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PART 1 - GENERAL INFORMATION 
 
1.1 Security Requirements 
 
There are no security requirements. 
 
1.2 Statement of Requirement. 
 
Public Services and Procurement Canada (PSPC), on behalf of Agriculture and Agri-food Canada (AAFC) 
Charlottetown Research and Development Centre requires 2 Soil Samplers as detailed in Annex “A” 
Statement of Requirement. The bidder will be responsible for the supply and delivery FOB Destination to 
AAFC Research Centre in Harrington, PE. 
 
The requirement is detailed under Article 6.2 of the resulting contract clauses. 
 
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. 
 
1.4 epost Connect service 
 
This bid solicitation allows bidders to use the epost Connect service provided by Canada Post 
Corporation to transmit their bid electronically. Bidders must refer to Part 2 entitled Bidder Instructions, 
and Part 3 entitled Bid Preparation Instructions, of the bid solicitation, for further information. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Solicitation No. - N° de l'invitation Amd. No. - N° de la modif. Buyer ID - Id de l'acheteur 
01913-221112/A  PEI006 
 Client Ref. No. - N° de réf. du client File No. - N° du dossier CCC No./N° CCC - FMS No./N° VME 
01913-221112 PEI-1-44018  

 

Page 4 of - de 19 
 
 

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. 
 
2.1.1 SACC Manual Clauses 
 
SACC Manual Clause B1000T (2014-06-26), Condition of Material - Bid. 
 
2.2 Submission of Bids 

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

 PWGSC Acquisitions, Bid Receiving / Bid Drop-off Box (in-person) 
 Sherwood Business Centre  
 161 St. Peters Road  
 2nd Floor, Suite 204  
 Charlottetown  
 Prince Edward Island  
 C1A 5P7 
 

 Epost Connect address:  
 TPSGC.RAReceptionSoumisNBPE-ARBidReceivingNBPE.PWGSC@tpsgc-pwgsc.gc.ca 

Note: Bids will not be accepted if emailed directly to this email address. This email address is to 
be used to open an epost Connect conversation, as detailed in Standard Instructions 2003, or to 
send bids through an epost Connect message if the bidder is using its own licensing agreement 
for epost Connect. 

 Fax number: (902) 566-7514  
 
2.3  Enquiries - Bid Solicitation 
 
All enquiries must be submitted in writing to the Contracting Authority no later than 5 calendar days 
before the bid closing date. Enquiries received after that time may not be answered. 
 
Bidders should reference as accurately as possible the numbered item of the bid solicitation to which the 
enquiry relates. Care should be taken by Bidders to explain each question in sufficient detail in order to 
enable Canada to provide an accurate answer. Technical enquiries that are of a proprietary nature must 
be clearly marked "proprietary" at each relevant item. Items identified as "proprietary" will be treated as 
such except where Canada determines that the enquiry is not of a proprietary nature. Canada may edit 
the question(s) or may request that the Bidder do so, so that the proprietary nature of the question(s) is 
eliminated, and the enquiry can be answered to all Bidders. Enquiries not submitted in a form that can be 
distributed to all Bidders may not be answered by Canada. 
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2.4 Applicable Laws 
 
Any resulting contract must be interpreted and governed, and the relations between the parties 
determined, by the laws in force in Prince Edward Island. 
 
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. 
 
2.5 Bid Challenge and Recourse Mechanisms 
 
(a) Several mechanisms are available to potential suppliers to challenge aspects of the procurement 

process up to and including contract award.  
 
(b) Canada encourages suppliers to first bring their concerns to the attention of the Contracting 

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

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

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

depending on the complaint body in question. Suppliers should therefore act quickly when they want 
to challenge any aspect of the procurement process.  
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PART 3 - BID PREPARATION INSTRUCTIONS 

3.1 Bid Preparation Instructions 
 

 If the Bidder chooses to 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 III:  Certifications 
 

 If the Bidder chooses to submit its bid in hard copies, Canada requests that the Bidder submits its bid 
in separately bound sections as follows: 

 
Section I:  Technical Bid (1 hard copy)  
Section II:  Financial Bid (1 hard copy) 
Section III:  Certifications (1 hard copy) 

 
 If the Bidder is simultaneously providing copies of its bid using multiple acceptable delivery methods, 

and if there is a discrepancy between the wording of any of these copies and the electronic copy 
provided through epost Connect service, the wording of the electronic copy provided through epost 
Connect service will have priority over the wording of the other copies. 

 
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 8.5 x 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 8.5 x 11 inch (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. 
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Section I : Technical Bid  
 
In their technical bid, Bidders should explain and demonstrate how they propose to meet the 
requirements and how they will carry out the work. 
 
Section II: Financial Bid 
Bidders must submit their financial bid in accordance with the Basis of Payment. 
 

3.1.1  Electronic Payment of Invoices – Bid 

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

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

Acceptance of Electronic Payment Instruments will not be considered as an evaluation criterion. 
 
3.1.2 Exchange Rate Fluctuation 

 
C3011T (2013-11-06), Exchange Rate Fluctuation 

 
Section III: Certifications 
Bidders must submit the certifications and additional information 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 

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 
 
To be deemed responsive, Bidders must meet all product requirements as stated in Annex “A”. 

 
4.1.2 Financial Evaluation 
 

SACC Manual Clause A0220T (2014-06-26), Evaluation of Price - Bid 
 
4.2 Basis of Selection 
 
4.2.1 Basis of Selection - Mandatory Technical Criteria 

 
SACC Manual Clause A0031T (2010-08-16), Basis of Selection - Mandatory Technical Criteria 
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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 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 and Additional Information 
 
The certifications and additional information listed below should be submitted with the bid, but may be 
submitted afterwards. If any of these required certifications or additional information is not completed and 
submitted as requested, the Contracting Authority will inform the Bidder of a time frame within which to 
provide the information. Failure to provide the certifications or the additional information listed below 
within the time frame provided will render the bid non-responsive. 
 
5.2.1 Integrity Provisions – Required Documentation 
 
In accordance with the section titled Information to be provided when bidding, contracting or entering into 
a real property agreement of the Ineligibility and Suspension Policy (http://www.tpsgc-pwgsc.gc.ca/ci-
if/politique-policy-eng.html), the Bidder must provide the required documentation, as applicable, to be 
given further consideration in the procurement process.  
 
5.2.2 Federal Contractors Program for Employment Equity - Bid Certification 
 
By submitting a bid, the Bidder certifies that the Bidder, and any of the Bidder's members if the Bidder is a 
Joint Venture, is not named on the Federal Contractors Program (FCP) for employment equity "FCP 
Limited Eligibility to Bid" list  available at the bottom of the page of the Employment and Social 
Development Canada (ESDC) - Labour's website (https://www.canada.ca/en/employment-social-
development/programs/employment-equity/federal-contractor-program.html#). 
 
Canada will have the right to declare a bid non-responsive if the Bidder, or any member of the Bidder if 
the Bidder is a Joint Venture, appears on the “FCP Limited Eligibility to Bid“ list at the time of contract 
award. 
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PART 6 - RESULTING CONTRACT CLAUSES  
 
The following clauses and conditions apply to and form part of any contract resulting from the bid 
solicitation. 
 
6.1 Security Requirements 
 
6.1.1 There is no security requirement applicable to the Contract. 
 
6.2 Statement of Requirement 

The Contractor must provide the items detailed under the "Requirement" at Annex "A". 

6.3 Standard Clauses and Conditions 
 
All clauses and conditions identified in the Contract by number, date and title are set out in the Standard 
Acquisition Clauses and Conditions Manual (https://buyandsell.gc.ca/policy-and-guidelines/standard-
acquisition-clauses-and-conditions-manual) issued by Public Works and Government Services Canada. 
 
6.3.1 General Conditions 
 
2010A (2020/05/28), General Conditions - Goods (Medium Complexity), apply to and form part of the 
Contract.  
 
6.4 Term of Contract 
 
6.4.1 Delivery Date 
 
All the deliverables should be received on or before May 1st, 2022. 
 
6.4.2 Delivery Points 
 
Delivery of the requirement will be made to delivery point(s) specified at Annex “A” of the Contract. 
 
6.5 Authorities 
 
6.5.1 Contracting Authority 
 
The Contracting Authority for the Contract is: 
 
Name:   Timothée Beausoleil 
Title:   Supply Officer 
  Public Works and Government Services Canada 
  Directorate: Acquisitions NB/PEI 
Address:  161 St. Peters Road, 2nd Floor Suite 204, Charlottetown, PE, C1A 5P7 
Telephone:  (902) 388-8377 
Facsimile:  (506) 851-6759 
E-mail address: Timothee.beausoleil2@pwgsc-tpsgc.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. 
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6.5.2 Project Authority 
 
The Project Authority for the Contract is: 

Details will be provided in any resulting contract 
 
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. 
 
6.5.3 Contractor's Representative 
 

Name: ___________________________________________________________ 

Title:    ___________________________________________________________ 

Organization: ______________________________________________________ 

Address: _________________________________________________________ 

Telephone: _______________________________________________________ 

Facsimile: ________________________________________________________ 

E-mail: ___________________________________________________________ 

6.6 Payment 
 
6.6.1 Basis of Payment – Firm Price 
 
In consideration of the Contractor satisfactorily completing all of its obligations under the Contract, the 
Contractor will be paid a firm price, as specified in Annex “B” for a cost of $ ___________ (insert the 
amount at contract award).  Customs duties are included and Applicable Taxes are extra. 
 
Canada will not pay the Contractor for any design changes, modifications or interpretations of the Work, 
unless they have been approved, in writing, by the Contracting Authority before their incorporation into 
the Work. 
 
6.6.2 Method of Payment – Single Payment 
 
SACC Manual clause H1000C (2008/05/12) Single Payment 
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6.6.3 Electronic Payment of Invoices – Contract 
 
The Contractor accepts to be paid using any of the following Electronic Payment Instrument(s):  
 

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

 
 
6.7 Invoicing Instructions 

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. 

Invoices must be distributed as follows:  

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

b. One (1) copy must be forwarded to the Contracting Authority identified under the section 
entitled "Authorities" of the Contract. 

6.8 Certifications and Additional Information 
 
6.8.1 Compliance 
 
Unless specified otherwise, the continuous compliance with the certifications provided by the Contractor 
in its bid or precedent to contract award, and the ongoing cooperation in providing additional information 
are conditions of the Contract and failure to comply will constitute the Contractor in default. Certifications 
are subject to verification by Canada during the entire period of the Contract. 
 
6.9 Applicable Laws 
 
The Contract must be interpreted and governed, and the relations between the parties determined, by the 
laws in force in Prince Edward Island.  
 
6.10 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 2010A (2020-05-28), General Conditions - Goods (Medium Complexity); 
(c) Annex A, Statement of Requirement; 
(d) Annex B, Basis of Payment; 
(e) the Contractor's bid dated _______  
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6.11 SACC Manual Clauses 
 
SACC Manual Clause D0018C (2007/11/30) Delivery and Unloading 
SACC Manual Clause G1005C (2016-01-28) Insurance – No Specific Requirement 
SACC Manual Clause B7500C (2006/06/16) Excess Goods 

6.12 Dispute Resolution 
 
(a) The parties agree to maintain open and honest communication about the Work throughout and after 

the performance of the contract. 
 
(b) The parties agree to consult and co-operate with each other in the furtherance of the contract and 
 promptly notify the other party or parties and attempt to resolve problems or differences that may 
 arise. 
 
(c) If the parties cannot resolve a dispute through consultation and cooperation, the parties agree to 
 consult a neutral third party offering alternative dispute resolution services to attempt to address 
 the dispute.  
 
(d) Options of alternative dispute resolution services can be found on Canada’s Buy and Sell website 
 under the heading “Dispute Resolution”. 
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ANNEX "A" 

STATEMENT OF REQUIREMENT 
 
 Objective 
 
AAFC Charlottetown Research and Development Centre requires 2 Soil Samplers 
as listed in Annex “B” Basis of Payments. The bidder will be responsible for the 
supply and delivery FOB Destination to AAFC Research Centre in Harrington, PE. 
The soil sampler is fast and efficient for soil sampling on large areas.  Agriculture and 
Agri-Food Canada (AAFC) needs to make this purchase to assist in the collection of 
35,000 soil samples that will predicate if the border will open for future shipments. 
Efficiencies are needed to expedite this activity as millions of dollars in international 
trade are at risk. This equipment will expedite the soil sampling protocols  
 
The benefit of acquiring the 2 Soil Samplers is that it will reduce the workload of the 
staff and reduce the stress of intensive manual labor on staff.  The soil sampler works 
fast in all kinds of soil.  The soil samples are taken by a soil sampler core probe and not 
with an auger.  Ensuring a completely homogeneous sample which influences the 
accuracy of the sample. The specially developed probe collects approximately 1 Lb. of 
soil with 12-15 cores at a sampling depth of 6” which is the preferred quantity of soil by 
laboratories.   The sampler’ will automatically discard destructive material before placing 
the core in the soil box which saves time and hassle of manually sorting through bad 
samples.  It has a hydraulic hammer that allows sampling in the toughest soils from 
heavily compacted to frozen ground.  The hammer will adjust the cylinder pressure for 
different soil types and conditions.  The Electronic Depth Control (EDC) allows the 
operator to infinitely adjust the depth of the probe by simply adjusting the sensor which 
ensures a consistent sampling depth during every cycle.  The scraper blades cleans the 
probe between every stick so accurate samples can be taken in all types of soil, even in 
extremely dry, freshly tilled or wet soil. The GPS enabled integrates with our GPS to 
automatically Geo-reference all of our samples, making repeatable year to year 
sampling seamless and simple. The data can also be used to create precise fertility and 
fertilizer prescription maps to increase productivity in our fields.   
 
Technical staff at AAFC have indicated that investment in mechanized, automated soil 
samplers is required. The recommendation is to purchase two (2) Wintex 1000S 
automatic soil sampler systems as they require low manpower to operate, are highly 
efficient, and can operate in frozen conditions, enabling a much longer sampling 
season. When the CFIA soil sampling requirement ends, AAFC will repurpose the 
machines into their own ongoing research programs including Agricultural Climate 
Solutions Program 
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MANDATORY REQUIREMENTS: 
 
Bids MUST meet the mandatory requirements specified below. To demonstrate that all requirements of 
the technical specifications are respected, bidders MUST respond with complete specifications and/or 
descriptive literature of the equipment being offered. 
 
The complete specifications and/or descriptive literature should be submitted with the proposal 
but may be submitted afterwards.  If the complete specifications and/or descriptive literature are not 
submitted with the proposal, the Contracting Authority will so inform the Bidder and provide the Bidder 
with a time frame within which to meet this requirement.  Failure to comply with the request of the 
Contracting Authority and meet the requirement within that time period will render the bid non-responsive. 
 
Any proposal which fails to meet all mandatory specifications and requirements will be deemed non-
responsive. Each requirement should be addressed separately. 
 
Any changes to the requirement and/or questions will be answered with an amendment to the 
solicitation and posted on the Government Electronic Tendering System (GETS) at 
www.buyandsell.gc.ca.  
 
Technical Specifications for: Automatic Soil Samplers 

 

 
Technical Specifications 

Supplier’s Cross 
Reference to 

Technical Offer 
(indicate page #) Supplier Comments: 

Method of Soil Collection   
1 Core Soil Probe type Only   

2 
Variable Depth Collection Minimum 1” 
maximum 12 “ per sample   

3 Ability to sample in frozen conditions   
4 Ability to sample wet soil   
5 GPS enabled   

6 
Capability to sample minimum 200 
cores per hour   

7 Electronic Depth Control  0-30cm   
8 Probe Diameter minimum 26mm   

9 
Auto-clean function of probe between 
each sample   

 Additional Accessories   
10 Funnel for filling of bags   

 Operational Specifications   

11 
Independent power system Minimum 
5.5 HP   

12 Single sample holding box    
13 Auto discard capabilities    
14 Hydraulic Hammer    
15 Driver’s seat operation capabilities   

16 
Capable of mounting to ATV’s and 
UTV’s primarily.    
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Technical Specifications 

Supplier’s Cross 
Reference to 

Technical Offer 
(indicate page #) Supplier Comments: 

 Technical Support   

17 
Telephone and online technical 
support required    

 Warranty    

18 
Minimum 1 year warranty following 
the delivery of the equipment to 
AAFC.     

 Operating Manual    

19 
Provide complete set of Operator’s 
parts and service manual(s) 
electronically in PDF format (English)   

 Delivery Information   
20 FOB Destination    

21 

Delivery of equipment to  
Agriculture Canada 
1200 Brackley Point Road 
Harrington PEI 
C1E 1P9   

    

22 
Must be delivered no later than May 
1, 2022   
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ANNEX "B" 

BASIS OF PAYMENT 
 

Bidder should provide pricing in Canadian funds, Applicable Taxes excluded, FOB destination, including 
all delivery charges, Canadian customs duties and excise taxes included. 

 
Item  Description  Qte Unit Price Total Amount  

(HST Excluded) 
1 Supply and delivery of Soil Sampler, 

including all accessories, as detailed in 
Statement of Requirement 

 
2 

 
$ 

  
$ 

2 Delivery  1 $ $ 

   Total Amount 
(HST Excluded) 

 
$ 
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ANNEX “C” to PART 3 OF THE BID SOLICITATION  
 
ELECTRONIC PAYMENT INSTRUMENTS 
 
The Bidder accepts any of the following Electronic Payment Instrument(s): 
 

(  ) VISA Acquisition Card; 

(  ) MasterCard Acquisition Card; 

(  ) Direct Deposit (Domestic and International); 

(  ) Electronic Data Interchange (EDI);  

(  ) Wire Transfer (International Only); 

(  ) Large Value Transfer System (LVTS) (Over $25M)  
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ANNEX “D” 

COMPLETE LIST OF EACH INDIVIDUAL WHO ARE CURRENTLY DIRECTORS AND/OR OWNERS 
OF THE BIDDER 
 
 
Complete Legal Name of Supplier: ___________________________________________________ 
 
 
Supplier Address:   ___________________________________________________ 
      
     ___________________________________________________ 
 
     ___________________________________________________ 
 
     ___________________________________________________ 
 
 
Supplier Procurement Business Number (PBN): ______________________________________ 
 
 
NOTE TO BIDDERS: WRITE DIRECTORS’ AND/OR OWNERS’ SURNAMES AND GIVEN NAMES  
 
 
NAME JOB TITLE / POSITION 
 
 

 

 
 

 

 
 

 

 
 

 

 
 

 

 
 

 

 
 

 

 
 

 

 
 

 

 
 

 

 
 

 

 
 
Include additional names on a separate sheet if required. 
 


