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RETURN BID TO/ RETOURNER LES SOUMISSIONS 
À: 

 
receptionsoumission-
bidsreceiving.spp@international.gc.ca   
   
Department of Foreign Affairs, Trade and 
Development (DFATD) 
Ministère des Affaires étrangères, Commerce et 
Développement (MAECD) 
 
Request for Proposal  
Demande de proposition  
 
Proposal to:  

Department of Foreign Affairs, Trade and Development 
We hereby offer to sell to Her Majesty the Queen in right of 
Canada, in accordance with the terms and conditions set 
out herein, referred to herein or attached here to, the 
goods, services, and construction listed herein and on any 
attached sheets at the price(s) set out therefore. 
 
Proposition à:  

Ministère des Affaires Étrangères, Commerce et 
Développement  
Nous offrons par la présente de vendre à Sa Majesté 
la Reine du chef du Canada, aux conditions énoncées 
ou incluses par référence dans la présente et aux 
appendices ci-jointes, les biens, services et 
construction énumérés ici sur toute feuille ci-annexée, 
au(x) prix indiqué(s). 
 
 
Comments — Commentaires : 

 
 
 
 
Issuing Office – Bureau de distribution 

Foreign Affairs, Trade and Development Canada 

200 Promenade du Portage, 
Gatineau, Québec, K1A 0G4 
 
Affaires étrangère, Commerce et Développement Canada 
200 Promenade du Portage, 
Gatineau, Québec, K1A 0G4 
 

Title-Sujet:   Personal Security Training (PST) 
 

Supply Arrangement#  N/A 

 
Sollicitation No. — Nº de l’invitation 

 
Date:  

22-210533 
 

February 14, 2022 

Sollicitation Closes — L’invitation prend 
fin 
 

Time Zone —Fuseau 
horaire 

 
At /à: 

 
2 :00 PM   EST (Eastern Standard 

Time) / 
HNE (heure normale de 
l’Est)  

On / le  

 
March 28, 2022 

 

F.O.B. — F.A.B. 

Plant-Usine:         Destination:  X    Other — Autre:  

 

Address Enquiries to  — Addresser les questions à: 

Assane Ndiaye 
 

assane.ndiaye@international.gc.ca 
 

 
Telephone No. – No de téléphone: 

(613) 791-7185 

 
Destination of Goods and or Services/ Destination – des biens et ou 
services : 
 

Department of Foreign Affairs, Trade and Development (DFATD) / 
Ministère des Affaires étrangères, Commerce et  Développement 
(MAECD) 

 
Vendor/Firm Name and Address — Nom du Vendeur et adresse du 
fournisseur/de l’entrepreneur: 

 

 
Telephone No. – No de téléphone: 
 
 

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

____________________________________________________ 

Name, Title 

______________________                      _________________ 

Signature                                                 Date  

mailto:receptionsoumission-bidsreceiving.spp@international.gc.ca
mailto:receptionsoumission-bidsreceiving.spp@international.gc.ca
mailto:assane.ndiaye@international.gc.ca
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PART 1 - GENERAL INFORMATION 

1.1 Introduction 
 
The bid solicitation is divided into seven parts plus attachments and annexes, as follows: 
 
Part 1 General Information: provides a general description of the requirement; 
 
Part 2 Bidder Instructions: provides the instructions, clauses and conditions applicable to the bid 

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

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

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

contract. 
 
The Annexes include the Statement of Work, the Basis of Payment, the Security Requirements Checklist 
and the Non-disclosure agreement. 

1.2 Summary 
 

1.2.1 The Department of Foreign Affairs, Trade and Development (DFATD) has a duty of care to 
employees and therefore provides security training and awareness programs to DFATD 
employees working in Canada and employees and their dependents working and living abroad. 
 
DFATD requires the professional services of a contractor for a two-day classroom training for 
DFATD employees and their dependents of 16 years and up who are being posted to or traveling 
overseas to higher risk countries. The contractor will be responsible for the design, customization, 
preparation, and delivery of up to twenty-five (25) classroom sessions per Government of Canada 
fiscal year. 

 
1.2.2 There is no security requirement associated with this bid solicitation. 

1.3 Debriefings 
 
Bidders may request a debriefing on the results of the bid solicitation process. Bidders should make the 
request to the Contracting Authority within 15 working days from receipt of the results of the bid 
solicitation process. The debriefing may be in writing, by telephone or in person. 
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PART 2 - BIDDER INSTRUCTIONS 

2.1 Standard Instructions, Clauses and Conditions 
 
All instructions, clauses and conditions identified in the bid solicitation by number, date and title are set 
out in the Standard Acquisition Clauses and Conditions Manual (https://buyandsell.gc.ca/policy-and-
guidelines/standard-acquisition-clauses-and-conditions-manual) issued by Public Works and Government 
Services Canada. 
 
Bidders who submit a bid agree to be bound by the instructions, clauses and conditions of the bid 
solicitation and accept the clauses and conditions of the resulting contract. 
 
The 2003 (2020-05-28) Standard Instructions - Goods or Services - Competitive Requirements, are 
incorporated by reference into and form part of the bid solicitation. 
 
Subsection 5.4 of 2003, Standard Instructions - Goods or Services - Competitive Requirements, is 
amended as follows:  
 
Delete: 60 days 
Insert: 120 days 

2.2 Submission of Bids 
 
Bids must be submitted only to Department of Foreign Affairs and Trade Canada (DFATD) Bid Receiving 
Unit email address by the date, time and place indicated on page 1 of the Request for Proposal. 
 
Due to the nature of the bid solicitation, bids transmitted by facsimile to DFATD will not be accepted. 

2.3 Former Public Servant 
 
Refer to Attachment 1 of Part 5 - Certifications Precedent to Contract Award 

2.4 Enquiries - Bid Solicitation 
 
All enquiries must be submitted in writing to the Contracting Authority no later than 7 calendar days 
before the bid closing date. Enquiries received after that time may not be answered. 
 
Bidders should reference as accurately as possible the numbered item of the bid solicitation to which the 
enquiry relates. Care should be taken by Bidders to explain each question in sufficient detail in order to 
enable Canada to provide an accurate answer. Technical enquiries that are of a proprietary nature must 
be clearly marked "proprietary" at each relevant item. Items identified as “proprietary” will be treated as 
such except where Canada determines that the enquiry is not of a proprietary nature. Canada may edit 
the question(s) or may request that the Bidder do so, so that the proprietary nature of the question(s) is 
eliminated and the enquiry can be answered to all Bidders. Enquiries not submitted in a form that can be 
distributed to all Bidders may not be answered by Canada. 

2.5 Applicable Laws 
 
Any resulting contract must be interpreted and governed, and the relations between the parties 
determined, by the laws in force in Ontario. 
 
Bidders may, at their discretion, substitute the applicable laws of a Canadian province or territory of their 
choice without affecting the validity of their bid, by deleting the name of the Canadian province or territory 
specified and inserting the name of the Canadian province or territory of their choice. If no change is 
made, it acknowledges that the applicable laws specified are acceptable to the Bidders. 

https://buyandsell.gc.ca/policy-and-guidelines/standard-acquisition-clauses-and-conditions-manual
https://buyandsell.gc.ca/policy-and-guidelines/standard-acquisition-clauses-and-conditions-manual/1/2003/active
https://buyandsell.gc.ca/policy-and-guidelines/standard-acquisition-clauses-and-conditions-manual/1/2003/active
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2.6 Improvement of Requirement During Solicitation Period 
 
Should bidders consider that the specifications or Statement of Work contained in the bid solicitation 
could be improved technically or technologically, bidders are invited to make suggestions, in writing, to 
the Contracting Authority named in the bid solicitation. Bidders must clearly outline the suggested 
improvement as well as the reason for the suggestion. Suggestions that do not restrict the level of 
competition nor favour a particular bidder will be given consideration provided they are submitted to the 
Contracting Authority at least 7 days before the bid closing date. Canada will have the right to accept or 
reject any or all suggestions. 

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: 

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

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

depending on the complaint body in question. Suppliers should therefore act quickly when they want to 
challenge any aspect of the procurement process.  

  

https://buyandsell.gc.ca/
https://buyandsell.gc.ca/for-businesses/selling-to-the-government-of-canada/bid-follow-up/bid-challenge-and-recourse-mechanisms
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PART 3 - BID PREPARATION INSTRUCTIONS 

3.1 Bid Preparation Instructions 

Canada requests that bidders provide their bid in separately bound sections as follows:  
 
Section I: Technical Bid (one (1) electronic copy)  
Section II: Financial Bid (one (1) electronic copy)  
Section III: Certifications (one (1) electronic copy)  
 
Prices should appear in the financial bid only. No prices should be indicated in any other section 
of the bid. 
 
Canada requests that bidders follow the format instructions described below in the preparation of their bid 
 

a. use a numbering system that corresponds to the bid solicitation;  
b. include a title page at the front of each section of the bid that includes the title, date, bid 

solicitation number, bidder’s name and address and contact information of its representative. 
 
Section I: Technical Bid 
 
In their technical bid, Bidders should demonstrate their understanding of the requirements contained in 
the bid solicitation and explain how they will meet these requirements. Bidders should demonstrate their 
capability and describe their approach in a thorough, concise and clear manner for carrying out the work. 
 
The technical bid should address clearly and in sufficient depth the points that are subject to the 
evaluation criteria against which the bid will be evaluated. Simply repeating the statement contained in 
the bid solicitation is not sufficient. In order to facilitate the evaluation of the bid, Canada requests that 
Bidders address and present topics in the order of the evaluation criteria under the same headings. To 
avoid duplication, Bidders may refer to different sections of their bids by identifying the specific paragraph 
and page number where the subject topic has already been addressed. 
 
Part 4, Evaluation Procedures, contains additional instructions that bidders should consider when 
preparing their technical bid. 
 
Section II: Financial Bid 
 
A. Bidders must submit their financial bid in Canadian funds and in accordance with the Basis of 

selection detailed in Annex “B”.   
 
B. Bidders must submit their price and rates; Canadian customs duties and excise taxes included, as 

applicable; and Applicable Taxes excluded.    
 
C. When preparing their financial bid, Bidders should review clause 4.1.2, Financial Evaluation, of Part 4 

of the bid solicitation; and article 7.7, Payment, of Part 7 of the bid solicitation. 
 
D. Electronic Payment of Invoices - Bid 

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

-  Direct Deposit  
 
Section III: Certifications 
 
Bidders must submit the certifications required under Part 5. 
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PART 4 - EVALUATION PROCEDURES AND BASIS OF SELECTION 

4.1 Evaluation Procedures 
 
(a) Bids will be assessed in accordance with the entire requirement of the bid solicitation including 

the technical and financial evaluation criteria. 
 

(b) An evaluation team composed of representatives of Canada will evaluate the bids. 
 
4.1.1 Technical Evaluation 
 
4.1.1.1 Mandatory Technical Criteria  
 
Refer to Attachment 1 of Part 4.   
 
4.1.1.2 Point Rated Technical Criteria  
 
Refer to Attachment 1 of Part 4.   
 
4.1.2 Financial Evaluation 
 
Bidders must submit their financial bid in Canadian dollars, in accordance with the Basis of payment at 
Annex “B”. The price of the bid for financial evaluation purpose is the sum of: the initial contract period 
cost + all option periods cost, Applicable Taxes excluded, FOB destination, Canadian customs duties 
and excise taxes included. 
 
Substantiation of Rates Quoted by Bidders in Professional Services Bids 
 
In Canada’s experience, bidders will from time to time quote rates in professional services bids for one or 
more categories of resources that, when they are selected as the contractor for the work, they refuse to honor 
during the period of the awarded contract, including any extension thereof, on the basis that the rates they 
quoted do not allow them to recover their own costs and/or make a profit. 
 
When evaluating the financial bids submitted by bidders in response to this bid solicitation, Canada may, but 
will have no obligation to, require price support from bidders for any of the prices they quoted in their financial 
bids. 

4.2 Basis of Selection 
 
4.2.1 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 the mandatory evaluation criteria; and 
c. obtain the required minimum number of points specified in Attachment 1 to Part 4 for the point 

rated technical criteria. 
 

2) Bids not meeting (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.  
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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 responsive bid with the highest combined rating of 
technical merit and price will be recommended for award of a contract.  

 
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 the technical merit and price, respectively.  The total available 
points equal 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 115/135 89/135 92/135 

Bid Evaluated Price $55,000.00** $50,000.00** $45,000.00* 

Calculations 

Technical Merit 
Score 

115/135*** x 70 = 
59.63 

89/135*** x 70 = 
46.15 

92/135*** x 70 = 
47.70 

Pricing Score 
45/55 x 30 = 
24.55 

45/50 x 30 = 
27.00 

45/45 x 30 = 30.00 

Combined Rating 84.18 73.15 77.70 

Overall Rating 1st 3rd 2nd 

 
In the example above, Bidder 1 would be recommended for contract award. 
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ATTACHMENT 1 TO PART 4, TECHNICAL CRITERIA 

 
The Bidder must provide the necessary documentation to support compliance with this requirement. 
 
The references provided by the Bidders are subject to verification by Canada during the bid evaluation 
period (before award of a contract) and after award of a contract. The Contracting Authority will have the 
right to ask for additional information to validate the references before award of a contract. The bid will be 
declared non-responsive if any references given by the Bidder are untrue, whether made knowingly or 
unknowingly. Failure to comply with the request of the Contracting Authority for additional information will 
also render the bid non-responsive. 
 
The month(s) of experience listed for a project whose time frame overlaps that of another referenced 
project, will only be counted once. 
 
Mandatory Technical Criteria 
 
The bid must meet the mandatory technical criteria specified below.  The Bidder must provide the 
necessary documentation to support compliance with this requirement.   
 
Bids which fail to meet the mandatory technical criteria will be declared non-responsive.  Each mandatory 
technical criterion should be addressed separately. 
 

Item Mandatory Criteria Met 
Not 
Met 

M1 Company’s Experience – Delivering Personal Security training 

The Bidder must demonstrate that it has a minimum of 60 months’ experience 
delivering personal security training to employees deploying to high threat 
environments.   
 
To demonstrate the criterion, the Bidder must submit as of bid closing date, project 
descriptions with start and end dates evidencing required experience.  

  

Demonstration: 

M2 Company’s experience - Content Development 

The Bidder must demonstrate that the company has acquired in the last 60 
months, significant experience in developing and customizing training material 
related to security. Significant experience is defined as a minimum of 5 projects. 
 
To demonstrate the criterion, the Bidder must submit as of bid closing date, 
examples of project descriptions evidencing required experience.  

  

Demonstration: 
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Item Mandatory Criteria Met 
Not 
Met 

M3 Company’s Experience – Delivering Self-Defence Training 

The Bidder must demonstrate that it has a minimum of 60 months’ experience in 
self-defence training delivery. 
Self-defense means basic self-defence techniques and confrontation 
management. 
 
To demonstrate the criterion, the Bidder must submit as of bid closing date, project 
descriptions with start and end dates evidencing required experience.  

  

Demonstration: 

M4 Ability to provide experienced instructors 

The Bidder must propose at least two (2) instructors as per the following: 

a) One (1) instructor fluent in English to lead the English sessions with a 

minimum experience of delivering 5 trainings in English. 

b) One (1) instructor fluent in French to lead the French sessions with a 

minimum experience of delivering 5 trainings in French. 

To demonstrate the criterion, the Bidder must submit as of bid closing date, project 
descriptions with start and end dates evidencing required experience of the 
proposed resources. 

  

Demonstration: 
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Point Rated Technical Criteria 
 
Bids will be evaluated and scored as specified in the tables inserted below. 
 
Bids which fail to obtain the required minimum number of points specified will be declared non-responsive.  
Each point rated technical criterion should be addressed separately. 
 

Requirements Points allocation 

R1 – Corporate experience 
 
The Bidder should demonstrate that it has a minimum of 60 months’ 
experience in delivering security training to individuals travelling to high 
threat environments. 
 
To demonstrate the criterion, the Bidder should provide as of bid closing 
date, project descriptions evidencing required experience. 

 

In addition, the bidder may provide supporting documents, such as 
brochures, corporate profiles, reference letters, etc. 
  
To facilitate the evaluation, the Bidder should provide the following 
information for each project:  

a) The title of the project  
b) The location and date of the completion of the project (city / country)  
c) The start and end date of the project (duration of the contract) 
d) A brief description of the project  
e) A brief description of the client and the results achieved  
f) The Bidders role in the completion of the project  
g) Sample materials of the project 

 

 
 
120 months or more = 20 points 
108 – 119 months = 18 points 
96 - 107 months = 16 points 
84 - 95 months = 14 points 
72 - 83 months = 12 points 
60 - 71 months = 10 points 
 
Maximum of 20 points 
 

Demonstration: 

Score: /20 

R2 –  Instructors’ Experience – Delivering Personal Security training 
 
The Bidder should demonstrate that each of the proposed instructors has 
at least 36 months’ experience delivering personal security training. 
 
To demonstrate criterion, the Bidder should submit as of bid closing date, 
each proposed instructor’s CV evidencing required experience. 
 
To demonstrate the criterion, the Bidder should submit as of bid closing 
date, the proposed resources’ resumes with project descriptions and start 
and end dates evidencing required experience.  
 
 

 
96 months or more = 10 points 
72 - 95 months = 7 points 
36 - 71 months = 4 points 
 
Maximum of 10 points per 
resource 
 
Maximum total of 20 points for 
all resources 
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Demonstration: 

Resource Allocated points 

#1 /10 

#2 /10 

 
Score:    /20 

R3 -  Course Curriculum 
 
The bidder should demonstrate its approach to balancing theory and 
practice.  
 
To demonstrate the criterion, the Bidder should submit as of bid closing 
date, a detailed course outline and course schedule for a session. Time 
allocated for theory and practice should be clearly identified. 
 
Definition of scoring scale: 

More than 65%: demonstrates an excellent balance of theory and 
practice. More than 65% of the course duration is allocated to practice and 
the type exercise allows the participants to practice the skills.   
 
Between 56%-65%: demonstrates a very good balance of theory and 
practice. Between 56%-65% of the course duration is allocated to practice 
and the type of exercise allows the participants to practice the skills.  
 
Between 46%-55%: demonstrates a good balance of theory and practice. 
Between 46%-55% of the course duration is allocated to practice and the 
type of exercise allows for participants to practice the skills. 
 
Between 36%-45%: demonstrated a minimum balance of theory and 
practice. Between 36%-45% are allocated to practice and the type of 
exercise allow the participants to practice the skills. 
 
Less than 36%: demonstrates an insufficient balance of theory and 
practice. Less than 35% of the course duration is allocated to practice and 
the type of exercise does not allow participants to practice the skills.  
 

 
 
More than 65% = 20 points 
Between 56%-65% = 15 points 
Between 46%-55% = 10points 
Between 36%-45% = 5 points 
Less than 36% = 0 points 
 
Maximum of 20 points 
 

Demonstration: 

Score:    /20 

Minimum pass score: 30 

Total Score:      /60 

Maximum Total: 60 
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PART 5 – CERTIFICATIONS  

Bidders must provide the required certifications 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://www.tpsgc-pwgsc.gc.ca/ci-if/declaration-eng.html), to be given further consideration in the 
procurement process. 

5.2 Certifications Precedent to Contract Award  
 
The certifications listed below should be submitted with the bid but may be submitted afterwards. If any of 
these required certifications 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 listed below within the time frame specified will render the bid non-responsive. 

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

5.2.2 Federal Contractors Program for Employment Equity - Bid Certification  
 
(Refer to Attachment 1 to Part 5) 

5.2.3 Status and Availability of Resources  
 
(Refer to Attachment 1 to Part 5) 

5.2.4 Education and Experience  
 
(Refer to Attachment 1 to Part 5) 

5.2.5 Language requirements  
 
(Refer to Attachment 1 to Part 5) 
 

http://www.tpsgc-pwgsc.gc.ca/ci-if/declaration-eng.html
http://www.tpsgc-pwgsc.gc.ca/ci-if/politique-policy-eng.html
http://www.tpsgc-pwgsc.gc.ca/ci-if/politique-policy-eng.html
http://www.tpsgc-pwgsc.gc.ca/ci-if/politique-policy-eng.html
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ATTACHMENT 1 TO PART 5 – CERTIFICATIONS PRECEDENT TO CONTRACT 
AWARD 

 

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

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

STATUS AND AVAILABILITY OF RESOURCES  
 
The Bidder certifies that, should it be awarded a contract as a result of the bid solicitation, every individual 
proposed in its bid will be available to perform the Work as required by Canada's representatives and at 
the time specified in the bid solicitation or agreed to with Canada's representatives. If for reasons beyond 
its control, the Bidder is unable to provide the services of an individual named in its bid, the Bidder may 
propose a substitute with similar qualifications and experience. The Bidder must advise the Contracting 
Authority of the reason for the substitution and provide the name, qualifications and experience of the 
proposed replacement. For the purposes of this clause, only the following reasons will be considered as 
beyond the control of the Bidder: death, sickness, maternity and parental leave, retirement, resignation, 
dismissal for cause or termination of an agreement for default. 

 
If the Bidder has proposed any individual who is not an employee of the Bidder, the Bidder certifies that it 
has the permission from that individual to propose his/her services in relation to the Work to be performed 
and to submit his/her résumé to Canada. The Bidder must, upon request from the Contracting Authority, 
provide a written confirmation, signed by the individual, of the permission given to the Bidder and of 
his/her availability. Failure to comply with the request may result in the bid being declared non-
responsive. 
 

EDUCATION AND EXPERIENCE 
 
The Bidder certifies that all the information provided in the résumés and supporting material submitted with its 
bid, particularly the information pertaining to education, achievements, experience and work history, has been 
verified by the Bidder to be true and accurate. Furthermore, the Bidder warrants that every individual proposed 
by the Bidder for the requirement is capable of performing the Work described in the resulting contract. 

 

LANGUAGE REQUIREMENTS 
 
The Contractor must be capable of providing the full range of required services in in both official languages: 
English and French. The Bidder certifies that, should it be authorized to provide services under the contract 
resulting from this solicitation, it will provide at least one (1) lead instructor fluent in English and one (1) lead 
instructor fluent in French. 
 

 

https://www.canada.ca/en/employment-social-development/programs/employment-equity/federal-contractor-program.html#s4
https://www.canada.ca/en/employment-social-development/programs/employment-equity/federal-contractor-program.html#s4
https://www.canada.ca/en/employment-social-development/programs/employment-equity/federal-contractor-program.html
https://www.canada.ca/en/employment-social-development/programs/employment-equity/federal-contractor-program.html
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FORMER PUBLIC SERVANT 

Contracts awarded to former public servants (FPS) in receipt of a pension or of a lump sum payment 
must bear the closest public scrutiny, and reflect fairness in the spending of public funds. In order to 
comply with Treasury Board policies and directives on contracts awarded to FPSs, bidders must provide 
the information required below before contract award. If the answer to the questions and, as applicable 
the information required have not been received by the time the evaluation of bids is completed, 
Canada will inform the Bidder of a time frame within which to provide the information. Failure to comply 
with Canada’s request and meet the requirement within the prescribed time frame will render the bid 
non-responsive. 

Definitions 

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

a. an individual; 

b. an individual who has incorporated; 

c. a partnership made of former public servants; or 

d. a sole proprietorship or entity where the affected individual has a controlling or major interest in the 

entity. 

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

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

Former Public Servant in Receipt of a Pension 

As per the above definitions, is the Bidder a FPS in receipt of a pension? Yes ( ) No ( ) 

If so, the Bidder must provide the following information, for all FPSs in receipt of a pension, as 
applicable: 

a. name of former public servant; 

b. date of termination of employment or retirement from the Public Service. 

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

  

http://laws-lois.justice.gc.ca/eng/acts/f-11/
http://laws-lois.justice.gc.ca/eng/acts/P-36/FullText.html
http://laws-lois.justice.gc.ca/eng/acts/S-24/page-2.html
http://laws-lois.justice.gc.ca/eng/acts/S-24/page-2.html
http://laws-lois.justice.gc.ca/eng/acts/C-17/page-1.html
http://laws.justice.gc.ca/eng/acts/D-1.3/
http://laws.justice.gc.ca/eng/acts/D-1.3/
http://laws.justice.gc.ca/eng/acts/R-10.6/
http://laws-lois.justice.gc.ca/eng/acts/R-11/page-19.html
http://laws-lois.justice.gc.ca/eng/acts/M-5/index.html
http://laws-lois.justice.gc.ca/eng/acts/M-5/index.html
http://laws-lois.justice.gc.ca/eng/acts/C-8/index.html
https://www.canada.ca/en/treasury-board-secretariat/services/policy-notice/changes-contracting-limits-approval-new-requirements.html
http://www.tbs-sct.gc.ca/pol/doc-eng.aspx?id=14676&section=text
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Work Force Adjustment Directive 

Is the Bidder a FPS who received a lump sum payment pursuant to the terms of the Work Force 
Adjustment Directive? Yes ( ) No ( ) 

If so, the Bidder must provide the following information: 

a. name of former public servant; 

b. conditions of the lump sum payment incentive; 

c. date of termination of employment; 

d. amount of lump sum payment; 

e. rate of pay on which lump sum payment is based; 

f. period of lump sum payment including start date, end date and number of weeks; 

g. number and amount (professional fees) of other contracts subject to the restrictions of a work 

force adjustment program. 

For all contracts awarded during the lump sum payment period, the total amount of fees that may be paid 
to a FPS who received a lump sum payment is $5,000, including Applicable Taxes. 
 
 
 
______________________________________________     
Name and title        
 
 
 
_________________________________    __________________________ 
Signature              Date 
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PART 6 – SECURITY AND FINANCIAL REQUIREMENTS 

6.1 Security Requirements 
 
There is no security requirement associated with this bid solicitation. 

6.2 Financial Capability 
 

SACC Manual clause A9033T  (2012-07-16) Financial Capability 
 
  

http://buyandsell.gc.ca/policy-and-guidelines/standard-acquisition-clauses-and-conditions-manual/5/A/A9033T/active
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PART 7 - RESULTING CONTRACT CLAUSES  
 
The following clauses and conditions apply to and form part of any contract resulting from the bid 
solicitation.  

7.1 Statement of Work  
 
The Contractor must perform the Work in accordance with the Statement of Work in Annex “A”. 

7.2 Standard Clauses and Conditions 
 
All clauses and conditions identified in the Contract by number, date and title are set out in the Standard 
Acquisition Clauses and Conditions Manual (https://buyandsell.gc.ca/policy-and-guidelines/standard-
acquisition-clauses-and-conditions-manual) issued by Public Works and Government Services Canada. 
 
7.2.1 General Conditions 
 
2035 (2020-05-28), General Conditions - Higher Complexity - Services, apply to and form part of the 
Contract 
 
Section 08 – Replacement of Specific Individuals, of 2035 (2008-05-12) General Conditions – Higher 
Complexity – Services is deleted and replaced with the following: 

1. if the Contractor is unable to provide the services of any specific individual identified in the 
Contract to perform the services, the Contractor must within five working days of the individual’s 
departure or failure to commence Work (or, if Canada has requested the replacement, within ten 
working days of Canada’s notice of the requirement for a replacement) provide to the 
Contracting Authority:  
a. the name, qualifications and experience of a proposed replacement immediately available for 

Work; and 
b. security information on the proposed replacement as specified by Canada, if applicable. 

Any assessment of the information provided will occur as per 2 (b) below. 

2. Subject to an Excusable Delay, where Canada becomes aware that a specific individual 
identified under the Contract to provide services has not been provided or is not performing, the 
Contracting Authority may elect to:  
a. exercise Canada's rights or remedies under the Contract or at law, including terminating the 

Contract for default under Article titled “Default of the Contractor”; or 
b. assess the information provided under 1 (a) and (b) above or, if it has not yet been provided, 

require the Contractor propose a replacement to be rated by the Technical Authority. The 
replacement must have qualifications and experience that meet or exceed those obtained for 
the original resource and be acceptable to Canada.   Upon assessment of the replacement, 
Canada may accept the replacement, exercise the rights in 2 (a) above, or require the 
Contractor to propose another replacement within five working days’ notice.   
 

3. Where an Excusable Delay applies, Canada may require 2 (b) above instead of terminating 
under the “Excusable Delay” Article. An Excusable Delay does not include resource 
unavailability due to allocation of the resource to another Contract or project (including those for 
the Crown) being performed by the Contractor or any of its affiliates. 
 

4. The Contractor must not, in any event, allow performance of the Work by unauthorized 
replacement persons. The Contracting Authority may order that a resource stop performing the 
Work. In such a case, the Contractor must immediately comply with the order. The fact that the 

https://buyandsell.gc.ca/policy-and-guidelines/standard-acquisition-clauses-and-conditions-manual
https://buyandsell.gc.ca/policy-and-guidelines/standard-acquisition-clauses-and-conditions-manual
https://buyandsell.gc.ca/policy-and-guidelines/standard-acquisition-clauses-and-conditions-manual/3/2035/active
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Contracting Authority does not order that a resource stop performing the Work does not relieve 
the Contractor from its responsibility to meet the requirements of the Contract. 
 

5. The obligations in this article apply despite any changes that Canada may have made to the 
Client's operating environment. 

Section 30 - Termination for Convenience, of 2035 (2020-05-28) General Conditions - Higher 
Complexity - Services, Subsection 04 is deleted and replaced with the following Subsections 04, 05 and 
06: 

04) The total of the amounts, to which the Contractor is entitled to be paid under this section, together 
with any amounts paid, due or becoming due to the Contractor must not exceed the Contract 

05) Where the Contracting Authority terminates the entire Contract and the Articles of Agreement 
include a Minimum Work Guarantee, the total amount to be paid to the Contractor under the 
Contract will not exceed the greater of:  

a. the total amount the Contractor may be paid under this section, together with any 
amounts paid, becoming due other than payable under the Minimum Revenue 
Guarantee, or due to the Contractor as of the date of termination; or 

b. the amount payable under the Minimum Work Guarantee, less any amounts paid, due or 
otherwise becoming due to the Contractor as of the date of termination. 

06) The Contractor will have no claim for damages, compensation, loss of profit, allowance arising out 
of any termination notice given by Canada under this section except to the extent that this section 
expressly provides. The Contractor agrees to repay immediately to Canada the portion of any 
advance payment that is unliquidated at the date of the termination. 

 
7.2.2 Inspection and Acceptance  
 
The Project Authority is the Inspection Authority. All reports, deliverable items, documents, goods and all 
services rendered under the Contract are subject to inspection by the Inspection Authority or 
representative. Should any report, document, good or service not be in accordance with the requirements 
of the Statement of Work and to the satisfaction of the Inspection Authority, as submitted, the Inspection 
Authority will have the right to reject it or require its correction at the sole expense of the Contractor 
before recommending payment. 
 
7.2.3 Specific person(s) (to be inserted at contract award) 
 
The contractor must provide the following person(s) to perform the work as stated in the Contract:  
 

1. ________________ 
2. ________________ 
3. ________________ 

 
7.2.4 Non-Disclosure Agreement  
 
At contract award, the Contractor must obtain from its employee(s) or subcontractor(s) the completed and 
signed non-disclosure agreement, attached at Annex "D", and provide it to the Contracting Authority 
before they are given access to information by or on behalf of Canada in connection with the work. 
 
 
7.3 Security Requirements 
 
7.3.1 There is no security requirement applicable to the Contract. 
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7.4 Term of Contract 
 
7.4.1 Period of the Contract 
 
The period of the Contract is from contract award date to March 31, 2024. 
 
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 three 
(3) additional one (1) year period(s) under the same conditions.  The Contractor agrees that, during the 
extended period of the Contract, it will be paid in accordance with the applicable  
provisions as set out in the Basis of Payment. 
 
Canada may exercise this option at any time by sending a written notice to the Contractor at least ten (10) 
calendar days before the expiry date of the Contract. The option may only be exercised by the 
Contracting Authority, and will be evidenced for administrative purposes only, through a contract 
amendment.   

7.5 Authorities 
 
7.5.1 Contracting Authority 
 
The Contracting Authority for the Contract is: 
 
Name: Assane Ndiaye  
Title: Senior Procurement Officer 
Address: 200 Promenade du Portage, Gatineau, Québec Canada K1A 0G4  
Telephone: 613-791-7185 
E-mail address: assane.ndiaye@international.gc.ca 
 
The Contracting Authority is responsible for the management of the Contract and any changes to the 
Contract must be authorized in writing by the Contracting Authority. The Contractor must not perform 
work in excess of or outside the scope of the Contract based on verbal or written requests or instructions 
from anybody other than the Contracting Authority. 
 
7.5.2 Project Authority (to be inserted at contract award) 
 
The Project Authority for the Contract is: 
Name: _________ 
Title: _________ 
Organization: __________ 
Address: __________ 
Telephone: ___-___-_____ 
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. 
 
7.5.3 Contractor's Representative 
 
Name: _________  
Title: _________  

mailto:assane.ndiaye@international.gc.ca
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Organization: __________  
Address: __________  
Telephone: ___ ___ _______  
E-mail address: ___________ 
 
7.6 Proactive Disclosure of Contracts with Former Public Servants 
 
By providing information on its status, with respect to being a former public servant in receipt of a Public 
Service Superannuation Act (PSSA) pension, the Contractor has agreed that this information will be 
reported on departmental websites as part of the published proactive disclosure reports, in accordance 
with Contracting Policy Notice: 2012-2 of the Treasury Board Secretariat of Canada. 

7.7 Payment 
 
7.7.1 Basis of Payment 
 
The Contractor will be paid for the Work performed, in accordance with the Basis of payment at annex 
“B”, to the limitation of expenditure specified. Customs duties are included and Applicable Taxes are 
extra. 
 
7.7.2 Limitation of Expenditure 
 
Canada's total liability to the Contractor under the Contract must not exceed $ ___________ (to be 
inserted at contract award). Customs duties are included and Applicable Taxes are extra. 

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

a. when it is 75% committed, or 
b. four months before the contract expiry date, or 
c. as soon as the Contractor considers that the contract funds provided are inadequate for the 

completion of the Work,  
 

whichever comes first.  
 

If the notification is for inadequate contract funds, the Contractor must provide to the Contracting 
Authority a written estimate for the additional funds required. Provision of such information by the 
Contractor does not increase Canada's liability. 
 
7.7.3 Method of Payment 

Canada will pay the Contractor upon completion and delivery of the Work in accordance with the 
payment provisions of the Contract if: 
 

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

b. all such documents have been verified by Canada; 
c. all work delivered has been completed and accepted by Canada. 

  

http://laws-lois.justice.gc.ca/eng/acts/P-36/FullText.html
http://laws-lois.justice.gc.ca/eng/acts/P-36/FullText.html
http://www.tbs-sct.gc.ca/pubs_pol/dcgpubs/contpolnotices/siglist-eng.asp
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7.7.4 Electronic Payment of Invoices – Contract 
 

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

a. Direct Deposit 

 
7.7.5 Discretionary Audit 
 
The following are subject to government audit before or after payment is made: 
 

a. The amount claimed under the Contract, as computed in accordance with the Basis of Payment, 
including time charged. 

b. The accuracy of the Contractor's time recording system. 
c. The estimated amount of profit in any firm-priced element, firm time rate, firm overhead rate, or 

firm salary multiplier, for which the Contractor has provided the appropriate certification. The 
purpose of the audit is to determine whether the actual profit earned on a single contract if only 
one exists, or the aggregate of actual profit earned by the Contractor on a series of negotiated 
contracts containing one or more of the prices, time rates or multipliers mentioned above, during 
a particular period selected, is reasonable and justifiable based on the estimated amount of profit 
included in earlier price or rate certification(s). 

d. Any firm-priced element, firm time rate, firm overhead rate, or firm salary multiplier for which the 
Contractor has provided a "most favoured customer" certification. The purpose of such audit is to 
determine whether the Contractor has charged anyone else, including the Contractor's most 
favoured customer, lower prices, rates or multipliers, for like quality and quantity of goods or 
services. 

 
Any payments made pending completion of the audit must be regarded as interim payments only and 
must be adjusted to the extent necessary to reflect the results of the said audit. If there has been any 
overpayment, the Contractor must repay Canada the amount found to be in excess. 
 
7.8 Invoicing Instructions 
 
The Contractor must submit a claim for a milestone payment. Each claim must show:  
 

a. Company name, address, etc.; 

b. Client address; 

c. Date of the invoice; 

d. Contract Number; 

e. Total dollar amount; 

f. The description and value of the milestone claimed as detailed in the Contract. 

Applicable Taxes must be calculated on the total amount of the claim. 

Invoices must be distributed as follows:  

 One (1) copy must be forwarded to the Project Authority identified under the section entitled 

"Authorities" of the Contract. 
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7.9 Certifications  
 
7.9.1 Compliance 
 
Unless specified otherwise, the continuous compliance with the certifications provided by the Contractor 
in its bid or precedent to contract award, and the ongoing cooperation in providing additional information 
are conditions of the Contract and failure to comply will constitute the Contractor in default. Certifications 
are subject to verification by Canada during the entire period of the Contract.  
 
7.10 Applicable Laws 
 
The Contract must be interpreted and governed, and the relations between the parties determined, by the 
laws in force in Ontario. 
 

7.11 Priority of Documents 
 
If there is a discrepancy between the wording of any documents that appear on the list, the wording of the 
document that first appears on the list has priority over the wording of any document that subsequently 
appears on the list. 
 
(a) the Articles of Agreement; 
(b) the general conditions 2035 (2020-05-28) 
(c) Annex A, Statement of Work  
(d) Annex B, Basis of Payment; 
(e) Annex C, Security Requirements Check List; 
(f) the Contractor's bid dated ______, 

7.12 Foreign Nationals (Canadian Contractor or Foreign Contractor) 
 
SACC Manual clause A2000C (2006-06-16) Foreign Nationals (Canadian Contractor) 
 
 
SACC Manual clause A2001C (2006-06-16) Foreign Nationals (Foreign Contractor) 
 
 
7.13  Dispute Resolution 
 
(a) The parties agree to maintain open and honest communication about the Work throughout and 
 after the performance of the contract. 
 
(b) The parties agree to consult and co-operate with each other in the furtherance of the contract and 
 promptly notify the other party or parties and attempt to resolve problems or differences that may 
 arise. 
 
(c) If the parties cannot resolve a dispute through consultation and cooperation, the parties agree to 
 consult a neutral third party offering alternative dispute resolution services to attempt to address 
 the dispute.  
 
(d) Options of alternative dispute resolution services can be found on Canada’s Buy and Sell website 
 under the heading “Dispute Resolution”. 

https://buyandsell.gc.ca/policy-and-guidelines/standard-acquisition-clauses-and-conditions-manual/3/2035/active
http://buyandsell.gc.ca/policy-and-guidelines/standard-acquisition-clauses-and-conditions-manual/5/A/A2000C/active
http://buyandsell.gc.ca/policy-and-guidelines/standard-acquisition-clauses-and-conditions-manual/5/A/A2001C/active
https://buyandsell.gc.ca/for-businesses/selling-to-the-government-of-canada/contract-management/dispute-resolution
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ANNEX “A” 

STATEMENT OF WORK 
 

1. Title 

 

Personal Security Training  

 

2. Background 

 
The Department of Foreign Affairs, Trade and Development (DFATD) has a duty of care to employees 
and therefore provides security training and awareness programs to DFATD employees working in 
Canada and employees and their dependents working and living abroad. 

3. Objectives 

 

DFATD requires the professional services of a contractor for a two-day classroom training for DFATD 

employees and their dependents of 16 years and up who are being posted to or traveling overseas to 

higher risk countries. The contractor will be responsible for the design, customisation, preparation, and 

delivery of up to twenty-five (25) classroom sessions per Government of Canada fiscal year. 

 

4. Resource requirements 

 

The Contractor is required to provide a minimum of two (2) qualified lead instructors with the experience 

and knowledge to conduct personal security training. 

 

The proposed resources must be available to start work within two weeks of the awarding of the contract.  

 

Any subsequent replacements of the proposed resources must be mutually acceptable and meet or 

exceed all the evaluated criteria of this statement of work, before they begin delivering any sessions.  

 

Should the services of any individual resource prove unsatisfactory following course evaluations, the 

contractor will be informed verbally followed by a written notice, and may be asked to be replaced. 

 

5. Scope of Work 

 

As per the Policy on Personal Security Abroad Training, the Personal Security Training is a mandatory 

security training required to be completed by all Government of Canada employees and their dependents 

16 years and older, prior to being posted to missions located in high threat environments.  

 

The objective of the training is to increase the employee and dependent’s abilities to remain safe while 

living or traveling abroad by: 

 

a) Increasing their situational awareness ability  

b) Enhancing their capacity to identify risks to their personal security and mitigation strategies 

to reduce the impacts of these risks 

c) Providing them with situational management methods and reactive techniques to deal and 

react to situations that may pose a risk to their personal security 
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d) Enhancing their understanding of fear-induced stress and coping strategies  

e) Providing them with tools and resources available to support them when traveling or living 

abroad 

The building blocks, for the flow of the training, need to be:  

- First, how do I keep myself out of situations that could pose a threat to my personal security? 

- Second, how do I get out of situations that pose a risk to my personal security? 

- Third, how do I respond if I find myself in a situation where my personal security is compromised 

and may not be in a position to get out? 

Some (not limited to) of the topics that need to be covered during the training are: 

a) Global security context and threats  

1) Specific to some parts of the world versus the more universal ones 

2) Related to being an employee working for the Government of Canada 

3) Related to living abroad with family and kids 

 

b) Situational awareness 

1) The different levels of awareness and when to use them – from Tuned out to Comatose 

2) Tips to increase personal situational awareness on a daily basis 

3) Tools available to get information to increase knowledge about a situation and how to 

look for it so it can be transferred into an action 

 

c) Risks 

1) The definition of threat, vulnerability and risk  

2) Tools and methods to identify and assess risks for action 

3) The potential risks based on different parts of the world 

4) Mitigation strategies for each risk. These risks should be covered during the training: 

i. Express kidnapping and Kidnapping – basic Conduct After Capture principles 

ii. Active shooter – what to do and characteristics of safe places to hide  

iii. Checkpoints – carjacking – security in transit 

iv. Home invasion – security at home 

v. Basic scams – airport and taxis 

vi. Assaults – sexual, physical 

vii. Civil unrest – mobs and violent demonstrations 

viii. Terrorism – how it manifests 

ix. Pickpocketing – theft – mugging 

x. Surveillance 

* Depending on the audience and what situation people are in, these risks may 

need to also be addressed with the perspective that they can happen in presence 

of children – Child safety considerations when living abroad 

 

d) Practical Techniques/Basic self-defence 

1) Easy to remember techniques to plan, prepare, mentally and physically 

2) Practical techniques to diffuse confrontational situations, to get out of these situations 

and deal with them if required 

3) Rules of survival and defensive tactics 

4) Basic self-defence techniques and physical actions that can be taken in situation posing 

a risk to personal security 
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e) Stress 

1) Impacts of stress – from Acute to Cumulative 

2) Strategies to cope with stressful situations 

 

f) Personal Action Plan – for participant to start drafting and can complete at home 

1) What should I do to prepare before I leave? 

2) What should I do to prepare once I arrive and while I live abroad? 

3) What tools are available at missions and at Head Quarters to support me? 

 

6. Contractor’s Deliverables 

 

The contractor will provide the following for the training session: 

 

6.1 A formal design that meets the following criteria: 

a) Based on Adult Learning Principles; 

b) Using an approach where there is 20% presentation and 80% practice (hands-on and brains-on); 

utilising a mixture of short lectures, case studies, guided discussions, and practical exercises, 

videos, role play, simulation, demonstrations, etc. where participants are engaged mentally and 

physically, using examples grounded in the reality of the participants specific to the region they 

will be going to; 

c) Using examples grounded in 2022 reality and recent (last 4-5 years) - Instructors are expected to 

be aware of the most modern personal security tips and trends and experienced in adult learning 

d) Translating the theoretical concepts in concrete actions, possibilities and tools for people to apply 

and practice right away and that are non-perishable; 

e) Considering all learning styles as well as styles and preferences of the new generations entering 

the workforce; 

f) Meeting learning objectives outlined in section 5 of this Statement of Work; 

g) Using a language adapted to the regular public servant and their family – not security specialists 

lingo; 

h) Allowing for people to engage in the process past the training session so they have tools to 

continue applying the skills and abilities. 

 

6.2 A course formatted as follows: 

a) Training duration of 16 hours over a two-day period from 8:30 to 16:30. This includes breaks and 

lunch.   

b) Each session will have a maximum of 26 participants and will be delivered up to 25 times per 

fiscal year (while respecting National Health Guidelines for COVID-19). 

c) The courses will be conducted in French or English (with 60% of the sessions in English, and 

40% in French) as required by DFATD. 

 

6.3   Course material for the participants including but not limited to: 

a) Handouts, which include key tools, concepts, models and key messages used and delivered 

during the session – in French and English, based on the language of the session 
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b)  Instructor’s guide (in one language) that will be used by instructor during the session 

c) An electronic copy of all the training material used during the training 

Note: the training material must be provided to the Project Administrator in a format compatible 

with Microsoft software suites, readable and modifiable. 

d) An evaluation questionnaire to evaluate the effectiveness of the training – related to the session’s 

objectives that will be included in the participant’s kit for each session so they can complete at the 

end of each session 

 

7. Contractor’s tasks 

 

The Contractor will perform all the following tasks 

 

a) Attend meetings with the Project Administrator’s representative once per fiscal year to discuss any 

improvements and changes required to be made to the design and delivery, if required and be 

available for regular discussions throughout the duration of the contract. 

 

b) Improve the course content based on feedback provided by course participants and Project 

Administrator’s representative, in collaboration with the Project Administrator’s representative. 

 

c) Provide a qualified instructor for each session; the supplier will be responsible for the coordination 

and scheduling of the various instructors. 

 

d) Ensure the evaluation form is completed by participants by the end of each course and that these 

evaluation forms are returned (electronic document) to the project Administrator after each session.  

 

e) Print the attendance sheet provided by the project Administrator and have all participants sign upon 

arrival to the training, after the break in the afternoon, as a proof of attendance, every day of the 

course (4 signatures in total). 

 

f) Send the attendance sheet electronically to the project Administrator, the day after the training 

session is completed 

 

8. DFATD Support 

 

DFATD will support the contractor with the following: 

 

a) Three to five days prior to delivery, the electronic version of the attendance sheet will be sent to the 

contractor, with information about the participants such as posting location and roles, to help 

instructors prepare delivery and to be printed by instructors for attendance signatures at each 

session. Note that attendance may change so a final attendance sheet may be provided up to the 

day before the training session. 

 

b) Context on departmental policies, regulations, and standards to make sure course content is in 

accordance with these, as well as any training material already available to provide to participants. 

 

c) Dates for training – covering fiscal year – established in collaboration with the contractor once the 

contract is awarded. 
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d) Advance request for additional training session(s) to be added or amended (e.g. change of language 

or date of training) at least 15 working days in advance. 

 

e) Access to the project Administrator when required to ensure that all learning material is aligned with 

departmental policies and meet the department’s expectations. 

 

f) Notice of session cancelation not less than 5 working days prior to the delivery date, with no costs 

charged by the contractor. 

 

9. Language Requirement 

 

The Contractor must be capable of providing the full range of required services in both official languages: 

English and French.  

 

The Contractor must propose at least one (1) lead instructor fluent in English and one (1) lead instructor 

fluent in French.  

 

10. Location of training 

 

Training sessions must be conducted in person at the contractor's business location. The training location 

must be within 15 kilometers of 125 Sussex Drive, Ottawa, Ontario K1A 0G2.  

 

Due to COVID-19 restrictions, the contractor will be required to provide virtual distance training using 

Microsoft Teams or another platform as identified by the Project Authority. Training will be resumed at the 

contractor's location as soon as the situation permits, taking into consideration provincial public health 

regulations. 

 

11. Travel 

 

There is no anticipated travel requirement. All travel costs will be at the Contractor’s expense. 
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ANNEX “B” 

BASIS OF PAYMENT 
 
The Contractor must provide a firm all-inclusive two-day session cost for all work to be performed 
which includes cost of labor, direct materials and supplies, equipment, fringe benefits, general and 
administrative expenses, participant evaluations, overhead and profit and any other expenses that may 
be incurred for the performance of the contract. 
 
All overhead expenses normally incurred in providing the services are included in the firm cot per session 
identified hereunder and will not be permitted as direct charges. Travel and Living Expenses will not be 
reimbursed for any part of this contract including any relocation required to satisfy the terms of the 
contract. 
 
The volumetric data specified below are provided for bid evaluated price determination purposes only. 
They are not to be considered as a contractual guarantee. Their inclusion in this pricing schedule does 
not represent a commitment by Canada that Canada’s future usage of the services described in the bid 
solicitation will be consistent with this data. 
 
 
A- Initial Contract Period  
 
 

    Initial Contract Period 

Contract Award date to March 31, 2024 

 
(A) 

 
(B) 

 
(C) 

A x B 

Description 
Volumetric Data 

(estimated number of 
sessions) 

All–Inclusive 
Cost per session  

Total Cost 

Personal Security Training 
(PST) 

50 sessions $ __________ $ _____________ 

 
Applicable taxes excluded  

 
 
B- Option Periods 
 

    Option Period 01 

April 01, 2024 to March 31, 2025 

 
(A) 

 
(B) 

 
(C) 

A x B 

Description 
Volumetric Data 

(estimated number of 
sessions) 

All–Inclusive 
Cost per session  

Total Cost 

Personal Security Training 
(PST) 

25 sessions $ __________ $ _____________ 

 
Applicable taxes excluded  
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    Option Period 02 

April 01, 2025 to March 31, 2026 

 
(A) 

 
(B) 

 
(C) 

A x B 

Description 
Volumetric Data 

(estimated number of 
sessions) 

All–Inclusive 
Cost per session  

Total Cost 

Personal Security Training 
(PST) 

25 sessions $ __________ $ _____________ 

 
Applicable taxes excluded  

 
   

    Option Period 03 

April 01, 2026 to March 31, 2027 

 
(A) 

 
(B) 

 
(C) 

A x B 

Description 
Volumetric Data 

(estimated number of 
sessions) 

All–Inclusive 
Cost per session  

Total Cost 

Personal Security Training 
(PST) 

25 sessions $ __________ $ _____________ 

 

Applicable taxes excluded  
 

 

C- Total Estimated Contract Value for Evaluation Purpose 
 
Evaluated Price (total cost initial contract period + total cost of all option periods): $ ________________ 
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ANNEX “C” 

SECURITY REQUIREMENTS CHECK LIST 
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ANNEX “D”  

NON-DISCLOSURE AGREEMENT 
 

I, ________________________________(resource name), recognize that in the course of my work as an 

employee or subcontractor of __________________________________ (contractor name), I may be 

given access to information by or on behalf of Canada in connection with the Work, pursuant to Contract 

No. __________ between Her Majesty the Queen in right of Canada, represented by the Minister of 

Foreign Affairs, Trade and Development Canada and ____________ (contractor name), including any 

information that is confidential or proprietary to third parties, and information conceived, developed or 

produced by the Contractor as part of the Work. For the purposes of this agreement, information includes 

but not limited to: any documents, instructions, guidelines, data, material, advice or any other information 

whether received orally, in printed form, recorded electronically, or otherwise and whether or not labeled 

as proprietary or sensitive, that is disclosed to a person or that a person becomes aware of during the 

performance of the Contract. 

I agree that I will not reproduce, copy, use, divulge, release or disclose, in whole or in part, in whatever 

way or form any information described above to any person other than a person employed by Canada on 

a need to know basis. I undertake to safeguard the same and take all necessary and appropriate 

measures, including those set out in any written or oral instructions issued by Canada, to prevent the 

disclosure of or access to such information in contravention of this agreement. 

I also acknowledge that any information provided to the Contractor by or on behalf of Canada must be 

used solely for the purpose of the Contract and must remain the property of Canada or a third party, as 

the case may be. 

I agree that the obligation of this agreement will survive the completion of the Contract No.: __________ 

 

_________________  ________________ 

Signature     Date 

 


