
Public Works and Government Services Canada (PWGSC) requires the printing and custom 
manufacturing to final format and delivery as specified in Annex A: Statement of Work of double-window 
envelopes for the Receiver General for Canada cheques (approximately 30 million envelopes annually). 
Delivery of the envelopes will be to the two (2) print centres (Quebec and Winnipeg). The Contract will be 
in effect for a period of three (3) years from October 1, 2021 to September 30, 2024 with the irrevocable 
option to extend the Contract by two (2) additional one (1) year periods.  

There are no security requirements associated with this requirement.  

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

The requirement is limited to Canadian goods and/or services.  

This procurement is not subject to the Comprehensive Land Claims Agreement(s) 

The Federal Contractors Program (FCP) for employment equity applies to this procurement; refer to Part 
5 – Certifications and Additional Information, Part 6 - Resulting Contract Clauses and the annex titled
Federal Contractors Program for Employment Equity - Certification. 

This bid solicitation allows bidders to use the epost Connect service provided by Canada Post 
Corporation to transmit their bid electronically.  Bidders must refer to Part 2 entitled Bidder Instructions, 
and Part 3 entitled Bid Preparation Instructions, of the bid solicitation, for further information.

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 5.4 of 2003, Standard Instructions - Goods or Services - Competitive Requirements, is 
amended as follows:  

Delete: 60 days 
Insert: 120 days 

2.2 Submission of Bids 

Bids must be submitted only to Public Works and Government Services Canada (PWGSC) Bid 
Receiving Unit by the date, time and place indicated in the bid solicitation.

Note:  For bidders choosing to submit using epost Connect for bids closing at the Bid Receiving 
Unit in the National Capital Region (NCR) the email address is: 

tpsgc.dgareceptiondessoumissions-abbidreceiving.pwgsc@tpsgc-pwgsc.gc.ca 

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. 

Due to the nature of the bid solicitation, bids transmitted by facsimile or via hard copy 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 FPSs, bidders must provide 
the information required below before contract award. If the answer to the questions and, as applicable 
the information required have not been received by the time the evaluation of bids is completed, 
Canada will inform the Bidder of a time frame within which to provide the information. Failure to comply 
with Canada’s request and meet the requirement within the prescribed time frame will render the bid 
non-responsive. 

Definitions 
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For the purposes of this clause, "former public servant" is any former member of a department as 
defined in the Financial Administration Act, R.S., 1985, c. F-11, a former member of the Canadian 
Armed Forces or a former member of the Royal Canadian Mounted Police. A former public servant may 
be: 
a. an individual; 
b. an individual who has incorporated; 
c. a partnership made of former public servants; or 
d. a sole proprietorship or entity where the affected individual has a controlling or major interest in the 

entity. 

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

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

Former Public Servant in Receipt of a Pension 

As per the above definitions, is the Bidder a FPS in receipt of a pension? Yes ( ) No ( )
If so, the Bidder must provide the following information, for all FPSs in receipt of a pension, as 
applicable: 
a. name of former public servant; 
b. date of termination of employment or retirement from the Public Service. 

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

Work Force Adjustment Directive 

Is the Bidder a FPS who received a lump sum payment pursuant to the terms of the Work Force  

Adjustment Directive? Yes ( ) No ( ) 

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

adjustment program. 

2.4 Enquiries - Bid Solicitation 
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All enquiries must be submitted in writing to the Contracting Authority no later than five (5) calendar days 
before the bid closing date. Enquiries received after that time may not be answered. 

Bidders should reference as accurately as possible the numbered item of the bid solicitation to which the 
enquiry relates. Care should be taken by Bidders to explain each question in sufficient detail in order to 
enable Canada to provide an accurate answer. Technical enquiries that are of a proprietary nature must 
be clearly marked "proprietary" at each relevant item. Items identified as “proprietary” will be treated as 
such except where Canada determines that the enquiry is not of a proprietary nature. Canada may edit 
the 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 

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

(b) 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: 

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

(c) 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 

 Canada requests that the Bidder submits its 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. 

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

Section I:  Technical Bid 
Section II:  Financial Bid 
Section III:  Certifications 
Section IV:  Additional Information 

Due to the nature of the bid solicitation, bids transmitted by epost Connect service and via hard copy will 
not be accepted. 

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

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 and describe their approach 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 

3.1.1 Bidders must submit their financial bid in accordance with the Pricing Schedule detailed in Annex 
“B”.  The total amount of Applicable Taxes must be shown separately.  

3.1.2  Electronic Payment of Invoices – Bid 

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

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

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

Section III: Certifications 
Bidders must submit the certifications and additional information required under Part 5. 

3.1.3 Bidder’s Proposed Site(s)  
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3.1.3.1 The Bidder must provide the full address(es) of the Bidder’s site(s) or premises required for Work 
Performance:  

Name:  
Address: Street Number / Street Name, Unit / Suite / Apartment Number  
City, Province, Territory / State  
Postal Code / Zip Code  
Country 
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PART 4 - EVALUATION PROCEDURES AND BASIS OF SELECTION 

4.1 Evaluation Procedures 

(a) Bids will be assessed in accordance with the entire requirement of the bid solicitation including 
the technical evaluation criteria. 

(b) An evaluation team composed of representatives of Canada will evaluate the bids. 

4.1.1 Technical Evaluation 

4.1.1.1. Mandatory Technical Criteria

Definitions for the purposes of the mandatory technical criteria.  

External client(s): means clients exterior to the Bidder's own legal entity (or joint venture 
partnership) and excludes the parent, subsidiaries or other affiliates of the Bidder.  

Internal client(s): means clients within the Bidder's own legal entity (or joint venture partnership) 
and includes the parent, subsidiaries and other affiliates of the Bidder.  

M.1 CORPORATE EXPERIENCE  

The Bidder must demonstrate that it has been contractually bound to an external client (outside of 
the Bidder's own company) or to external clients* for two (2) contracts to manufacture and print to 
final format and delivery to the destination address or addresses. Each of these two (2) contracts 
must have been for a minimum of 500,000 double-window envelopes for each contract.  

The Contracts must have been started or completed after April 01, 2014.  

*During the evaluation no corporate experience gained through internal clients will be accepted or 
reviewed.  

The Bidder must provide the following information for each contract:  

a. a description of the envelopes provided by the Bidder under each of these contracts 
b. quantity of double-window envelopes provided per print run as well as the total quantity 

provided per year for each contract.  
c. the start date or the completion date of the Contract as required to demonstrate that the 

contract was started or completed after April 01, 2014;  
d. the Client information for the Contract  

PROPOSALS NOT MEETING ALL OF THE MANDATORY REQUIREMENTS WILL BE 
CONSIDERED NON RESPONSIVE AND GIVEN NO FURTHER CONSIDERATION. 

4.1.2 Financial Evaluation 

The price of the bid will be evaluated in Canadian dollars, all applicable taxes excluded; FOB destination, 
Canadian customs duties and excise taxes included.  

To determine the total evaluated price, the prices submitted in the Annex B: Basis of Payment of this bid 
solicitation for the initial period and the option periods will be calculated as specified in the Annex B Basis 
of Payment Excel spreadsheet being distributed through Government Electronic Tender Service. 
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4.2 Basis of Selection 

A bid must comply with the requirements of the bid solicitation and meet all mandatory technical 
evaluation criteria to be declared responsive. The responsive bid with the lowest evaluated price will be 
recommended for award of a contract.
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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. 

5.1 Certifications Precedent to Contract Award and Additional Information 

The certifications and additional information listed below should be submitted with the bid but may be 
submitted afterwards. If any of these required certifications or additional information is not completed and 
submitted as requested, the Contracting Authority will inform the Bidder of a time frame within which to 
provide the information. Failure to provide the certifications or the additional information listed below 
within the time frame specified will render the bid non-responsive.

5.2.1 Integrity Provisions – Required Documentation 

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

5.2.2 Federal Contractors Program for Employment Equity - Bid Certification 

By submitting a bid, the Bidder certifies that the Bidder, and any of the Bidder's members if the Bidder is a 
Joint Venture, is not named on the Federal Contractors Program (FCP) for employment equity "FCP 
Limited Eligibility to Bid" list available at the bottom of the page of the Employment and Social 
Development Canada (ESDC) - Labour's website (https://www.canada.ca/en/employment-social-
development/programs/employment-equity/federal-contractor-program.html#).  

Canada will have the right to declare a bid non-responsive if the Bidder, or any member of the Bidder if 
the Bidder is a Joint Venture, appears on the “FCP Limited Eligibility to Bid list at the time of contract 
award. 

Canada will also have the right to terminate the Contract for default if a Contractor, or any member of the 
Contractor if the Contractor is a Joint Venture, appears on the “FCP Limited Eligibility to Bid” list during 
the period of the Contract. 

The Bidder must provide the Contracting Authority with a completed annex titled Federal Contractors 
Program for Employment Equity - Certification, before contract award. If the Bidder is a Joint Venture, the 
Bidder must provide the Contracting Authority with a completed annex Federal Contractors Program for 
Employment Equity - Certification, for each member of the Joint Venture. 

5.2.3 Additional Certifications Precedent to Contract Award 

5.2.3.1 Canadian Content Certification 
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This procurement is limited to Canadian goods. 

The Bidder certifies that: 

( ) the good(s) offered are Canadian goods as defined in paragraph 1 of clause A3050T. 

5.2.3.1.1 SACC Manual clause A3050T (2020-07-01) Canadian Content Definition 
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PART 6 - RESULTING CONTRACT CLAUSES 

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

6.1 Statement of Work 

The Contractor must perform the Work in accordance with the Statement of Work at Annex "A".

6.2 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. 

6.2.1 General Conditions

2030 (2020-05-28) General Conditions - Higher Complexity - Goods, apply to and form part of the 
Contract. 

6.3 Security Requirements 

6.3.1 There is no security requirement applicable to the Contract. 

6.4 Term of Contract 

6.4.1 Period of the Contract 

The period of the Contract is from date of award to September 30, 2024. 

6.4.2 Option to Extend the Contract 

The Contractor grants to Canada the irrevocable option to extend the term of the Contract by up to two 
(2) additional one (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 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. 

6.5 Authorities 

6.5.1 Contracting Authority 

The Contracting Authority for the Contract is: 

Name: Marc-André Leblanc 
Title: Supply Team Leader 
Public Works and Government Services Canada 
Acquisitions Branch 
Directorate: Communications Procurement Directorate 
Address: 360 Albert St Ottawa ON K1R 7X7 

Telephone: 873-354-5948 
E-mail address: Marc-Andre.Leblanc@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. 

6.5.2 Project Authority 

The Project Authority for the Contract is: 

The Project Authority is a representative from the client department whose name will be specified in the at 
contact 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. 

6.5.3 Contractor's Representative 

General Enquiries (Project Manager)     Replacement for Project Manager  

Name:_________________________________ Name:_________________________________  

Telephone:_______-_______-_______        Telephone:_______-_______-_______ 

E-mail _______________________      E-mail _______________________ 

6.6 Proactive Disclosure of Contracts with Former Public Servants 

By providing information on its status, with respect to being a former public servant in receipt of a Public 
Service Superannuation Act (PSSA) pension, the Contractor has agreed that this information will be 
reported on departmental websites as part of the published proactive disclosure reports, in accordance 
with Contracting Policy Notice: 2019-01 of the Treasury Board Secretariat of Canada. 

6.7 Payment 

6.7.1 Basis of Payment 

The Contractor will be paid in accordance with Annex “B” for Work performed pursuant to the Contract. 

6.7.2 Limitation of Expenditure 

1. Canada's total liability to the Contractor under the Contract must not exceed $ _________. Customs 
duties are included and Applicable Taxes are extra. 

2. No increase in the total liability of Canada or in the price of the Work resulting from any design 
changes, modifications or interpretations of the Work, will be authorized or paid to the Contractor 
unless these design changes, modifications or interpretations have been approved, in writing, by the 
Contracting Authority before their incorporation into the Work. The Contractor must not perform any 
work or provide any service that would result in Canada's total liability being exceeded before 
obtaining the written approval of the Contracting Authority. The Contractor must notify the 
Contracting Authority in writing as to the adequacy of this sum: 

a. when it is 75% committed, or 
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b. four months before the contract expiry date, or 

c. as soon as the Contractor considers that the contract funds provided are inadequate for the 
completion of the Work, 

whichever comes first. 
3. 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.

6.7.3 Payment  

SACC Manual clause H1001C (2008-05-12) Multiple Payments  

SACC Manual clause A9117C (2007-11-30) T1204 – Direct Request by Customer Department

6.7.4 Electronic Payment of Invoices – Contract 

The Contractor accepts to be paid using any of the following Electronic Payment Instrument(s):  

a. Visa Acquisition Card; 
b. MasterCard Acquisition Card;  
c. Direct Deposit (Domestic and International); 
d. Electronic Data Interchange (EDI);  
e. Wire Transfer (International Only); 
f. Large Value Transfer System (LVTS) (Over $25M) 

6.8 Invoicing Instructions 

6.8.1 The Contractor must submit invoices in accordance with the section entitled "Invoice Submission" of 
the general conditions. Claims cannot be submitted until all work identified in the claim is completed.  

6.8.2 Invoicing will be by electronic means (email). Invoices must be distributed as follows:  

a. The original copy must be forwarded / emailed to the Project Authority identified under the section 
entitled "Authorities" of the Contract for certification and payment.  

b. One (1) copy must be emailed to the Contracting Authority identified under the section entitled 
"Authorities" of the Contract. (Marc-Andre.Leblanc@tpsgc-pwgsc.gc.ca). 

6.9 Certifications and Additional Information 

6.9.1 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.  

6.9.2 Federal Contractors Program for Employment Equity - Default by the Contractor

The Contractor understands and agrees that, when an Agreement to Implement Employment Equity 
(AIEE) exists between the Contractor and Employment and Social Development Canada (ESDC)-Labour, 
the AIEE must remain valid during the entire period of the Contract. If the AIEE becomes invalid, the 
name of the Contractor will be added to the "FCP Limited Eligibility to Bid" list. The imposition of such a 
sanction by ESDC will constitute the Contractor in default as per the terms of the Contract. 
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6.10 Applicable Laws 

The Contract must be interpreted and governed, and the relations between the parties determined, by the 
laws in force in Ontario. 

6.11 Priority of Documents 

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

(a) the Articles of Agreement; 
(b) the general conditions 2030 (2020-05-28) General Conditions – Higher Complexity - Goods;
(c) Annex A, Statement of Work; 
(d) Annex B, Basis of Payment; 
(e) the Contractor's bid dated ______. 

6.12 Insurance 

SACC Manual clause G1005C (2016-01-28) Insurance – No Specific Requirement 

6.13 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. 

6.14 SACC Manual Clauses 

SACC Reference  Section              Date  

P1005C     Packaging and Packing of Printed Products   2010-01-11  
P1009C     Author's Alterations          2007-11-30  
P1010C     Quality Levels for Printing        2010-01-11  
P1012C     Quality Levels for Envelopes       2010-01-11

6.15 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”. 
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ANNEX ‘’A’’ STATEMENT OF WORK 

DOUBLE-WINDOW ENVELOPES 
Background: Public Works and Government Services Canada requires envelopes for the Receiver General 
for Canada cheques (approximately 32 million envelopes annually based on the Envelope Order History 
(Appendix E). These payment are processed in two (2) print centres (Quebec and Winnipeg) 

DESCRIPTION: 
Double-window envelopes - two (2) formats for use on currently installed Bell & Howell 3500, Bell and 
Howell Forerunner 13 000 and a possible future Bell & Howell‘’Producer’’  inserters: 
Item 1 - Seven (7) different envelope form numbers (Appendix A) 
Size:  3-3/4’’ or 3-7/8’’ high X 9-1/4’’ long 
Window #1 ½’’ high X 5-1/2’’ long, located ¾’’ from left edge and 2 ¾’’ from bottom edge 
Window #2 1-1/2’’ high X 5-1/2’’ long, located 7/8’’ from left edge and 13/16’’ from bottom edge 

Item 2 - Six (6) different envelope form numbers (Appendix B) 
Size:  4-1/4’’high X 9-1/4’’ long 
Window #1 ½’’ high X 5-1/2’’ long, located ¾’’ from left edge and 2 ¾’’ from bottom edge 
Window #2 1-1/2’’ high X 5-1/2’’ long, located 7/8’’ from left edge and 13/16’’ from bottom edge 

SPECIFICATIONS: 
See specifications at Appendix A and B to Annexe ‘’A’’ Statement of Work and the artwork provided by the 
Project Authority for further details. 
Minor amendments/adjustments may be made to the specifications during the course of the Contract. 
INK:  Black 
Printing may be required on the Front, Back, Flap and Inside of any of the specified envelopes. 
Printing areas will be specified on the individual Work Request and with the artwork provided. 
STOCK: # 24 Natural Kraft (24 lb recycled paper) 
WINDOW MATERIAL: Avpexine 

Bell and Howell additional specifications for high speed inserting 

Porosity  Min 20 Gurley seconds (100 cc air through 1.0 sq. in.) 

PROOFS required prior to production: 
One (1) electronic low-resolution proof for each envelope requested on the work Request is required and 
MUST be submitted to the Project Authority for approval within five (5) working days of receipt of the Work 
Request. The proof must consist of a diagram of the envelope construction with the image for the envelope 
ordered. 
The Project Authority will return a signed (E Signed) approval of the proof, in writing (email) within five (5) 
working days from its receipt. 
No over runs or under runs will be accepted 

PACKAGING AND SHIPPPING 
Each shipment must be accompanied by a ‘’Shipper’s Checklist’’ (to be determined upon award) 
(APPENDIX D) filled out by the Contractor, the Transport Driver and the PWGSC Production Centre, if so 
required by the contracting authority. 
Detailed packaging and pallet specifications are attached (Appendix C). 4-Way pallets are to be used.
Pallets are not to be double stacked, and ‘’DO NOT DOUBLE STACK’’ signs must be placed on all 4 sides 
and on top of each pallet. 
Any shipment of poor quality stock, poor packaging or broken pallets will be returned to the Contractor at 
their expense for replacement and/or repackaging. 

COMPONENTS 
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All original material supplied (artwork, electronic media, photographs) or created during production 
(negatives, separations, proofs) for any printing requirement is deemed to be the property of the Crown and 
must be returned at no cost after work is completed. 

DELIVERY ADDRESSES 
1. PWGSC – Quebec Production Centre 

220 Fortin Street – Suite 200 
Quebec  QC  G1M 3S5 

2. PWGSC – Winnipeg Production Centre 
75 Bentall Avenue 
Winnipeg  MB  R2X 3B4 

TECHNICAL REQUIREMENTS
. Specifications for Receiver General Envelopes 3-3/4’’ or 3-7/8’’ X 9 ¼’’ (Appendix A) 
. Specifications for Receiver General Envelopes 4-1/4’’ X 9-1/4’’ (Appendix B) 
. Packaging and Pallet Specifications (Appendix C) 
.  Shipper’s Checklist (Appendix D) (to be determined upon award) 
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APPENDIX A – TO ANNEX A STATEMENT OF WORK –  

SPECIFICATIONS FOR 3- 3/4’’ OR 3- 7/8’’ x 9- 1/4’’ RECEIVER GENERAL ENVELOPE 

For use with cheque formats: 18" x 7", 2 up
18"x 14", 1 up&2up

Envelope#:  483-8 (2014/02), 483-9 (2014/02), 483-10 (2014/02), 483-11 (2014/02),
483-12 (2014/02), 483-13 (2014/02), 
483-17 (2014/09) 

Size: 3- 3/4" / 3- 7/8’’ high x 9-1/4" long

Opening: Open side

Window# 1: Size of window:  1/2" high x 5- 1/2" long;
Location: At 3/4" from left edge and 2- 3/4" from bottom edge;

Window# 2: Size of window: 1- 1/2" high x 5- 1/2" long;
Location: At 7/8" from left edge and 13/16" from bottom edge; 

Window Material: Avpexine

Only one (1) piece of avpexine material must be used to cover both windows. The 
avpexine material must be glued around the edges of each of the windows and must also 
be glued around the outer edges of the one piece of avpexine material.

Ensure the avpexine material goes up to, but not over, the score of the flap fold. The 
edge of the avpexine material should end approximately 1/16" from the flap fold.

Print Quality: Informational

Print On:  Face, Back, Flap and inside of envelope in accordance with the artwork provided by
Project Authority.

Ink:  Black

Stock: #24 Natural Kraft (24 lb. recycled paper)

Flap: 1-1/14", full glue, double score 3/16" from original score

Throat: 1/2"

Packaging:  Cartons of 2,000 envelopes, as per Packaging /Pallet Specifications, Appendix C 

Labelling: Each carton to be labelled as to Quantity, Envelope no. and Work Request no. 

Printing: Location: Face (see artwork provided by Project Authority)
Back (see artwork provided by Project Authority) 
Flap (see artwork provided by Project Authority) 
Inside (see artwork provided by Project Authority) 
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APPENDIX B - TO ANNEX A STATEMENT OF WORK –  

SPECIFICATIONS FOR 4- 1/4’’ x 9- 1/4’’ RECEIVER GENERAL ENVELOPE 

For use with cheque formats: 18" x 11", 1 up
18"x11",2 up
18" x 22", 1 up

Envelope#:  483 (2014/02), 483-1 (2014/02), 483-2 (2014/02}, 483-3 (2014/02),
483-6 (2014/02), 483-7 (2014/02) 

Size:  4-1/4" high x 9-1/4" long 

Opening: Open side

Window# 1: Size of window:  1/2" high x 5- 1/2" long;
Location: At 3/4" from left edge and 2- 3/4" from bottom edge;

Window# 2: Size of window:  1- 1/2" high x 5- 1/2" long;
Location: At 7/8" from left edge and 13/16" from bottom edge; 

Stock:  #24 Natural Kraft (24 lb. recycled paper)

Window Material: Avpexine

Only one (1) piece of avpexine material must be used to cover both windows. The 
avpexine material must be glued around the edges of each of the windows and must also 
be glued around the outer edges of the one piece of avpexine material.

Ensure the avpexine material goes up to, but not over, the score of the flap fold. 
The edge of the avpexine material should end approximately 1/16" from the flap 
fold.

Print Quality: Informational

Print On: Face, Back, Flap and inside of envelope in accordance with the artwork provided by
Project Authority. 

Ink:  Black

Flap: 1-5/16", full glue, double score 3/16" from original score

Throat: 1/2"

Packaging:  Cartons of 2,000 envelopes, as per Packaging / Pallet Specifications, Appendix C 

Labelling: Each carton to be labelled as to quantity, envelope no. and Work Request no. 

Printing: Location: Front (as per artwork provided by Project Authority))
Inside (as per artwork provided by Project Authority)
Back   (as per artwork provided by Project Authority) 
Flap (as per artwork provided by Project Authority) 



Solicitation No. - N° de l'invitation Amd. No. - N° de la modif. Buyer ID - Id de l'acheteur
EN893-220033/A cw011
Client Ref. No. - N° de réf. du client File No. - N° du dossier CCC No./N° CCC - FMS No./N° VME

EN893-220033 cw011. EN893-220033

Page 20 of - de 27

APPENDIX C – TO STATEMENT OF WORK - PACKAGING AND PALLET 
SPECIFICATIONS 

PALLETS: 

• 4-way pallets must be used

•  Pallet size must be 40" wide x 48" long;

• New or like-new pallets only (no pallets with broken boards to be used);

•  Decking must be 3/4" thick with 1" spacing;

• Stacking must be 4 cartons per layer, 8 layers high= 32 cartons (64,000 envelopes) per  pallet;

• Heavy gauge cardboard corners must be used for protection;

• Stock is to be firmly wrapped with stretch wrap;

•  Pallets are not to be double stacked;

• "DO NOT DOUBLE STACK" signs must be placed on all4 sides and on top of every pallet; 

CARTONS:

• Cartons must be 20" wide x 24" long x 5" high, divided into 4 sections;

• Cartons of 2,000 envelopes;

• Envelopes to be packed fairly tight in the box to prevent curling.
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APPENDIX D - TO STATEMENT OF WORK – SHIPPER CHECKLIST 

(To be added upon contract award.) 
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APPENDIX E - TO ANNEX A STATEMENT OF WORK HISTORICAL Volumes (2017-2021) 

Description  2017/2018 2018/2019  2019/2020      2020/2021

SIZE 1: 3 7/8’’ X 9 ¼’’            23,000,000   16,800,000       20,400,000  33,200,000  

SIZE 2: 4 ¼’’ X 9 ¼’’                         13,900,000    11,200,000  15,500,000  9,400,000 

TOTALS             36,900,000    28,000,000       35,900,000   42,600,000 

Please take note that for 2020-2021 extra envelopes were required for additonal Covid support 
payments.          
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ANNEX “B” 

BASIS OF PAYMENT 

B.1 PRICING SCHEDULE  

Bidders must provide pricing in the format specified, for each component identified in this ANNEX "B" - 
Basis of Payment.  

The all-inclusive prices must include but are not limited to: all operations and materials for the completion 
of the final printed and custom manufactured to final format and the services as specified in the Annex A 
Statement of Work, creation and delivery of proofs/samples, equipment set ups, printing operations, to 
ready items for shipping and transportation. Shipping charges are extra.  

Failure to price one of the components in the format specified will render the bid non-responsive.  

If pricing is not provided for a component, a price of zero will be assigned for the component and the 
Bidder will be provided an opportunity to agree with the zero amount. If the Bidder agrees then the Basis 
of Payment will be considered compliant. However if the Bidder disagrees then the bid will be found non- 
compliant and no further evaluation will be done.  

BIDDERS MUST SUBMIT THEIR PRICING IN THE MS EXCEL SPREADSHEET INCLUDED ON THE 
GOVERNMENT ELECTRONIC TENDERING SITE (buyandsell.gc.ca) AND RETURN IT WITH THEIR 
BID 

Shipping/transportation costs  

All shipping/transportation costs reasonably and properly incurred in the delivery of items to destinations 
will be reimbursed at cost with no allowance for profit or overhead and upon receipt of proper cost support 
documentation. All payments are subject to government audit.  

Bidders must submit firm, all inclusive, prices for the quantities and items specified in the MS Excel 
spreadsheet distributed through GETS (BuyandSell.gc.ca), FOB Destination , GST/HST/QST extra if 
applicable.  

TRAVEL AND LIVING EXPENSES  

The Crown will not accept any travel and living expenses incurred by any contractor to satisfy the terms of 
any resulting contract.  

The quantities for evaluation shown in the pricing grid of the Annex B - Proposed Basis of Payment 
pricing schedule are estimates for evaluation purposes only and are not a guarantee of the actual number 
of documents to be produced or the actual number of items to be shipped, nor are they intended to reflect 
any expectations on behalf of the Government of Canada.  

B.1.A PAPER ADJUSTMENT CLAUSES (SOLICITATION AND CONTRACT)  

Bidders must complete the B.1.A P2010 - T - Paper Adjustment Clause and include it with their Bid. If the 
Bidder does not complete and provide the B.1.A P2010 - T - Paper Adjustment Clause with the Bid, no 
Paper Adjustment Clause will be included in the Contract and no price escalation/adjustment will be 
granted based on increased paper costs during the period of the Contract.  

Bidders are to add lines if required.  
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B.1.1.A P2010 - T - Paper – Adjustment Bid  

The resulting contract will contain a provision for price adjustment (increase or decrease) of the portion of 
the price directly related to the base transaction cost of paper. Price adjustment will apply only to increase 
or decrease of the base transaction cost of paper that may occur at any time during the resulting contract 
period but not before thirty (30) days after contract award.  

 Bidders must provide their base transaction cost(s) and the quantity of the paper on which the base 
transaction cost is established in their bid as follows:  

a. text stock (if applicable): _____ lb. at a base transaction cost per Cwt. of $_______ , and which 
represent _____ percent of the unit price(s). Brand name and paper supplier: 
____________________.  

b. Avpexine stock (if applicable): _____ lb. at a base transaction cost per Cwt. of $______, and which 
represent ______ percent of the unit price(s). Brand name and paper supplier: _________________.  

Upon request from the Contracting Authority, bidders must provide supporting documentation to confirm 
the base transaction cost. Such documentation may consist of copy of quotation from the paper 
supplier(s).  

B.1.1.B P2010 - C - Paper – Adjustment Contract  

The portion of the price directly related to the base transaction cost of paper is subject to price adjustment 
(increase or decrease) at any time during the contract period but not before ________ (insert the date 
corresponding to the end of the 30-day period after contract award). The price will be adjusted using the 
percentage of the announced increase or decrease that came into effect by applying it to the applicable 
base transaction cost.  

To request a price adjustment, the Contractor must provide the Contracting Authority with a notice 
indicating the increase or decrease in the base transaction cost of the paper necessary to complete the 
requirement of the Contract, if applicable. Such notice must contain the price as publicly announced by at 
least three (3) paper supplier who supply the grade specified in the Contract and the date the price came 
into effect.  

The base transaction cost of paper subject to price adjustment is as follows:  

a. text stock (if applicable): ______ lb. at a base transaction cost per Cwt. of $______ , and which 
represent ______ percent of the unit price(s). Brand name and paper supplier: __________________.  

b. Avpexine stock (if applicable): _____ lb. at a base transaction cost per Cwt. of $______ , and which 
represent ______ percent of the unit price(s). Brand name and paper supplier: 
___________________.  

The Contractor must provide a copy of the quotation from the paper supplier(s) to support the above base 
transaction cost and a copy of the invoice(s) from the paper supplier(s) to support the adjusted base 
transaction cost.  

Any price adjustment must be approved by the Contracting Authority and will be evidenced through a 
contract amendment. 
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ANNEX “C” to PART 3 OF THE BID SOLICITATION 

ELECTRONIC PAYMENT INSTRUMENTS 

The Bidder accepts to be paid by any of the following Electronic Payment Instrument(s): 

(  ) VISA Acquisition Card; 

(  ) MasterCard Acquisition Card; 

(  ) Direct Deposit (Domestic and International); 

(  ) Electronic Data Interchange (EDI);  

(  ) Wire Transfer (International Only); 

(  ) Large Value Transfer System (LVTS) (Over $25M)
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ANNEX “D” to PART 5 OF THE BID SOLICITATION 

FEDERAL CONTRACTORS PROGRAM FOR EMPLOYMENT EQUITY – CERTIFICATION 

I, the Bidder, by submitting the present information to the Contracting Authority, certify that the 
information provided is true as of the date indicated below. The certifications provided to Canada are 
subject to verification at all times. I understand that Canada will declare a bid non-responsive, or will 
declare a contractor in default, if a certification is found to be untrue, whether during the bid evaluation 
period or during the contract period. Canada will have the right to ask for additional information to verify 
the Bidder's certifications. Failure to comply with any request or requirement imposed by Canada may 
render the bid non-responsive or constitute a default under the Contract.  

For further information on the Federal Contractors Program for Employment Equity visit Employment and 
Social Development Canada (ESDC) – Labour's website. 

Date:___________(YYYY/MM/DD) (If left blank, the date will be deemed to be the bid solicitation closing 
date.) 

Complete both A and B. 

A. Check only one of the following: 

(   ) A1. The Bidder certifies having no work force in Canada. 

(   ) A2. The Bidder certifies being a public sector employer. 

(   ) A3. The Bidder certifies being a federally regulated employer being subject to the Employment 
Equity Act.

(   ) A4.  The Bidder certifies having a combined work force in Canada of less than 100 permanent full-
time and/or permanent part-time employees. 

A5.  The Bidder has a combined workforce in Canada of 100 or more employees; and  

(   ) A5.1. The Bidder certifies already having a valid and current Agreement to Implement 
Employment Equity (AIEE) in place with ESDC-Labour. 

OR 
(   ) A5.2. The Bidder certifies having submitted the Agreement to Implement Employment Equity 

(LAB1168) to ESDC-Labour. As this is a condition to contract award, proceed to 
completing the form Agreement to Implement Employment Equity (LAB1168), duly 
signing it, and transmit it to ESDC-Labour. 

B. Check only one of the following: 

(   ) B1. The Bidder is not a Joint Venture. 

OR 

(   ) B2.  The Bidder is a Joint venture and each member of the Joint Venture must provide the 
Contracting Authority with a completed annex Federal Contractors Program for Employment 
Equity - Certification. (Refer to the Joint Venture section of the Standard Instructions) 
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ANNEX E – PRINT FILE SPECIFICATIONS 
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