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TITLE

Request for proposal # 24062-210104 for translation services purpose to translate texts from English to
French and from French to English.

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 Security and Other Requirements: includes specific requirements that must be addressed by
Bidders; and

Part 7 Resulting Contract Clauses: includes the clauses and conditions that will apply to any res ulting
contract.

Annex A, Statement of Work

Annex B, Basis of Payment

Annex C, Security Requirements Checklist,

Annex D, Task Authorization Form

Annex E, Sample of an MS Office Spreadsheet for period usage reports
Annex F, Electronic Payment Instrument
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1.2 Summary

1.2.1 The Treasury Board of Canada Secretariat (the Secretariat) has a requirement for translation
services on an "as and when requested"” basis. The purpose is to translate texts from English to

French and from French to English.

The texts to be translated will be précis, decision letters, meeting agendas, memoranda to Cabinet,
news releases, questions and answers, presentations, reports, correspondence and other texts
such as policies, procedures, reports, labour relations documents, procedure manuals and a
variety of sensitive and strategic communications prepared for or tabled in Parliament by the
President of the Treasury Board.

Please consult section Annex A - Statement of work for details.

1.2.2 ltis intended to result in the award of up to three (3) contracts of one (1) year each, plus four (4)
one-year irrevocable options allowing Canada to extend the term of the contract. There is also a
four (4) months optional transition period from the contract to a new contract with another supplier.

1.2.3 Aresource from the contractor ranked first will be required to work at the client's site one day per
week, depending on the level of security of the documents to be translated.

1.2.4 This requirement is subject to the COVID-19 Vaccination Policy for Supplier Personnel.

1.2.5 This requirement is subject to Canadian Free Trade Agreement (CFTA).

1.2.6 This requirement is limited to Canadian services.

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

Clauses. For more information on personnel and organization security screening or security
clauses, Bidders should refer to the_Contract Security Program of Public Works and Government

Services Canada (http:/Awww.tpsgc-pwgsc.gc.ca/esc-src/introduction-eng.html) website”.

1.2.8 The Federal Contractors Program (FCP) for employment equity applies to this procurement; refer
To Part 5 — Certifications and Additional Information, Part 7 - Resulting Contract Clauses and the
annex titled Federal Contractors Program for Employment Equity - Certification.

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

1.2.10 This bid solicitation is to establish a contract with task authorizations for the delivery of the
requirement detailed in the bid solicitation to the Identified Users across Canada, excluding
locations within Yukon, Northwest Territories, Nunavut, Quebec, and Labrador that are subject to
Comprehensive Land Claims Agreements (CLCAs). Any requirement for deliveries within CLCAs
areas within Yukon, Northwest Territories, Nunavut, Quebec, or Labrador will have to be treated
as a separate procurement, outside the resulting contract.

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 (2021-12-02) 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: 180 days

2.2 Submission of Bids

UNTIL FURTHER NOTICE, BIDS MUST BE SENTBY FAXOR BY EPOST ONLY

Bids must be submitted only to Public Works and Government Services Canada (PWGSC) Bid
Receiving Unit by the date, time and place indicated at page 1 of 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 willnot be accepted if emailed directly to this email address. This email addressisto 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.

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 beenreceived by the time the evaluation of bids is
completed, Canada will inform the Bidder of a time frame within which to provide the information.
Failure to comply with Canada’s request and meet the requirement within the prescribed time frame
will render the bid non-responsive.

Definitions

For the purposes of this clause, "former public servant" is any former member of a department as
defined in the Financial Administration Act, R.S., 1985, c. F-11, a former member of the Canadian
Armed Forces or a former member of the Royal Canadian Mounted Police. A former public servant
may be:
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a. anindividual
b. anindividual who has incorporated;
c. apartnership made of former public servants; or

d. asole proprietorship or entity where the affected individual has a controlling or major interestin
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 notinclude 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
aformer public servantin 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 paymentincentive;
c. date of termination of employment;

d. amount of lump sum payment;
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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

All enquiries must be submitted in writing to the Contracting Authority no later than (3) 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 relevantitem. ltems 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 Basis for Canada's Ownership of Intellectual Property

Canada has determined that any intellectual property rights arising from the performance of the Work
under the resulting contract will belong to Canada, for the following reasons, as setoutin the Policy on
Title to Intellectual Property Arising Under Crown Procurement Contracts: «where the Foreground
IP consists of material subject to copyright, with the exception of computer software and all
documentation pertaining to that software».

2.7 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:

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

(c) Suppliers should note that there are strict deadlines for filing complaints, and the time periods vary
depending onthe 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

31 Bid Preparation Instructions

Until further notice, Bidder must submit its bid electronically. 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 lll: Certifications
Section IV: Additional Information

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

Canada requests that bidders follow the format instructions described below in the preparation of hard
copy of their bid:

(a)use 8.5x 11 inch (216 mm x 279 mm) paper;
(b)use a numbering system that corresponds to the bid solicitation.

In April 2006, Canada issued a policy directing federal departments and agencies to take the necessary
steps to incorporate environmental considerations into the procurement process Policy on Green
Procurement (https://www.tbs-sct.gc.ca/pol/doc-eng.aspx?id=32573). To assist Canada in reaching its
objectives, bidders should:

1) use 8.5x 11inch (216 mm x 279 mm) paper containing fibre certified as originating from a
sustainably-managed forest and containing minimum 30% recycled content; and

2) use an environmentally-preferable format including black and white printing instead of colour printing,
printing double sided/duplex, using staples or clips instead of cerlox, duotangs or binders.

Sectionl: 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.

Part 4, Evaluation Procedures, contains additional instructions that bidders should consider when
preparing their technical bid.
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Section ll: Financial Bid

A. Bidders must submit their financial bid in accordance with the Pricing Schedule detailed in Annex 1 of
Part 3. The total amount of Applicable Taxes must be shown separately.

B. Bidders must submit their prices and rates FOB destination; Canadian customs duties and excise
taxes included, if applicable; and applicable taxes excluded.

C. When preparing their financial bid, bidders should review clause 4.1.2, Financial Evaluation, of Part 4;
and section 7.7, Payment, of Part 7.

D. SACC Manual Clauses

C3011T (2013-11-06 ), Exchange Rate Fluctuation
3.2 Electronic Payment of Invoices — Bid

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

If Annex F Electronic Payment Instruments is not completed, it willbe 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 lll: Certifications

Bidders must submit the certifications and additional information required under Part 5.
Section IV: Additional Information

In Section IV of their bid, bidders should provide:

1. theirlegal name;

2. their Procurement Business Number (PBN);

3. the name of the contact person (provide also this person’s mailing address, phone and facsimile
numbers and email address) authorized by the Bidder to enter into communications with Canada
with regards to their bid, and any contract that may result from their bid;

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

5. forPart 6, article 6.1, Security Requirement, of the bid solicitation:

a) foreach individual who will require access to classified or protected information, assets or
sensitive work sites:
1) the name of the individual and;
2) if available, information confirming the individual meets the security requirement as
indicated in Part 7 - Resulting Contract Clauses;
and

b) As indicated in Part 6 under Security Requirements, the Bidder must provide the full
addresses of the Bidder's and proposed individuals’ sites or premises for which safeguarding
measures are required for Work Performance:

Street Number / Street Name, Unit / Suite / Apartment Number
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City, Province, Territory / State
Postal Code / Zip Code
Country

The Company Security Officer must ensure through the Contract Security Program that the
Bidder and proposed individuals hold a valid security clearance at the required level, as
indicated in Part 6 — Security and Other Requirements.
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ATTACHMENT 1 TO PART 3, PRICING SCHEDULE

NOTE : Bidders MUST provide their firm all inclusive prices.

The Bidder should complete this pricing schedule and include it in its financial bid once completed. As a
minimum, the Bidder must respond to this pricing schedule by including in its financial bid the firm all-
inclusive rate per word (in CAD$).

The rates specified below, when quoted by the Bidder, include the total estimated cost of all travel and
living expenses that may need to be incurred for:

a. Work described in Part 7, Resulting Contract Clauses, of this bid solicitation required to be
performed within the National Capital Region (NCR). The NCR is defined in the National Capital Act,
R.S.C. 1985, c. N-4, S.2. The National Capital Act is available on the Justice Website:
http:/Naws.justice.gc.ca./en/N-4/,

b. travel between the successful bidder’s place of business and the NCR; and
c. the relocation of resources to satisfy the terms of any resulting contract. These expenses cannot be
charged directly and separately from the professional fees to any contract that may result from the bid
solicitation.
The data in this pricing schedule has been provided to Bidders to assist them in preparing their bids.
The inclusion of this data in this bid solicitation does not represent a commitment by Canada that
Canada'’s future usage of the service identified in this bid solicitation will be consistent with this data. It
is provided purely for information purposes.

The estimated word numbers provided will be allocated in rotation to a maximum of three (3) qualified
contractors.

1. Pricing schedule

Pricing schedule

A B C
Periods Service Category Firm all-inclusive | Extended estimated
Volumetric Data rate per word price (A x B)
Translation, Regular - $ - $
hours
Initial Period 5,205,000 words
Translation, Urgent -3 - 9%
420,000 words
Translation, Regular - $ - $
hours
Option Period 1 5,270,000 words
Translation, Urgent -3 - $
440,000 words
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Translation, Regular - $ - $
hours
Option Period 2 5,410,000words
Translation, Urgent - $ - $
340,000 words
Translation, Regular - $ - $
hours
Option Period 3 5,550,000 words
Translation, Urgent - 3 -3
440,000 words
Translation, Regular - 3 -9
hours
Option Period 4 5,690,000 words
Translation, Urgent - $ - %
340,000 words
Translation, Regular -3 -3
Transition period hours 1,900,000 words
Translation, Urgent 150,000 words - $ - 98
TOTAL ESTIMATED PRICEOFTHEBID | - $

Page 12 of - de 67




UNCLASSIFIED / NON CLASSIFIE

N° de l'invitation - Solicitation No. N° de la modif - Amd. No. Id de I'acheteur - Buyer ID
24062-210104/A 504zf

N° de réf. du client - Client Ref. No. File No. - N° du dossier N°CCC/CCCNo./N°VME - FMS
24062-210104 504zf.24062-210104

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 evaluation criteria.

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

4.1.1 Technical Evaluation

a) Where the Bidder is a joint venture with existing experience as that joint venture, it may
submit the experience that it has obtained as that joint venture.

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

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

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

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

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

» Contracts all signed by A;
» Contracts all signed by B; or
» Contracts all signed by A and Bin joint venture, or

» Contracts signed by A and contracts signed by A and B in joint venture, or
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» Contracts signed by B and contracts signed by A and B in joint venture.
That show in total 100 billable days.

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

4.1.1.1 Mandatory Technical Criteria

Canada reserves the right to stop its evaluation of the mandatory evaluation as soon as one of
the mandatory criteria is considered non-compliant.

Refer to Attachment 1 to Part 4.
4.1.1.2 Point Rated Technical Criteria

Only bids that comply with the mandatory technical criteria will be evaluated according to the
rated technical criteria.

Refer to Attachment 1 to Part 4.
4.1.2 Financial Evaluation

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

4.2 Basis of Selection — Highest Combined Rating of Technical Merit (70%) and Price (30%)

1. To be declared responsive, a bid must:

a. comply with all the requirements of the bid solicitation; and

b. meet all mandatory technical evaluation criteria; and

c. obtain the required minimum points (74%) for the technical evaluation criteria which are
described in Part 4, point rated technical criteria.

2. Bids notmeeting 4.2.1 (a) or (b) or (c) will be declared non-responsive.

3. The selection will be based on the highest responsive combined rating of technical merit and price.
The ratio will be 70% for the technical merit and 30% for the price.

4.To establish the technical merit score, the overall technical score for each responsive bid will be
determined as follows: total number of points obtained / maximum number of points available multiplied
by the ratio of 70%.

5.To establish the pricing score, each responsive bid will be prorated against the lowest evaluated price
and the ratio of 30%.

6. For each responsive bid, the technical merit score and the pricing score will be added to determine its
combined rating.

7. Neither the responsive bid obtaining the highest technical score nor the one with the lowest evaluated
price will necessarily be accepted. The three (3) responsive bids with the highest combined rating of
technical merit and price will be recommended for award of a contract.
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8. The responsive bids will be ranked in descending order of combined rating of technical merit and price;
the responsive bid with the highest combined rating of technical merit and price being ranked first. Of the
highest ranked responsive bids in descending order of combined rating of technical merit and price, up to
three (3) bids will be recommended for award of a contract. In the event two or more responsive bids
have the same highest combined rating of technical merit and price, these bids will be ranked in
descending order of the overall scores obtained for all of the point rated technical criteriadetailed in
Attachment 2 to Part 4; the responsive bid obtaining the highest overall score being ranked the highest.

9. The table below illustrates an example where all three bids are responsive and the selection of the
contractor is determined by a 70/30 ratio of technical merit and price, respectively. The total available
points equals 135 and the lowest evaluated price is $45,000 (45).

Basis of Selection - Highest Combined Rating Technical Merit (70%) and Price (30%)

Bidder 1 Bidder 2 Bidder 3
Overall Technical Score Rated 115/135 89/135 92/135
Technical Criteria
Bid evaluated Price $55,000.00 $50,000.00 $45,000.00
Calculations| Technical Merit Score |115/135x 70 = 89/135x 70=46.15 92/135x 70 =
59.63 47.70
Pricing score 45,000/55,000 x 30 ' 45,000/50,000 x 30  45,000/45,000 x 30
=24.55 =27.00 =30.00
Combined Score 84.18 73.15 77.7
Overall Ranking 1st 3 2nd
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UNCLASSIFIED / NON CLASSIFIE

N° de l'invitation - Solicitation No. N° de la modif - Amd. No. Id de I'acheteur - Buyer ID
24062-210104/A 504zf

N° de réf. du client - Client Ref. No. File No. - N° du dossier N°CCC/CCCNo./N°VME - FMS
24062-210104 504zf.24062-210104

ATTACHMENT 3 to PART 4, TECHNICAL CRITERIA

Optional template for mandatory criteria MC1

Mandatory Criterion - MC1 for Contracts A and B & MC1 for Contract C

Name of the client organizationto
which the translation services were

provided
L, L. Name
Client’s organization resource who
. . Telephone
can confirmthe claimed experience
Email

Number of experience

Start of experience (month / year)

End of experience (month / year)

The nature ofthe work carried out
(Briefly explain the work carried out)

Thesubject ofthe work carried out
(What were the subjects of the
translated texts)

Source language of the translation
(English or French)

Targetlanguage ofthe translation
(English or French)

Totalnumber of words translated for
theperiod
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UNCLASSIFIED / NON CLASSIFIE

Id de I'acheteur - Buyer ID

504zf
N° CCC/CCCNo./N°VME - FMS

ATTACHMENT 4 to PART 4, TECHNICAL CRITERIA

Optional template rated criteria RC1

Rated Criteria RC1

Name of the client organization to
which the translation services were
provided

Client’s organization resource who can
confirm claimed experience

Name

Telephone

Email

Number of experience

Start of experience (month /year)

End of experience (month /year)

The nature of the work carried out
(Briefly explain the work carried out)

The subject of the work carried out
(What were the subjects of the
translated texts)

Source language of the translation
(English or French)

Target language of the translation
(English or French)

Total number of words translated for
the period
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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 Required with the Bid

Bidders must submit the following duly completed certifications as part of their bid.

5.1.1 Integrity Provisions - Declaration of Convicted Offences

In accordance with the Integrity Provisions of the Standard Instructions, all bidders must provide with their
bid, if applicable, the Integrity declaration form available on the Forms for the Integrity Regime website
(http:/Avww.tpsgc-pwgsc.gc.calci-if/ldeclaration-eng.html), to be given further consideration in the
procurement process.

5.1.2 COVID-19 vaccination requirement certification

In accordance with the COVID-19 Vaccination Policy for Supplier Personnel, all Bidders must provide with
their bid, the COVID-19 Vaccination Requirement Certification attached to this bid solicitation, to be given
further consideration in this procurement process. This Certification incorporated into the bid solicitation
on its closing date is incorporated into, and forms a binding part of any resulting Conftract.

5.2 Certifications Precedent to Contract Award

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.

5.21 Integrity Provisions — Required Documentation

In accordance with the section titled Information to be provided when bidding, contracting or entering into
areal 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. htmi#).
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Canada will have the right to declare a bid non-responsive if the Bidder, or any member of the Bidder if
the Bidderis 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 “ECP 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 Canadian Content Certification

SACC Manual clause A3050T (2020-07-01) Canadian Content Definition
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Attachment 1 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. | 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.)

Completeboth 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 requlated 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 Bidderis nota Joint Venture.
OR

() B2. The Bidderis 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)

2. Canadian Content

2.1 SACC Manual clause A3050T (2020-07-01) - Canadian Content Definition
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2.2 Canadian Content Certification

This procurement is limited to Canadian services.

The Bidder certifies that:

() the service offered is a Canadian service as defined in paragraph 2 of clause A3050T.

3. COVID-19 vaccination requirement certification

Certification

l, (first and last name), as the representative of

(name of business) pursuant to Contract

(contract number), warrant and certify that all personnel that

(name of business) will provide on this Contract who access

federal government workplaces where they may come into contact with public servants will be:

(a) fully vaccinated against COVID-19 with Health Canada-approved COVID-19 vaccine(s) as of
November 15, 2021; or

(b) forpersonnel that are unable to be vaccinated due to a certified medical contraindication, religion or
other prohibited grounds of discrimination under the Canadian Human Rights Act, subject to
accommodation and mitigation measures as of November 15, 2021 that have been presented to and
approved by Canada;

until such time that Canadaindicates that the vaccination requirements of the Government of Canada’s

COVID-19 Vaccination Policy for Supplier Personnel are no longer in effect.

| certify that all personnel provided by (name of business) have been notified of the

vaccination requirements of the Government of Canada’s COVID-19 Vaccination Policy for Supplier

Personnel, and that the (name of business) has certified to their

compliance with this requirement.

| certify that the information provided is true as of the date indicated below and will continue to be true for
the duration of the Contract. | understand that the certifications provided to Canada are subject to
verification at all times. | also understand that Canada will declare a contractor in default if a certification
is found to be untrue, whether made knowingly or unknowingly, during the contract period. Canada
reserves the right to ask for ad ditional information to verify the certifications. Failure to comply with any
request or requirementimposed by Canada will constitute a default under the Contract.

Signature:
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Date:

Optional
For data purposes only, initial below if your business already has its own vaccination policy or

requirements for employees in place. Initialing below is not a substitute for completing the
mandatory certification above.

Initials:

Information you provide on this Certification Form and in accordance with the Government of Canada’s
COVID-19 Vaccination Policy for Supplier Personnel will be protected, used, stored and disclosed in
accordance with the Privacy Act. Please note that you have a right to access and correct any information
onyour file, and you have a right to file a complaint with the Office of the Privacy Commissioner regarding
the handling of your personal information. These rights also apply to all individuals who are deemed to be
personnel for the purpose for the Contract and who require access to federal government workplaces
where they may come into contact with public servants.
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PART 6 - SECURITY AND OTHER REQUIREMENTS

6.1 Security Requirements
6.1.1 Before award of a contract, the following conditions must be met:

a) the Bidder must hold a valid organization security clearance as indicated in Part 7 - Resulting
Contract Clauses;

b)  the Bidder's proposed individuals requiring access to classified or protected information, assets or
sensitive work sites must meet the security requirements as indicated in Part 7 - Resulting Contract
Clauses;

c) the Bidder must provide the name of all individuals who will require access to classified or
protected information, assets or sensitive work sites;

d) the Bidder's proposed location of work performance and document safeguarding must meet the
security requirements as indicated in Part 7 - Resulting Contract Clauses;

e) the Bidder must provide the addresses of proposed sites or premises of work performance and
document safeguarding as indicated in Part 3 - Section IV Additional Information.

Street Number/ Street Name, Unit / Suite / Apartment Number
City, Province, Territory / State
Postal Code / Zip Code

Country

6.1.2. Bidders are reminded to obtain the required security clearance promptly. Any delay in the award of
a contract to allow the successful Bidder to obtainthe required clearance will be at the entire discretion of
the Contracting Authority.

6.1.3. For additional information on security requirements, Bidders should refer to the_Contract Security
Program of Public Works and Government Services Canada (http://www.tpsgc-pwgsc.gc.ca/esc-
src/introduction-eng.html) website.

6.2 Insurance Requirements

The Contractor is responsible for deciding if insurance coverage is necessary to fulfill its obligation
under the Contract and to ensure compliance with any applicable law. Any insurance acquired or
maintained by the Contractor is at its own expense and for its own benefit and protection. It does
not release the Contractor from or reduce its liability under the Contract.
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PART 7 - RESULTING CONTRACT CLAUSES

The following clauses and conditions apply to and form part of any contract resulting from the bid
solicitation (When awardingthe contract, delete this sentence.)

71 Statement of Work

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

7.1.1 Order of ranking - contract allocation

(insert number) contracts were awarded as a result of Public Works and Government Services
Canada bid solicitation number: (insert number).

7.1.2 Task Authorization

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

B. With respectto the Work mentioned under paragraph 1.2.1 of this clause,
1. an obligation will come into force only when the Contractor receives a Task Authorization

(TA), inclusive of any revisions, authorized and issued in accordance with this clause,
and only to the extent designated in the authorized TA,;

2. the TA Authority and limit will be determined in accordance with paragraph C of this
clause;
3. the Contractor must not commence work untila TA, inclusive of any revisions, has been

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

4. the task description, inclusive of any revisions, included in an authorized TA must fall
within the scope of the Statement of Work, in Annex A; and

5. the TA, inclusive of any revisions, will be authorized under the Contract through the use
of Annex D - Task Authorization Form. An authorized TA is a completed Annex “D” and
sent to the Contractor by the TA Authority.

C. TA Authority and Limit of a TA

The Project Authority (or designated representative) may authorize individual task
authorizations up to a limit of $40,000, Applicable Taxes extra. Any TA the total value of which
would exceed that limit or any revision to a previously authorized TA that would increase the TA
total value above that limit must be authorized by the Contracting Authority before issuance to
the Contractor.
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D) The authority specified under paragraph C of this clause is granted subject to the sum specified in

the Contract under clause 7.6.2 Canada’s Total Liability - Cumulative Total of all authorized TAs
not being exceeded.

E) Multiple Contracts Task Authorisations will be allocated on a rotational basis between Contractors
The tasks authorizations will be allocated as follows:

Contractors willbe placed ona list managed by the Project Authority. As requirements are identified, the
Project Authority will contact contractors on a rotational basis to ensure a more or less equal distribution
of the work.

Once contacted, the first Contractor will be given one (1) day to accept the work as described within the
email request. The contractor may accept the work per the terms of the task authorization email request,
or the Project Authority may decline to complete the work. The task authorization will be offered to the
next one in case of refusal or lack of response within the designated time frame. Then the next
requirement issued by the Project Authority will be offered to the Contractor next on the listin the same
fashion. This process is repeated until the list of Contractors is exhausted, after which the process is
started once more from the top of the list of Contractors.

A Contractor will not be penalized for declining the work proposed by a given email request.

Below is an example of the list that will be managed by the Project Authority to ensure rotational
distribution of the work, based on three (3) qualified Contractors:

Offeror Task Authorization # Task authorization Date

value
Contractor 1 001 $4,500.00 Jan 16
Contractor 2 002 $987.00 Jan 18
Contractor 3 003 $16,000.00 Jan 20
Contractor 1 004 $8,900.00 Jan 22
Contractor 2 005 $2,200.00 Jan 22
Contractor 3 006 $29,000.00 Jan 23
Contractor 1 007 Declined Jan 27
Contractor 2 007 $17,000.00 Jan 27
Contractor 3 008 $7,000.00 Jan 30
Contractor 1

(Insert the number of contracts issued) contracts were awarded under the bid solicitation number 24062-
210104.

The ranking order of Contractors is as follows:
Contractor ranked first:

Contractor ranked second:
Contractor ranked third:
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F) Task Authorization Process

For each task or revision of a previously authorized task, the Project Authority will provide the Contractor
with a request to perform a task prepared using Annex D Task Authorization Form, including as a
minimum:

A) thetask orrevised task description of the Work required, including:

the Contract number

the task authorization number;

the task authorization approval name and telephone number
the instructions on the services to be delivered;

the total estimated number of words and cost;

the number and title of documents;

the reference documents;

the security classification of the document;

the task or revised task description of the Work required.

CoNOOR~WN =

B) After receipt of the TA, the Contractor must provide the Task Authorization Authority with
aresponse to the TA including as a minimum:

acknowledgement of receipt of the TA and the documents;
acceptance or refusal of the TA

confirmation of the number of words (if apply) and;

the proposed estimated total cost for performing the task established in
accordance with Annex B, if apply.

hPON -~

C) Task Authorization Approval

1. Provided the Contractor submits the required confirmation, as requested under b)
above, the Contractor will be authorized by Canada to proceed with the Work
requested.

2. The total estimated price authorized in the approved Task Authorization shall be

established in accordance with Annex “B” - Basis of Payment. No changes,
modifications or interpretations of the Work will be accepted unless such
changes, modifications or interpretations have been approved in writing by the
Task Authorization Authority, and incorporated into the Task Authorization by a
duly approved amended Task Authorization.

D) Minimum Work Guarantee - All the Work - Authorized TAs
1. "Maximum Contract Value" means the sum specified in Contract clause 7.6.2 (Canada’s Total
Liability, Cumulative Total of all authorized TAs, Cumulative Total of all authorized TAs) ; and
"Minimum Contract Value" means 5 % of the Maximum Contract Value at contract award date.

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

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

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

E) Periodic Usage Reports - Contracts with Task Authorizations

The Contractor must compile and maintain records on its provision of services to the federal
government under authorized Task Authorizations issued under the Contract.

The Contractor must provide this data in accordance with the reporting requirements detailed
below and in Annex E. If some data is not available, the reason must be indicated. If services
are not provided during a given period, the Contractor must still provide a "nil" report.

The quarterly periods are defined as follows:
1st quarter: April 1 to June 30;

2nd quarter: July 1 to September 30;

3rd quarter: October 1 to December 31; and
4th quarter: January 1 to March 31.

Electronic reports must be completed and forwarded to the PWGSC and the Treasury Board of Canada
Secretariat Contracting Authorities no later than 15 calendar days after the end of the quarterly period. If
no Work is provided during a given period, the Contractor must provide a "NIL" report.

A sample of an MS Office spreadsheet is provided in Annex E.
7.2 Standard Clauses and Conditions
All clauses and conditions identified in the Contract by number, date and title are set out in the Standard

Acquisition Clauses and Conditions Manual (https://buyandsell.gc.ca/policy-and-guidelines/standard-
acquisition-clauses-and-conditions-manual) issued by Public Works and Government Services Canada.

7.2.1 General Conditions

2035 (2021-12-02), General Conditions - Higher Complexity - Services, apply to and form part of the
Contract.

7.2.2 Supplemental General Conditions

4007 (2010-08-16), Supplemental General Conditions (Canada to Own Intellectual Property Rights in
Foreground Information), apply to and form part of the Contract.

7.3 Security Requirements

7.3.1  The following security requirements (SRCL and related clauses provided by the Contract Security
Program) apply and form part of the Contract.

1. The Contractor/Offeror must, at all times during the performance of the Contract/Standing Offer,
hold a valid Facility Security Clearance at the level of SECRET, issued by the Contract Security
Program (CSP), Public Works and Government Services Canada (PWGSC).
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2. The Contractor/Offeror personnel requiring access to CLASSIFIED/PROTECTED information,

(b)

assets or sensitive site(s) must EACH hold a valid personnel security screening at the level of
SECRET, granted or approved by the CSP, PWGSC.

The Contractor/Offeror MUST NOT remove any CLASSIFIED/PROTECTED information or assets
from the identified site(s), and the Contractor/Offeror must ensure thatits personnel are made
aware of and comply with this restriction.

Subcontracts which contain security requirements are NOT to be awarded without the prior
written permission of the CSP, PWGSC.

The Contractor/Offeror must comply with the provisions of the:

(a) Security Requirements Check List and security guide (if applicable), attached at Annex

Contract Security Manual (Latest Edition).
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7.3.2 Contractor’s Sites or Premises Requiring Safeguarding Measures

7.3.2.1 Where safeguarding measures are required in the performance of the Work, the Contractor
must diligently maintain up-to-date the information related to the Contractor's and proposed
individuals’ sites or premises for the following addresses:

Street Number/ Street Name, Unit / Suite / Apartment Number
City, Province, Territory / State

Postal Code / Zip Code

Country

7.3.2.2 The Company Security Officer must ensure through the Contract Security Program that the
Contractor and individuals hold a valid security clearance at the required level.

7.4 Term of Contract
7.4.1 Period of the Contract

The period of the Contract is from date of Contract to inclusive. (fillin startand end date of the period).

7.4.2 Option to Extend the Contract

The Contractor grants to Canada the irrevocable option to extend the term of the Contract by up to four
(4) additional one (1) year period under the same conditions. The Contractor agrees that, during the
extended period of the Contract, it will be paid in accordance with the applicable provisions as set out in
the Basis of Payment.

Canada may exercise this option at any time by sending a written notice to the Contractor at least thirty
(30) calendar days before the expiry date of the Contract. The option may only be exercised by the
Contracting Authority, and will be evidenced for administrative purposes only, through a contract
amendment.

7.4.3 Option to Extend - Transition Period

The Contractor acknowledges that the nature of the services provided under the Contract requires
continuity and that a transition period may be required at the end of the Contract. The Contractor agrees
that Canada may, at its discretion, extend the Contract by a period of four (4) months under the same
conditions to ensure the required transition. 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.

The Contracting Authority will advise the Contractor of the extension by sending a written notice to the
Contractor at least thirty (30) calendar days before the contract expiry date. The extensionwill be
evidenced for administrative purposes only, through a contract amendment.
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7.5 Authorities
7.5.1 Contracting Authority
The Contracting Authority for the Contractis:

Name:

Title:

Public Works and Government Services Canada
Acquisitions Branch

Directorate:

Address:

Telephone: - -
Facsimile: _ - -
E-mail address:

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 thanthe Contracting Authority.

7.5.2 Project Authority
(Fillin at time of contractaward.)

The Project Authority for the Contractis:

Name:

Title:
Organization:
Address:

Telephone: - -

Facsimile: - -
E-mail address:

In its absence, the Project Authority is:

Name:

Title:
Organization:
Address:

Telephone: - -
Facsimile: _ - -
E-mail address:

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.
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7.5.3 Contractor's Representative
(Fillin at time of contractaward.)

Notice to the Bidder: If the selected Bidder provided (in accordance with the article 3 of Part 2: Former
Public Servant) information on its status with respect to being a Former Public Servant in receipt of a
Public Service Superannuation Act (PSSA) pension, the full text of SACC Manual clause A3025C (2020-
05-04), Proactive Disclosure of Contracts with Former Public Servants, will form part of the Contract as
article 6, and the articles below will be renumbered accordingly.

7.6 Payment

7.6.1 Basis of Payment - TA Subject to a limitation of expenditures

The Contractor will be paid for the Work specified in the authorized task authorization, in accordance
with the Basis of payment at Annex "B".

Canada's liability to the Contractor under the authorized task authorization must not exceed the
specified in the authorized task authorization. Custom duties are included and Applicable Taxes are
extra.

No increase in the liability of Canada or in the price of the Work specified in the authorized task
authorization 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 authorized, in writing, by the Contracting Authority before their incorporation into the Work.

7.6.2 Canada’s Total Liability - Cumulative Total of all Task Authorizations

A. Canada's total liability to the Contractor under the Contract for all authorized Task Authorizations
(TAs), inclusive of any revisions, must not exceed the sum of $ . (Fill in at time of
contractaward.) Customs duties are included and Applicable Taxes are extra.

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

C. The Contractor must notify the Contracting Authority in writing as to the adequacy of this sum:
1. whenitis 75 percent committed, or
2. four (4) months before the contract expiry date, or
3. as soon as the Contractor considers that the sumis inadequate for the completion of the
Work required in all authorized TAs, inclusive of any revisions,

whichever comes first.
If the notification is for inadequate contract funds, the Contractor must provide to the Contracting
Authority, a written estimate for the additional funds required. Provision of such information by the
Contractor does not increase Canada's liability.
7.6.3 Method of Payment — Approved TA
The following method of payment will form part of the authorized TA.
For the Work specified in an authorized TA subject to a limitation of expenditure.

7.6.3.1 Monthly Payments

Canada will pay the Contractor on a monthly basis for work performed during the month covered by the
invoice in accordance with the payment provisions of the Contract if:
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a. anaccurate and complete invoice and any other documents required by the Contract have been
submitted in accordance with the invoicing instructions provided in the Contract;
b. all such documents have been verified by Canada;
c. the Work performed has been accepted by Canada.
7.6.4 SACC Manual Clauses

A9117C (2007-11-30), T1204 - Direct Request by Customer Department
C035C (2014-06-26), Cost Submission - Limitation of Expenditure

7.6.5 Discretionary Audit
C0705C (2010-01-11), Discretionary Audit
7.7 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).
7.8.  Invoicing Instructions

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

2. Each invoice must be supported by:

a) The original and one (1) copy must be forwarded to the address shown on page 1 of the
Contract for certification and payment.

7.9 Certifications and Additional Information
7.9.1 Compliance

Unless specified otherwise, the continuous compliance with the certifications provided by the Contractor
in its bid or precedent to contract award, and the ongoing cooperation in providing additional information
are conditions of the Contract and failure to comply will constitute the Contractor in default. Certifications
are subject to verification by Canada during the entire period of the Contract.

7.9.2 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 "ECP 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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7.9.3 SACC Manual Clauses

A3060C (2008-05-12), Canadian Content Certification
7.10 Applicable Laws

The Contract must be interpreted and governed, and the relations between the parties determined, by the
laws inforcein (insert the name of the province or territory as specified by the Bidder in
its bid, if applicable).

7.11  Priority of Documents

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

(a) the Articles of Agreement;

(b) the supplemental general conditions 4007 (2010-08-16) — Canada to Own Intellectual Property
Rights in Foreground Information;

(c) the general conditions 2035 (2021-12-02) - Higher Complexity - Services;

(d) Annex “A”, Statement of Work;

(e) Annex “B”, Basis of Payment;

() Annex “C”, Security Requirements Check List;

(9) Signed Tasks Authorizations (including all of its annexes, if any) and;

() the Contractor's bid dated , (insert date of bid) (If the bid was clarified or amended, insert
at the time of contract award:", as clarified on "or",as amended on "and insert
date(s) of clarification(s) or amendment(s)).

7.12 Insurance

SACC Manual clause G1005C (2016-01-28), Insurance

7.13 Proactive Disclosure of Contracts with Former Public Servants

If the selected Bidder provided in accordance with the article 2.3, Former Public Servant, information on its status with respect to
being a Former Public Servant in receipt of a Public Service Superannuation Act (PSSA) pension, you must insert here the full
text of SACC Manual clause A3025C, Proactive Disclosure of Contracts with Former Public Servants.

7.14 Dispute Resolution

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

7.15 Performance of the Work

SACC Manual clause B4078C (2008-05-12), Performance of the Work
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ANNEX A, STATEMENT OF WORK

A.1  SCOPE OF WORK

A.1.1 Purpose

The Treasury Board of Canada Secretariat (the Secretariat) has a requirement for translation services on
an "as and when requested"” basis. The purpose is to translate texts from English to French and from
French to English.

A.1.2 Background

As the administrative arm of the Treasury Board, the Secretariat has a dual mandate: to support the
Treasury Board as a committee of ministers and to fuffill the statutory responsibilities of a central
government agency. The Secretariat is tasked with providing advice and support for Treasury Board
ministers in their role of ensuring value for money and providing oversight of the financial management
functions in departments and agencies. The Secretariat also plays a key role in supporting the activities of
the Expenditure Review Committee of Cabinet.

The Secretariat makes recommendations and provides advice to the Treasury Board on policies,
directives, regulations and program expenditure proposals with respect to the management of the
government's resources. lts responsibilities for the general management of the government affect
initiatives, issues and activities that cut across all policy sectors managed by federal departments and
organizational entities. The Secretariatis also responsible for the comptrollership function of government.

Under the broad authority of sections 5 to 13 of the Financial Administration Act, the Secretariat supports
the Treasury Board in its role as the general manager and employer of the public service.

A.1.3 Additional information

Additional information about the Secretariat is available at http://www.tbs-sct.gc.ca/.

A.2 DEFINITIONS
The following list contains terms commonly used in Annex A — Statement of Work.

Outside Regular Hours: work to be performed outside the Regular Hours, namely from 5:00 p.m. to
8:00 a.m. (Ottawa time), Monday to Friday, on weekends and on statutory holidays.

Quality Control: an in-depth comparison of the translation with the source text, evaluation of the
accuracy and linguistic quality and correction of the form and the substance of the translation in
accordance with the quality standards as specified in Annex A — Quality Standards.

Regular Hours: work to be performed during normal business hours from 8:00 a.m. to 5:00 p.m.
(Ottawa time), Monday to Friday, excluding weekends and federal statutory holidays.

Federal Statutory Holidays: New Year's Day; Good Friday; Easter Monday; Victoria Day; Canada
Day; Civic Holiday (first Monday in August); Labour Day; National day for truth and reconciliation;
Thanksgiving; Remembrance Day; Christmas Day; Boxing Day.

Modification: where changes are brought to a source text by the Secretariat and where the Contractor

is tasked with making the same changes to the initial target text regardless of whether the Contractor
did or did not perform the initial translation.

Page 42 of - de 67



UNCLASSIFIED / NON CLASSIFIE

N° de l'invitation - Solicitation No. N° de la modif - Amd. No. Id de I'acheteur - Buyer ID
24062-210104/A 504zf

N° de réf. du client - Client Ref. No. File No. - N° du dossier N°CCC/CCCNo./N°VME - FMS
24062-210104 504zf.24062-210104

Word: a continuous series of letters separated from other words by spaces.
Translation services: refers to translation and modification of a document.

Translation: language activity that consists in transferring the content of a document into another
language, for example, from English to French or from French to English, without losing the
message in the source text. Source texts may be general, institutional or specialized in nature and
relate to the programs and operations of Government of Canada departments and agencies. A
quality translation reflects the tone, style and terminology used by the author.

Urgent: consists of high-priority translation work to be performed at the request of Canada in its

entirety or partly outside of normal business hours, on weekends, and during federal statutory
holidays, the same day or within fewer than 24 hours.

A.3 NATURE OF TEXTS

The texts to be translated will be précis, decision letters, meeting agendas, memoranda to Cabinet, news
releases, questions and answers (Qs&As), presentations, reports, correspondence and other texts.

Précis and decision letters: are documents prepared from Treasury Board submissions,
namely:

a) summaries (précis) of Treasury Board submissions, which are submitted to the Treasury
Board ministers at their weekly meetings; and

b) decision letters to inform departments and agencies of the decisions made by the Treasury
Board ministers at their weekly meetings with respect to the submissions brought before
them.

Agendas: are documents prepared for Treasury Board meetings. These documents are accessible on
the Secretariat’s computer network and are often amended by authorized persons.

Memoranda to Cabinet: are documents for members of Cabinet which are subject to frequent last-
minute modifications. These documents are normally classified as “Secret”.

Other texts: may include policies, procedures, reports, labour relations documents, procedure manuals
and a variety of sensitive and strategic communications prepared for or tabled in Parliament by the
President of the Treasury Board.

In general, the texts for translation have to do with the following subjects:

* Communications (media lines, press releases, questions and answers and speeches);

* Administration and management (general information, human resources management, budgetary and
financial management, government accounting and auditing, information management, and
management operations);

* Policyinstruments (guidelines, directives, policies, directions, etc.);

* Informatics (general information, software and applications, and office technology); and federal
programs.
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The texts for translation may be from French to English or from English to French. The Contractor must
be able to provide the same level of productivity as the requested translation, either from French to
English or from English to French.

A.4 REQUIRED CAPACITY

TBS requirements for translation services correspond to an estimated total work volume of 6,000,000
words per year. TBS provides no guarantee in terms of work volume for any successful Contractors
following this request for proposals or as part of task authorizations (TAs) that will be issued on an “as
and when required basis”. To meetits requirement, TBS willissue up to three contracts.

The Contractor who holds a contract must provide French to English and English to French translation
services for up to 365 calendar days per year, on an “as and when requested basis” at a production rate
of up to 15,000 words per day, including receipt of the text to be translated, quality control and delivery of
the work completed.

A.5 CONTRACTOR MANAGEMENT TEAM

A.5.1 Contractor
The required services include, but are not limited to, the following:

a) Provide the services of a sufficient number of coordinators for the requested volume of translation
services;
b) Provide the services of a sufficient number of translators to produce the volume of work as

specified in section A4 — Required Capacity.

c) Establish adequate procedures to receive TAs during regular hours and outside regular hours
and to handle urgent requests.

d) Develop, implement and maintain measures to provide the service during the contract term.
These measures must be incorporated into a business plan, which must be submitted to the
Secretariat, and include the following:

i. A detailed description of procedures related to the receipt, translation and delivery of texts:

a. Indicate each step in the work execution process, from receipt of the TA and texts to
delivery of the work;

b. Describe how each step in the work execution process, from receipt of the TA and
texts to delivery of the work, is implemented for urgent requests;

c. Describe how each step in the work execution process, from receipt of the TA and
texts to delivery of the work, is implemented for requests received outside of regular
business hours;

d. Describe how each step in the work execution process, from receipt of the TA and
texts to delivery of the work, is implemented when the receipt, completion and
delivery of the work must be done in TBS offices.

ii. A detailed description of procedures for performing quality control of translated texts:

a. List each step of the quality assurance, planning and delivery process;

b. Outline how the quality assurance plan is implemented on a daily basis by the
Contractor;

c. Describe the measures taken when the quality of a translation is deemed
unsatisfactory by the client;

d. Explain how the quality assurance plan is implemented for urgent requests.
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iii. A detailed description of procedures for processing a high volume of work:
a. Describe how the Contractor can temporarily handle an excess workload during peak
periods. The estimated average daily production rate is in section A4 — Work capacity
in the Statement of Work.

iv. A detailed description of the risks and issues that could affect the Contractor’s productivity
and mitigation and problem-solving procedures that can be implemented:
a. Potential risks and issues that could affect the Contractor’s productivity (e.g., power
outage, IT failure, labour shortage, etc.);
b. Mitigationand prevention measures to reduce risks and prevent potential problems
that could affect the Contractor’s productivity;
c. Problem-solving and follow-up strategy for when these problems occur.

The Contractor must adhere to its business plan for the term of the contract. Contractors that fail
to comply with their business plans will be considered in breach of their contractual obligations.

A.5.2 Coordinators
Coordinators play a critical role in the distribution and completion of the translation work. The Contractor’s

resources assigned to this role should have an excellent understanding of the various steps in the
translation process, from receiving tasks to delivering high-quality work.

The required services include, but are not limited to, the following:

a) Manage TAs submitted by the Project Authority. This includes the timely delivery of the work in
the requested format and all correspondence concerning the work;

b) Manage the documentation supplied by the Project Authority;

c) Receive and promptly resolve complaints satisfactorily;
d) Ensure that quality control of the translated texts is performed before the texts are delivered to
the Project Authority.

Given the close collaboration required between the coordinators and the Secretariat in managing and
completing the translation work, Contractors must ensure that the resources assigned to the coordinator
role help operations run smoothly. Contractors assigning resources whose performance is deemed
insufficient will solve the problem as soon as possible by providing appropriate resources for the
coordination task. Contractors failing to solve a problem raised by the Secretariat with regard to the
coordinators will be considered in breach of their contractual obligations.

A.5.3 Translators
The required services include, but are not limited to, the following:

a) Translate documents and make modifications in accordance with quality standards as specified in
Appendix 1 of Annex A — Quality Standards.

A.6 QUALITY CONTROL

a) The Contractor must perform quality control for all translations prior to delivery to the Project
Authority, in accordance with the quality standards outlined in Appendix 1 of Annex A — Quality
Standards.
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b) For each job, the Contractor must return the approved TA form to the Project Authority, indicating

in the relevant section the names of the coordinator, translator and revisor who performed the
quality control. All work must be dated and certified by the translator prior to delivery to the
Project Authority. The translator who did the translation cannot be the same one who performs
the quality control.

A.7 WORD COUNT — TRANSLATION

The Secretariat has acquired a translation memory tool (Logiterm\Web). This software avoids translating
previously translated segments and ensures greater consistency in terminology. In addition to the texts to
be translated, the Contractor will now receive one or more .tmx files (universal files containing data useful
for the translation of a text and compatible with all translation memory software) and the analysis report
on which the source text word count is based.

A.7.1 Definitions

The following definitions apply to the word count sections:

a) Word: an unbroken series of characters, including figures.
b) Segment: a string of words beginning with a capital letter and ending with a period or return.

c) Match: a segment already translated in full or in large part (75% or more) found in a translation
memory.

d) Repetition: the recurrence of identical segments within a given text or set of texts. The first
occurrence of each segment that repeats is counted as a new segment requiring translation.

A.7.2 Word Count Process

(@) The word count process is used to establish the pricing basis.

(b) The supplieris paid based on the number of weighted words.

(c) The weighting is perfformed by the Secretariat's translation memory.

(d) The Secretariat’s translation memory calculates the match and repetition rates.

(e) The match and repetition rates are calculated as follows:

Match Rate Multiplier

Total number of words from exact matches
(segments with a match rate of 100%),

including repetitions X0.25
Total number of words from fuzzy matches
(segments with a match rate of between X 0.50

75% and 99%)

Page 46 of - de 67



UNCLASSIFIED / NON CLASSIFIE

N° de l'invitation - Solicitation No. N° de la modif - Amd. No. Id de I'acheteur - Buyer ID
24062-210104/A 504zf
N° de réf. du client - Client Ref. No. File No. - N° du dossier N°CCC/CCCNo./N°VME - FMS
24062-210104 504zf£.24062-210104
Total number of words from new segments None
(match rate between 0 to 74%) remain as
is.
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CALCULATION EXAMPLE: 10,553-WORD TEXT
Word Count Conversion Weighted
Factor Word Count
Exact matches (segments with a match
rate of 100%), including repetitions
4,646 0.25 1,162
Fuzzy matches (segments with a
match rate of between 75% and 99%) | 4,749 0.50 2,375
New segments 1,158 None 1,158
TOTAL 10,553 4,695
The pricing basis is 4,695 weighted words.

(f)  The Contractor must translate new segments and revise exact and fuzzy matches to ensure that
the translation proposed by the translation memory is accurate and that the style and level of
language are appropriate.

(g) [If the calculation cannot be performed using the word count process above, a separate process, to
be identified in the subsequent contract, will be used.

A.7.3 Elements Included in the Word Count

The following table shows which elements are included in the word count generated by the Secretariat’s
analyzer and which are not.

Elements Included*
Bullets and automatic numbering No
Comments Yes
Contentof all Excel and Visio tabs Yes
Headers and footers Yes
Hyperlink tooltips No
Comments markup No
Images No

Integrated org charts made with publishing software | No

Nested Excel tables No

Notes pages (PowerPoint) Yes

PDFs (image format) No

PDFs (text format—editable content) Yes

“Personalized” sections in dynamic forms Yes

SmartArt sections (PowerPoint2007) Yes, ifthe images have been
e.g., vertical chevron list or horizontal bulleted list ungrouped and the word count

recalculated
Tables Yes
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Text boxes Yes
Text boxesintegrated intoimage data Yes
Tracked changes (automatically accepted by the Yes
analyzer)
*If the content of excluded elements requires translation, it will be manually added to the
weighted word count.

A.7.4 Specific Rules for Word Counts

Spaces serve as word separators; Except between figures.

Except before a non-alphanumeric character.

Commas do not serve as word separators; Except where immediately followed by a space.

Except where immediately followed by a new
line character.

Periods do not serve as word separators; Except where immediately followed by a space.

Except where immediately followed by a new
line character.

Non-alphanumeric characters do notserve Except where they are immediately preceded
as word separators; AND followed by a string of exclusively
alphanumeric characters, which may be
preceded orfollowed by a space.

Hyphens do not serve as word separators; Not applicable.

Apostrophes serve as word separators; Not applicable.

Note Two or more spaces countas a single space
for processing.

A.7.5 Word Count for Figures

Figure Format Example Word Count | Word Count
if if Included
Stand-Alone | ina

Sentence

Figure withoutspaces 1000000 0 1

Figure with hard space(s) 1000000 0 3

Figure with soft space(s) 1000000 0 3

Figure with comma(s) (to separate triads) 1,000,000 0 1

Figure without spaces followed by a symbol 1000000 $ 0 2

(e.g., $, %, °C) preceded by a hard or soft
space

Figure with hard space(s) followed by a 10000009% 0 3
symbol (e.g.,$, %, °C), preceded by a
hard or softspace
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Figure with soft space(s) followed by a symbol | 1000000 $ 0 4

(e.g.,$, %, °C), which is preceded by a hard
or softspace

Figure withoutspaces followed by a symbol 1000000% 0 1
(e.g.,$, %, °C), which is not preceded by a

space

Figure with hard space(s)followed by a 1000 000% 0 3

symbol (e.g.,$, %, °C), whichis not
preceded by a space

Figure with soft space(s) followed by a symbol | 1 000000$ 0 3
(e.g.,$, %, °C), which is not preceded by a
space

Figure with comma(s) preceded by a symboal $1,000,000 0 1
(e.g.,$, %, °C), which is not followed by a
space

Figure accompanied by a word 1 million 2 2

A.8 EQUIPMENT AND SUPPLIES

a)

b)

The Contractor must have the required equipment for receiving and transmitting documents
whether by facsimile, email, by means of certain electronic devices (zip document, CD, USB key
or others) or by using a courier service, at no additional cost to Canada.

The Contractor must be equipped with an ap proved dispatch case for carrying Protected A, B or
C documents. The list of approved dispatch cases can be found at the following link:
http://Awww.rcmp-grec.gc.ca/physec-secmat/res-lim/pubs/seg/html/list 0003 _e.htm

All encrypted USB keys will be provided by the Secretariat.

The Contractor must have the required licenses to use software compatible with the Logiterm\WWeb
translation memory.

The Contractor must be responsible for acquiring all new and upgraded versions of software
required to perform the Work, at no additional cost to Canada.

A.9 DOCUMENTATION AND TERMINOLOGY

a)

b)

d)

The Project Authority will provide the Contractor with the names of resource personnel, as well as
documentation and terminology sources related to the Secretariat, when available, by email or
facsimile.

In addition, the Project Authority will provide the Contractor with the appropriate templates to
produce the translated documents in the same format as the source document.

In carrying out the translation work, the Contractor must augment the Secretariat's terminology
translation database by submitting, with the translated texts, the list of terms and expressions
contained in the text that are not found in common reference works and terminology banks, at no
additional cost to Canada. This list must be presented in a format and software compatible with
that used by the Project Authority.

In carrying out the translation work, the Contractor must acquire all other relevant materials and

documentation, such as dictionaries, specialized glossaries, and copies of legislation and use the
terminology accepted throughout the government, at no additional cost to Canada.
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A.10 RESOURCE PERSONNEL FOR TERMINOLOGY

The Contractor must contact the Project Authority named in the approved TA if they wish to obtain
clarification about difficult passages in a text or to translate terms and expressions not found in the cited
reference documents.

The Contractor is encouraged to promptly submit its requests to the person named in the approved TA.

A.11 LOCATION OF WORK

e Secret and classified work MUST be done at TBS locations or facilities using TBS-approved IT
equipment. A resource from Contract A will be required to work at the client's site one day per week.

e Protected A, B and C work IS ONLY ALLOWED to be carried out at the Contractor’s locations or
facilities, at the TBS Project Authority’s discretion, using TBS-approved IT equipment.

e Unclassified work may be done at the Contractor’s locations or facilities, at the TBS Project
Authority’s discretion.

A.12 RECEIPT AND DELIVERY OF TEXTS

A.12.1 Texts must bereceived and delivered during normal business hours, unless otherwise requested
by the Project Authority in the TA.

A12.2 The ProjectAuthority shall send the text(s) to be translated, any reference material and the TA by
email,internet (using an FTP site) or courier, atits discretion, depending on the size and/or security
level of the documents.

A.12.3 The Contractor shall use the method indicated by TBS for delivery of Protected A, B or C filesandfiles
classified as Confidential or Secret. All methods for receiving and delivering work mustcomply with the
security requirements in the contract.

A.12.4 TBS mayrequire the Contractorto collectand deliver the work by hand to the address specified in
section 13 of Schedule A — Statementof Work or by courier at the Contractor's expense.

A12.5 TBS mayrequire the Contractorto collect,deliverand perform the work atits offices atthe address set
outin section 13 of Annex A — Statement of Work.

A.12.6 The Contractor shall acknowledge receipt of any work sent during normalbusiness hours by email to
the Project Authority indicated on the TA within 15 minutes of receiptof the TA. For any work requests
sent to the Contractor outside normal business hours, the Contractor shall acknowledge receiptof the
work within one hour of the work being sentby the Project Authority.

A.12.7 The Contractorshall ensure thatthere is a person available atthe Contractor's office each business
day of the year to acknowledge receiptof the work.

A.12.8 The Contractorshall provide the contactinformation of a person who is available outside normal
business hours to acknowledge receiptof work sentin an emergency.

A.12.9 If documentsare delivered electronically, the Contractor shall ensure thatthe translated texts are
delivered free of viruses.

A12.10 No extension of time shall be granted withoutthe written approval of the Project Authority.

A.12.11 The Project Authority may ask the Contractor to deliver work outside normal business hours if notified
by email on the business day prior to the scheduled delivery date orif indicated in the initial TA. The
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Contractor will be provided with written instructions by email on how to deliver the work (email,
Internet, courier or hand delivery)to the delivery address specified in section 13 of Schedule A —
Statement of Work.

A.13 ADDRESS OF TEXT RECEIPT AND DELIVERY LOCATION

90 Elgin Street (Flaherty Building)
Ottawa, Ontario
K1A OR5
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Appendix1 - Annex A

QUALITY STANDARDS
1. Definitions

In these quality standards, the following terms have the following meanings:

1.1. Translation

Language activity that consists in transferring the content of a document into another language, for
example, from English to French or from French to English, without losing the meaning of the source text.
Source texts may be general, institutional or specialized in nature, and relate to the programs and
operations of Government of Canada departments and agencies. A quality translation reflects the tone,
style and terminology used by the author.

1.2 Official Government of Canada Titles

Official title of an organization, program or administrative body of the Government of Canada, often
accompanied by an initialism or acronym. The English and French equivalents of official federal
government titles (including any abbreviations, initialisms or acronyms) can be found in TERMIUM Plus®,
the Government of Canada’s terminology and linguistic data bank. Official parliamentary titles can be
found on the Parliament of Canada website.

1.3 Government of Canada Terminology

Terminology relating to an activity, initiative, program or concept associated with a Government of
Canada department or agency. The English and French terminology applicable to federal programs can
be found in TERMIUM Plus® or in the glossaries, packages or reference works supplied under this
contract.

1.4  Guidelines with Respect to Preferential Use

All instructions provided to the supplier under the contract or in any document provided under the
contract. This may include a list of reference works on language, grammar and style. To ensure
consistency across translations, these guidelines specify the order in which these references are to be
consulted.

2. QUALITY STANDARDS FOR OFFICIAL LANGUAGES TRANSLATION

The quality standards below apply to all translation work and serve as a reference for evaluating
contractors’ work.

The quality standards cover two areas:

a) Timeliness;

b) Translation quality.

The Contractor must:

a) Meet deadlines;
b) Ensure that the translation accurately reflects the meaning of the source text;

C) Ensure that the translation is consistent with spelling, grammar and syntax rules, with usage and
with writing conventions.
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The Contractor must be guided by the following references:

i. The reference package supplied by the client, which contains the client’s official titles, terminology
and usage preferences;

ii. The latest edition of the Guide du rédacteur for translation from English to French and the latest
edition of The Canadian Style for translation from French to English, available on the Bureau’s
website;

iii. TERMIUM Plusg;
iv. The terminology bulletins (Translation Bureau) found on the Bureau’s website, where applicable;

Note: In the event of inconsistency between the instructions for the above work, the reference works
higher on the list take precedence over all those further down the list.

d) Ensure that the translation is clear, concise, consistent and tailored to the audience, and that
constructions are idiomatic and natural;

e) Ensure that the translator uses the client’s official titles and terminology and respects the client’s
usage preferences:

i.  The Contractor must do the research necessary to familiarize itself with client-specific
terminology and concepts;

ii.  The Contractor must use current, official titles as well as correct technical terminology and
the terminology applicable to government programs;

iii.  The Contractor must use any reference package or other documentation made available to it
containing terminology requirements, reference documents and related lexicons and
glossaries;

f) Ensure that the names and addresses of websites Web pages and hyperlinks are correctin the
target language, unless the client has instructed the Contractor notto change them;

g)  Exercise discretion in using reference documents:

i.  The Contractor may consult previous translations, government websites and other reference
material, but must exercise discretion, as these are not always reliable sources;

(h) Deliver translations that are ready for use:
i.  Translations should notinclude any notes, questions, highlighted passages or options for the
client to choose from; if a translation needs to be delivered before all the issues have been
resolved, the translator’s notes are to be submitted in a separate file;

(i) Produce the translations using the agreed-upon software in the agreed-upon format:

i.  The Contractor must follow the specific instructions given by the client with respect to
software and format; absent any direction from the client, the translation is to be produced
using the same software (and the same version of that software) and the same format used
for the source text;

(i) Adhere to the following guidelines regarding initialisms and acronyms:

i. If the source text contains an initialism or acronym, the supplier shall observe the following
rule in the target language, even if the source text does not: the first instance of the
expression is to be written outin full, followed by the initialism or acronym in parentheses;
thereafter, the initialism or acronym may be used alone, where necessary.

3. QUALITY STANDARDS FOR TRANSCRIPTION AND DESKTOP PUBLISHING
The quality standards below apply to all transcription and desktop publishing work and serve as the basis
for evaluating contractors’ work.
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The quality standards cover two areas:

(@) Timeliness;

(b) Translation quality.

The Contractor must:

(@) Meet deadlines;

(b) Deliver work that adheres to formatting rules that include:

i. Preserving the page layout;

ii. Using the same font as in the source text;
iii. Rendering hyperlinks accurately;
iv.Making optimal use of the software used;
(c) Deliver work that is consistent with spelling, grammar and agreement rules;
(d
(

e

) Deliver work that accurately reflects the dictation;
)

i. The latest edition of The Canadian Style;

ii. The Triguide;

iii. Sticky Notes;

iv. The Canada.ca Content Style Guide;

v. The Table of Conventions;

Deliver work thatis consistent with the rules set out in the following reference works:

Note: If the above documents should happen to disagree, the Triguide takes precedence for all
documents for parliamentary committees, while The Canadian Style takes precedence for any
other documents.

() Do the necessary research on the internet and in any other relevant source, exercising
discretion.

4. QUALITY STANDARDS FOR WORK DELIVERED

41

The quality of work delivered under the contract mustfollow the followingrules:

Use the appropriate style and language thataccurately renders the message of the source text;
Ensure that the work contains standardized and consistentterminology;

Take into accountcomments received;

Deliver work that is free from errors.

Errors include, butare not limited to:

a)

b)

Minor errors:

Typos, gallicisms, inaccuracies, grammatical errors;

Lack of concision and clarity;

Use of a term otherthan the term indicated in the terminology database to designate a conceptthatis
of limited importance or thatis defined in the text;

Failure to respectgenerally recognized typographical rules;
Minor failure to respectthe formatorlayoutof the source document (including font).
Major errors:
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e Opposite meaning;

e Gibberish;

¢ Non-sense;

e Omission of a sentence, of part of sentence containing importantdetails, of a date;

e Omissionof aname, if this could create some confusion;

e Mistranslation thatcould have animpact(especially in a decision);

e Errorsindates;

e Name misspelled;

e Highlyinadequate research (thatis to say, the research mustbe redone; quotes, terminology, etc.);

e Flagrantfailure to respectreference material;

Major failure to use the formatorlayoutof the source document(the documentneeds alengthy
reformatting due to the loss of the formator failure to respectit).

e Deliverthe workin the application, format, style and layout of the source documentas sentby the
translation coordinator, unless otherwise requested in the original TA.

e Usea virus detection and elimination system and agree to take the necessary measures to ensure that
the delivery of its translation using electronic media or systemsiis free from viruses.
Do notinsert unnecessary coding notalready found in the source document.
Return all documentation supplied to the translation coordinator.

4.2 Examples of errors

Accuracy
Mistranslation, shiftin meaning, omission, addition, ambiguity, illogical rendering, lack of clarity, improper use
of terminology.

Language

Syntax (improper sentence structure);

Calque (expression from one language adopted by anotherin a more orless literally translated form);
Under/over-translation;

Incorrectuse of prepositions, conjunctions, adverbs, pronouns;

Grammar (lack of agreement, improper verb use); usage (includingfaulty usage, gallicisms, incorrect
collocations, barbarisms, improper choice of words or expressions);

e Typography (failure to comply with typographical conventions, punctuation and capitalization rules;
typos, errorsin figures).

Style and adaptation

Awkward rendering, poor formulation, word-for-word translation, unidiomatic rendering (whose meaning does
not follow from the meaning of the individual words of which itis composed), incorrectadaptation of any of the
following with respectto the end user: tone, conciseness and level of language.

Official titles and terminology
Incorrect use of official titles, acronyms, terminology, clientusage, lack of consistency.
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Formatting

Problems concerning layout; alignment of paragraphs and headings; the translation does notmirror the original
of any of the following: tables, charts, table of contents, bibliography; incorrecthypertextlinks; consistency.

4.3 Error levels
To be deemed satisfactory and for work to be accepted by the translation coordinator, the Contractor must
comply with the following:

Alladministrative translations (Stream I) shall contain no more than one major error per 2,000 words and/or no
more than 3 minorerrors per400 words. For example:

¢ Ina2,000-word document, there shall be no more than one majorerrorand no more than 15 minor
errors.

e Ina 1,000-word document, there shall be no majorerrors and no more than 7 minorerrors.

4.4 Quality assurance

4.4.1 TBS will evaluate the work to ensure that it complies with the requirements outlined in Appendix 1
—Annex A and to all other regulations or policies in effect.

4.4.2 Unsatisfactory translations that contain more than one major error or more than fifteen minor
errors per 2,000 words may result in one or more of the following penalties at the sole discretion
of TBS:

a. TBS may return the work to the Contractor to be redone at no additional costto TBS. The work to
be redone will be completed within the time frame requested by TBS, even if it must be
completed outside of normal business hours to comply with the requested time frame;

b. TBS may assign the retranslation of work deemed unsatisfactory to another contractor or
internally by TBS. In such a case, the Contractor would be informed that their translation work is
unacceptable and they would not be authorized to submit an invoice;

c. The contract may be terminated by TBS if the Contractor's work is found to be unsatisfactory in
relation to the standards of quality set out in Appendix 1 of Annex A — Statement of Work.
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ANNEX B, BASIS OF PAYMENT

During the period of the Contract, for Work performed in accordance with the Contract, the Contractor will
be paid as specified below.

1. FIRM ALL-INCLUSIVE RATE

If the Contractor satisfactorily meets all its obligations under this contract, the Contractor will be paid on
the basis of a firm all-inclusive rate per word for translation services based on the rates recorded in the
table(s) below for the periods specified hereinafter.

The firm all-inclusive rates must include all expenses associated with the delivery of the services required
under this Contract, as specified in Annex A — Statement of Work. These expenses may include the
following: word processing, reports, photocopies and courier services, in addition to the costs and time
associated with software, telephone calls, and transmission/delivery of documents and all other related
expenses. Customs charges are included if applicable.

All deliverables are free on board (FOB) destination.

No other costs, charges, expenses or rates shall be accepted or paid by Canada.

Basis of payment

Basis of Payment
Bidder’s proposed Firm all-inclusive
Period Service Category rate per word
(GST/HST extra)
Translation, Regular hours $ /word
Initial contract period
Translation urgent $ /word
Translation, Regular hours $ / word
Option 1
Translation urgent $ / word
Translation, Regular hours $ / word
Option 2
Translation urgent $ / word
Translation, Regular hours $ / word
Option 3
Translation urgent $ /word
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Translation, Regular hours $ / word
Option 4
Translation urgent $ /word
Translation, Regular hours $ / word
Transition period
Translation urgent $ / word
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ANNEX C, SECURITY REQUIREMENTS CHECK LIST

l* Covarnmont  Sousamonont Cantract Mumber ! Mumére du contrat

of Canada du Canada 2ADE2-21-104

Security Classification | Classificalion de séounté

SECURITY REQUIREMENTS CHECK LIST (SRCL)
LISTE DE VERIFICATION DES EXIGENCES RELATIVES A LA SECURITE (LVERS

FART A - CONTRACT INFORMATION ! PARTIE A - INFORMATION CONTRACTUELLE

[l Originating Govemment Departiment or Crganization / [2. Branch or Directarale / Direclion générale ou Direction
Ministére ou arganisme gauvememental d'origine TBS CASD
3. &) Subcantract Mumber / Muméro du conirat de sous-fratance 3. b} Mame and Address of Subconiractar ! Mom el adresse du sous-frafanl

4. Briel Descripton of Work ! Brése descrption du travai

Translation Services

5. a) Will the suppler reguire access 1o Contralied Goods? Ma Yes
Le fournisseur aura-til sccés & des marchandses coniréléss? Man O

5. k) Wil the suppber reguine access (o unclassified military technical dala subject o the provisions of the Technical Data Caontrol Ma Yes
Regulations? Man Ow
Le fournisseur aura-il sccés & des données leschnigues mililaires non dassifiéss qui sonl assujetlies aux dispositaons du Réglement
sur | contrdle des données techniques?

E. Indicate the lype of acoess required ! Indiguer ke type d'acois requis

B. a) Will the suppber and its employess require access to PROTECTED andiar CLASSIFIED informafan ar assets? Ma Yes
Le fournisseur airnsi que les smployés aurant-ils aocés & des renssignements ou & des biens PROTEGES etlou CLASSIFIEST Man Ow

{Specify the level of access using the chart in Questian 7. ¢}

[Préciser le niveau daccés en ublisant le tableay qui e truee & ks pueedinn 7z}
EB. k) Will the suppler and its employess (&g deanars, mmwmuire access o regincted access areas? Mo acoess o Ma s

PROTECTED andice CLASSIFIED infarmalion or assais s permitied. Man O

Le fournisseur et sas emplayés (p. ex. nettayeurs, pergannel d entretien) aurcnl-is accés i des pones dacoés restreintes? Laccés

a des renssignements ou & des biens PROTEGES sibu CLASSIFIES mest pas suborsé.
. c) Is this a commercial courier or delivery requirement with no avermight storage? Ma Yes

S'agit-l d'un contral de messagene ou de livaison commencale sans entrepasage de nuit? Man Ow

7. a) Indicate the type of information that the suppher wil bg required to access ! Indiguer le type d'infrmation auquel le fourmsssur devra avoir acoés

Canada E' | MATO [ OTAM I:' | Fareign | Etranger I:'
7. b] Release resiricions ! Restriclions relatves & & diffusi

Mo relesss restrictions All HATO counlries Mo release restriclions

Aucune resiricion relalive E Touk les pays de IOTAN Aucune resindion relative D

4 la diffusion & la diffusion

Mot releasable D

Aone pas diffuser

Restricted foc ! Limilé & : |:| Restricted ba: { Lirmité & : I:' Restricbed ta: / Limilé & I:'
Speafy country(bes): / Préciser leis) pays : Specify countrpfies) ! Précsar lefs) pays : Spealy couniry(les): / Préciser beis) pays

7. ¢ Lewvel of information ! Niveau dinfarmation

PROTECTED A E‘ HATD UNCLASSIFIED |:| PROTECTED A |:|
PROTEGE A MATO MON CLASSIFIE PROTEGE A

PROTECTED B E‘ MATO RESTRICTED PROTECTED B I:'
PROTEGE B MATD DIFFUSION RESTREINTE PROTEGE B

PROTECTED G @ WATD CONFIDEMTIAL |:| PROTECTED C |:|
PROTEGE C pved MATD COMFIDENTIEL PROTEGE C

COMFIDEMTIAL E‘ MATO BECRET |:| COMFIDEMT AL |:|
CONFIDEMTIEL MATOD SECRET CONFIDEMTIEL

BECRET E‘ COSMIC TOP SECRET |:| SECRET |:|
SECRET COSMIC TRES SECRET SECRET

TOP SECHET |:| TOP GECHET |:|
TRES SECRET TRES SECRET

TOP GECHET (SIGINT) |:| TOP GECRET (SIGINT) |:|
TRES SECRET (SIGINT) TRES SECRET [SIGINT)
TESSCT 350-103200412) Seounty Classificalion | Classification de séounté

Canada
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PART A [continwed] ! PARTIE A [sufte)

B. Will the supplier require access to PROTECTED andlor CLASSIFIED COMSEC information or assels?
Le fournisseur aura-il acoks & des renssignements ou & des biens COMSEC désignés PROTEGES ebiou CLASSIFIES?
If Yes, indicate te level af sensitivity:
Diares Faffirnatiee, indiguer | niveau de ssnsbililé :

& Will the supplier require access o exiremely sensitive INFOSEC informalion or assets? Ma ¥ s
Le fournisseur aura-+il sccés & des renssignements ou & des biens INFOSEC de nalue extrémement déiicale?

Shart Titleis) of malesial ! Titne(s) abrégeé(s) du maléne :
Document Mumber { Mumeéng du document

PART B - PERSONNEL (SUPPLIER) | PARTIE B - PERSONNEL (FOURMNISSELR)
1. a) Personnel security soresning level required | Miveau de conbrdle de la sécurilé du personne| requis

RELIABILITY STATUS CONFIDENTIAL SECRET TOP SECRET
COTE DE FIABILITE CONFIDENTIEL SECRET TRES SECRET

|:| TOP SECRET- SIGINT I:' NATO COMFIDENTIAL WATO SECRET I:' COSMIC TOP SECRET
TRES SECRET - SIGINT NATO COMFIDENTIEL WATO SECRET COSMIC TRES SECRET

SITE ACCESS
|:| ACCES ALY EMPLACEMENTS

Specal comments:
Commeniasres spécaus :

HWOTE: If multiple levels af screening ane identified, a Security Classification Guide must be provided.
REMARCUE : 5 plusieurs niveaux de conirdle de sécurilé sont requis, un guide de classification de la sécurité doit &lre foumi.

10. b) May unscreened persannel be used for podtions of the work? Ma s
Du personnel sans sutarsation stcuritane peut-il se vair confier des parties du ravail 7 Man O
H Yes, will urscresned personnel be escared? I:' Ma I:'Yes
Dans 'affrmative, le personnel en gueston sera-t- escaré? Man O

PART C - SAFEGUARDS [SUPPLIER) ! PARTIE C - MESURES DE PROTECTION (FOURMISSEUR)

INFORMATION | ASSETS | RENSEIGNEMENTS ! BIENS

11. a) Will the suppber be reguired ta receive and siore PROTECTED and'or CLASSIFIED information or assais an its site ar E Ha Yes
premises? Man O
Le foumisseur sera-4il tenu de recevair et d'entrepaser sur place des renssignements o des biens PROTEGES stiou
CLASZIFIES?
11. b} 'Will the supplier be required 1o safeguard COMSEC nformation ar assels? Ha fes
Le foumisseur sera-til tlenu de protéger des renssignements ou des biens COMSECT @ Man I:'Gui
PRODUCTION
1. ) ‘Wil the production {manufacture, andior repair andior madification) af PROTECTED andior CLASSIFIED malerial ar egquipment Ma i
acowr &t the suppliers site or premises? @ Man Dﬂui
Les instalafions du foumisewr serviront-elles 4 la production (fabricafion eblou rpantion ebiou modifcation) de moénsl PROTEGE
atipu CLASSIFIE?
INFORMATION TECHNOLOGY (IT) MEDIA | SUPPORT RELATIF A LA TECHNOLOGIE DE L'INFORMATION (T1)
1. ) Will the suppier be requined |0 use its [T systems t electranically process, produce or siore PROTECTED andior CLASSIFIED E‘ Na Tes
infarmation or data? Man O
Le foumissewr sera-ti benu d ulliser ses propres sysiémes informatiques pour iraiter, produire ou siocker électroniquesnent des
rerssgnemeants ou des dannées PROTEGES sticu CLASSIFIEST
1. &) Wil there be an slectronic ik bebween the supplier's IT systems and the govemment department ar agency? E N |:|YES
Dispasera-t-on d'un lien dlectronigque enire le systéme informatigue du fournisseur el celui du ministéne ou de lagence Man Dl
gouvememertale?
TESSCT 350-103{2004/12) Seounty Classificalion | Classification de séounté

Canada
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of Canada du Canada 24062-21-104
Security Classification / Classification de sécunté

PART C - jcontimued] | PARTIE C - [swite)
For users complating the form manually uss the summarny chart below o indicate the calegony(ies) and level(s) of safeguarding requined a1 the suppliers.

silefs) or premses.
Les utiisateurs qui remplissent le formulaine manuellement dosvent uliliser le ableau reapitulati ci-dessous pour indiguer, pour chaque catégarie, les

niveaus de sauvegarde reguis aux insiallations du foumisseur.

For users comgieting the form ondine {via the Inernet), the summary charl is automatically populaled by your responses (o pravious guesbons.
Dans le cas des utilisateurs qui remplissent le formulaine en ligne [par Inlernet), les réponses aux guesbions précédentes sont automabiquement saisies

dans le ableau récapitul sl
SUMMARY CHART | TABLEAU RECAPITULATIF

Calugery PROTECTED CLASSIFED MATE COMSED
Caligamm PROTECE CLASEIRE
Toe RATD RATD MATO | COSC PROTeCTED Tor
& |8 |e |cowcesne | SicoEr | SeoeET | ARSTROTED | COMPIDENTIAL | SiCoET Tos PROTEGE CONFEENTWL. | SECRET | SEche
SECRET
CORFOERTEL TRiS RATO RATO comez |4 |8 |¢ | Coweoewme TRES
ScoeeET | DOFFUSION | Cosoenmia TRis SECAET
FESTRERTE SECRET
[eformatcn | At
[Piarsmigre rnts | Biarm
Prosd uctice=
[T a1
Ti
Lirk: ¢
n st
12 a] Is #e descripfan of $ie wark contained within this SRCL PROTECTED andior CLASSIFIED? Mo Wi
La description du travail visé par la présente LVERS eslalle de nature PROTE GEE et'ou CLASSIFIEE? Mon Ovui
i Yes, classify Hilfnrmhfannuhhrmﬁwtop Ind bn'ﬂnm in the area entitled “Security Classification”.
Dans Faffirmative, classifier le p an in e nir die sécurité dans la case intitulée
« Classification de sécurité » au haut et au bas du formulaire.
12 b) Will the documentation attached 1o this SRCL be PROTECTED and'or CLASSIFIED? Mo Yes
La documentalion associte & a présente LVERS sera-l-elle PROTEGEE et'ou CLASSIFIEET Mon O

H Yes, classify this form by annotating the top and bottom in the area entitled “Security Classification” and indicate with
attachments (e.g. SECRET with Auadu'rlurlhi.

Dans affirmative, classifier le p en indi it be mir die sécurité dans la case intitulée
u Classification de sécuribé » a.u!'uu'tut au bas du formulaine et indiguer qu'il y a des piéces jointes (p. ex. SECRET avec
des piéces jointes).
TESSCT 350-103{200412) Secunty Classificalion | Classificalion de séounté ( j : .: ad‘é.
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ANNEX D, TASK AUTHORIZATION FORM

Contract number:
Task authorization number:
Amendment number (if applicable):

Date:
Hour:

Contractor name: Task Authorization Approval Authority name:
Email: Email:
Telephone number: Telephone number:
Fax number: Fax number:
Address:
Contact(s) other than the Task Authorization Approval Authority
Name Document number Telephone / Email
1.
2.
3.
Security
-FC) ﬁ classification
2| 2
L | 4 0O ®
@] B T T| =
| = o o of o &
S| s g o | B 8| B %
S| € | Number of Deadline date 2l 9 2 2 2 E 5
2l o g 2 9 9 o 5 8
Document number and title w | i [ words and time Xl Joalala|l O]l wn
1.
2.
3.
Reference documents:
Instructions:
Total number of words Rate GST/HST
(insert total number of words for (insert _ _
Regular reqgular translation) X regular rate) $ * $
Urgent (insert total number of words for x (insert _ + _
urgent translation) urgent rate) $
Total estimated cost
Task authorization approvals
Contractor contact name Signature Date et hour

By signing the TA form, the contractor certifies its
acceptance of the authorized tasks.

[J See TA amendments

Task Authorization Approval Authority name Signature Date
By signing the TA form, the TA Approval Authority certifies

its acceptance of the TA, including all amendments.

Contracting Authority name Signature Date

For any task authorization whose financial limit (including
changes) exceeds $40,000 (GST/HST included).
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Amendments to the Task Authorization Form

Number and title of documents Amendment of Regular | Urgent
number of words
Total number of words Rate GST/HST

(insert total number of words for X (insert

Regular regular translation) regularrate) ~ §

(insert total number of words for X (insert

Urgent urgent translation) urgent rate) = $

Amendment to total estimated cost 3

Comments:

Receipt of translated documents

Number and title of documents Date Hour

1.

2.

3.

Comments:
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ANNEX E, A SAMPLE OF AN MS OFFICE SPREADSHEET

The Contractor must complete all of the data fields identified below, as applicable.
Contract Number:

Reporting Period: to
TA TA Date of Value of TA, GST/ GST/HST | Value of TA Cumulative
Number Amendment TA/ HST excluded / Value GST/HSTincluded / Vaue | Amount
Number (If Date of TA of TA Amendment, of TA Amendment
applicable Amendment (If GST/ HST excluded (If GST/HST Included (if
) applicable) applicable) applicable )
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ANNEX F 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);
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