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PART 1 – SUBMISSION INSTRUCTIONS 
 
 
1.1 OBJECTIVE OF THIS RFSA 

Canada Mortgage and Housing Corporation (“CMHC”) is a Crown Corporation, with a Board of 
Directors, reporting to Parliament through the Minister of Housing and Diversity and Inclusion. 
CMHC has 2,200 employees located at its National Office in Ottawa, and at various business 
centres throughout Canada.  The business centre areas are divided into five regions: Atlantic; 
Quebec; Ontario; British Columbia; and Prairies & Territories. 

CMHC exists for a single reason: to make housing affordable for everyone in Canada. We know 
that housing helps people stay employed, do better in school and participate more fully in society. 
Housing affordability and a stable housing finance system support a stronger, safer Canada 
where everyone can live with dignity.  
 
Affordable housing for all is an ambitious goal, and we can’t do it alone. We’re mobilizing the 
expertise and energy of governments, non-profits, lenders, developers, social entrepreneurs and 
co-ops to create the future of housing. Canada’s first-ever National Housing Strategy is just one 
example. Together, we’re removing barriers to ensure that no one is left behind. 

With this Request for Supply Arrangement (“RFSA”), CMHC is seeking prospective respondents 
to qualify in accordance with the evaluation process outlined in Part 2 – Evaluation and Selection 
for eligibility to provide e-learning design services to CMHC and as further described in 
Appendix C.  

Following the completion of the RFSA process, CMHC may issue directed contracts and/or 
perform an invitational second stage competitive process amongst the SA Holders for individual 
requirements. Please refer to Sections 1.3 – Master Agreement and 1.4 Contracting Process 
below.  

1.2 RFSA CONTACT 

For the purposes of this procurement process, the “RFSA Contact” will be:   

Daniela C. Michaud  
dcmichau@cmhc-schl.gc.ca 

Respondents and their representatives are not permitted to contact any employees, officers, 
agents, appointed officials or other representatives of CMHC, other than the RFSA Contact, 
concerning matters regarding this RFSA. Failure to adhere to this rule may result in the 
disqualification of the respondent and the rejection of the respondent’s response. 

1.3 MASTER AGREEMENT 
 
Selected respondents (refer to Section 2.2 Ranking and Selection) will be invited to enter into a 
Supply Arrangement (“SA”) in the form set out in Appendix D (the “Master Agreement”), which 
will govern the potential subsequent provision of the scope of work and deliverables (collectively 
the “Deliverables”) pursuant to a directed contract and/or invitational second stage competitive 
process (“Contracting Process”). The term of the Master Agreement is to be for a period of three 
(3) years with an option to extend the Master Agreement on the same terms and conditions for 
an additional term of up to two (2) years. Selected respondents who have signed the Master 
Agreement are hereinafter referred to as the “SA Holder”. 

mailto:dcmichau@cmhc-schl.gc.ca
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1.4 CONTRACTING PROCESS 
 
Contracts governed by the Master Agreement will be issued to SA Holders as per the following: 
 

1. Directed contract(s)  
 
1.1 For requirements below CAD$100,000.00 (including all applicable taxes and 

expenses), CMHC  
 
(i) may award a contract directly to a specific SA Holder; or  
(ii) CMHC may invite a limited number of SA Holders, on a rotational basis and 

at CMHC’s sole discretion, to provide a proposal to a Request for Services 
(RFS) which will outline the scope of work specifics.  

  
2. Invitational second stage competitive process 

 
2.1 For requirements over CAD$100,000.00 but less than CAD$400,000.00 (including 

all applicable taxes and expenses), CMHC shall invite a minimum of two (2) SA 
Holders, on a rotational basis and based on (i) urgency and/or capacity to deliver 
on-time; (ii) cost; (iii) expertise and quality; (iv) past performance of work 
completed under this SA and so on, to provide a proposal to a Request for Service 
(RFS) which will outline the scope of work specifics.  

 
2.2 For requirements exceeding CAD$400,000.0000 (including all applicable taxes 

and expenses), all SA Holders are to be invited to provide a proposal to a Request 
for Services (RFS) which will outline the scope of work specifics.  

 
If a SA Holder does not provide confirmation of his/her availability in writing for the work within 
the required response time outlined in the RFS, CMHC may consider the non-response as an 
unavailability/refusal.  
 
As part of issuing a contract for specific Deliverables, CMHC reserves the right to negotiate the 
Deliverables and rates equal or lower than the SA Holder’s agreed upon ceiling rates 
identified in Appendix B.  
 
 
1.5 RFSA TIMETABLE 
 

Milestone Deadline 

Issue Date of RFSA and Question Period Start Date April 5, 2022 

Deadline for Questions April 11, 2022 at 11:00 am Ottawa local time 

Deadline for Issuing Addenda with Q&A on 
buyandsell.gc.ca 

April 19, 2022 

Submission Deadline of responses May 12, 2022 at 11:00 am Ottawa local time 

Evaluation Deadline June 17, 2022 

Anticipated Execution of Master Agreement(s) June 30, 2022 

Master Agreement Term Start Date July 4, 2022 

The RFSA timetable is tentative only and may be changed by CMHC at any time. Changes will 
be communicated in accordance with Section 3.2.2. 
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1.6 SUBMISSION OF RESPONSES 

1.6.1 Procurement Business Number 

 
CMHC utilizes the Supplier Registration Information (SRI) database maintained by Public Works 
and Government Services Canada as the Official CMHC source list. All respondents must be 
registered with Public Works and Government Services Canada prior to submitting a response.  
 
 
The Procurement Business Number (PBN) provided by this registration must be included with the 
respondent’s response. If respondents are not registered and wish to do so, please access 
https://buyandsell.gc.ca/for-businesses/selling-to-the-government-of-canada/register-as-a-
supplier  

1.6.2 Responses to be submitted at the prescribed location 

 
Response submissions must be emailed to CMHC’s electronic bid submission system (EBID) to 
the address indicated below: 
 

 Email Address:  EBID@cmhc-schl.gc.ca (“Submission Location”) 
 
Responses sent to any other e-mail address will not be considered. 

Please be advised that EBID has a size limitation of 10 MB. Respondents may submit their 
response in multiple smaller files indicating the number of emails submitted (for example: email 
1/3, 2/3, 3/3) in the body of the email. 
 
Upon receipt of responses an automated confirmation will be issued by EBID to the sender's e-
mail address. It is strongly recommended that respondents follow up with the RFSA Contact 
should they not receive said confirmation within thirty (30) minutes of submission. 

1.6.3 Responses to be submitted on time 

Responses must be submitted pursuant to Section 1.6.2 above and on or before the submission 
deadline: May 12, 2022 at 11:00 am Ottawa local time (“Submission Deadline”) 

Responses submitted after the Submission Deadline will be rejected.  CMHC does not accept any 
responsibility for responses delivered to any other location or by any other means by the 
respondent.  Respondents are advised to make submissions well before the Submission 
Deadline.  Respondents making submissions near this deadline do so at their own risk.  
Responses will be deemed to be received when they enter into CMHC’s systems and CMHC 
accepts no responsibility for responses sent prior to this deadline that fail to enter into CMHC’s 
systems by the Submission Deadline. For the purposes of this section, the time of delivery is 
deemed to be the time recorded by CMHC’s systems. 

1.6.4 Responses to be submitted in prescribed manner 

Respondents must submit their response to the Submission Location provided under Section 
1.6.2. Responses are to be prominently marked with the RFSA title and number (see RFSA 
cover) in the subject line, and with the full legal name and return address of the respondent in 
the body of the email. 

Individual files are to be submitted in Microsoft Word and Excel or pdf format and named as 
follows: Respondent Name + RFSA # + Document Description. For example: 

https://buyandsell.gc.ca/for-businesses/selling-to-the-government-of-canada/register-as-a-supplier
https://buyandsell.gc.ca/for-businesses/selling-to-the-government-of-canada/register-as-a-supplier
mailto:EBID@cmhc-schl.gc.ca
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If submitted in one single file: 
Smith_RFSA-000988_all documents 
 
Respondents may submit their proposal in multiple smaller files indicating the number of emails 
submitted (for example: email 1/3, 2/3, 3/3) in the subject line of the email. If submitted in multiple 
files, file naming should be as follows: 
Smith_RFSA-000988_Appendix A 
Smith_RFSA-000988_Appendix B 
Smith_RFSA-000988_Appendix C and so on, as applicable 
 
Note: Rich Text formatted or compressed (zipped) documents cannot be opened by CMHC. 
 
Upon receipt of proposals, an automated confirmation will be issued by EBID to the sender's e-
mail address. It is strongly recommended that respondents follow up with the RFP Contact should 
they not receive said confirmation within thirty (30) minutes of their submission. 

1.6.5 Amendment of responses 

Respondents may amend their responses prior to the Submission Deadline by submitting the 
amendment by email prominently marked with the RFSA title and number and the full legal name 
and return address of the respondent to the Submission Location. Any amendment should clearly 
indicate which part of the response the amendment is intended to amend or replace. 

1.6.6 Withdrawal of responses  

At any time throughout the RFSA process, a respondent may withdraw a submitted response. To 
withdraw a response, a notice of withdrawal must be sent to the RFSA Contact and must be 
signed by an authorized representative of the respondent. CMHC is under no obligation to return 
withdrawn responses. 

 

 [End of Part 1]   
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PART 2 – EVALUATION AND SELECTION 
 
2.1 STAGES OF EVALUATION 

CMHC will conduct the evaluation of responses in the following three (3) stages:   

2.1.1 STAGE I – MANDATORY SUBMISSION REQUIREMENTS  

Stage I will consist of a review to determine which responses comply with all of the 
mandatory submission requirements due at time of submitting the response, such as 

licences or certificates, and detailed in Section H of the RFP Specifications (Appendix C). 
Should a respondent not include a submission requirement with its response, the 
respondent will be notified by CMHC and will have forty eight (48) hours from the time of 
notification to meet this requirement. Only respondents who meet the mandatory 
submission requirements will move on to the next stage 2.1.2 A. 

2.1.2 STAGE II – EVALUATION  

Stage II will consist of the following two (2) sub-stages: 

A. Mandatory technical requirements  

CMHC will review the responses to determine whether the mandatory technical 
requirements of the Deliverables set out in Section I of the RFSA Specifications 
(Appendix C) have been met. The mandatory technical requirements must be met 
(assessment on a pass/fail basis) before the rated criteria can be considered.  
Questions or queries on the part of CMHC as to whether a response has met the 
mandatory technical requirements will be subject to the verification and clarification 
process set out in Part 3. Only respondents who meet the mandatory technical 
requirements will move on to the next sub-stage 2.1.2 B. 

B. Rated criteria 

CMHC will evaluate each qualified response on the basis of the rated criteria as 
set out in Section K of the RFSA Specifications (Appendix C). 

2.1.3 STAGE III – PRICING  

Stage III will consist of a scoring of the submitted pricing of each qualified response in 
accordance with the price evaluation method set out in the Pricing Form (Appendix B).  

2.2 RANKING AND SELECTION  

Based on the evaluation of the responses in Stage II and III,  

The top 10 ranked respondents will be selected to enter into a Master Agreement for inclusion on 
a prequalified supplier list for eligibility to participate in potential Contracting Processes for the 
procurement of the Deliverables. In the event of a tie in the eligible rankings, both respondents 
will be selected. The qualified respondents will be ranked in descending order by total score 
achieved combining the scores of Stage II B. and Stage III.  
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2.3 NOTIFICATION OF TOP-RANKED RESPONDENTS 

The top-ranked respondents selected by CMHC to enter into the Master Agreement in accordance 
with the process set out in Part 2 – Evaluation and Selection will be so notified by CMHC in writing. 
Each selected respondent will be expected to satisfy the pre-conditions of award listed in Section 
J. of the RFSA Specifications (Appendix C) and to enter into the Master Agreement as-is as 
outlined under Appendix D, within the deadlines specified in Section 1.5 Schedule. Failure to do 
so may result in the disqualification of the respondent and the selection of another respondent.  

2.4 SCORING BY THE EVALUATION TEAM 
 

The following scoring matrix has been developed to assist the Evaluation Team (a committee of 
CMHC employees with the right to vote) in the scoring process of the rated criteria detailed in 
Appendix C, Section K: 
 

Score Evaluation Conclusion Description 

10 

Complete and clear description provided that exceeds the 
requirements of the criteria. No weaknesses or deficiencies 
that would pose any risk to the respondent’s ability to satisfy 
the requirement. 

Outstanding 

9 

Complete and clear description provided of the respondent’s 
ability to meet the criteria. No evident weaknesses or 
deficiencies that would pose any risk to the respondent’s 
ability to satisfy the requirement. 

Excellent 

7-8 

Above average description provided of the respondent’s 
ability to consistently meet key criteria. Minimal weaknesses 
and/or deficiencies could exist but would not pose any 
significant risk to the respondent’s ability to satisfy the 
requirement. 

Very Good 

5-6 

Average description provided of the respondent’s ability to 
meet key criteria. Minimal weaknesses and/or deficiencies 
could exist but would not pose any significant risk to the 
respondent’s ability to satisfy the requirement. 

Good 

3-4 

Weak information was provided with only a partial description 
of the respondent’s ability to meet the criteria. There are 
discrepancies and/or deficiencies that pose some risks to the 
respondent’s ability to satisfy the requirement. 

Fair 

1-2 

Very limited information was provided to assess the 
respondent’s ability to meet the criteria. There are serious 
discrepancies and/or deficiencies that pose important risks to 
the respondent’s ability to satisfy the requirement. 

Unsatisfactory 

0 
Little or no information provided to assess the respondent’s 
ability to meet the criteria. 

No Response 

Partial scores (for example 1.5, 2.5, 3.5 and so on) may be assigned. Individual scores will be 
reviewed and tabulated to reach an average score multiplied by the percentage weighting for 
each rated criteria except for pricing which will be evaluated as described in Appendix B – Pricing 
Form. 

[End of Part 2] 
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PART 3 – TERMS AND CONDITIONS OF THE RFSA PROCESS 
 
3.1 GENERAL INFORMATION AND INSTRUCTIONS 

3.1.1 Respondents to follow instructions 

Respondents should structure their responses in accordance with the instructions in this RFSA. 
Where information is requested in this RFSA, any response made in a response should reference 
the applicable section numbers of this RFSA. 

3.1.2 Responses in either official language 

The respondent’s response may be submitted in English or French.  

3.1.3 No incorporation by reference  

The entire content of the respondent’s response should be submitted in a fixed form, and the 
content of websites or other external documents referred to in the respondent’s response but not 
attached will not be considered to form part of its response. 

3.1.4 References and past performance 

In the evaluation process, CMHC may include information provided by the respondent’s 
references and may also consider the respondent’s past performance or conduct on previous 
contracts with CMHC or other institutions.  

3.1.5 Information in RFSA only an estimate 

CMHC and its advisers make no representation, warranty or guarantee as to the accuracy of the 
information contained in this RFSA or issued by way of addenda. Any quantities shown or data 
contained in this RFSA or provided by way of addenda are estimates only, and are for the sole 
purpose of indicating to respondents the general scale and scope of the Deliverables. It is the 
respondent’s responsibility to obtain all the information necessary to prepare a response in 
response to this RFSA. 

3.1.6 Respondents to bear their own costs 

The respondent will bear all costs associated with or incurred in the preparation and presentation 
of its response, including, if applicable, costs incurred for interviews or demonstrations.  

3.1.7 Response to be retained by CMHC  

All responses and related materials provided by the respondent shall, as of the Submission 
Deadline, become the sole property of CMHC and will not be returned to the respondent. 

3.1.8 Trade agreements  

Respondents should note that procurements falling within the scope of Chapter 5 of the Canadian 
Free Trade Agreement and/or Chapter 19 of the Canada-European Union (EU) Comprehensive 
Economic and Trade Agreement (CETA) are subject to that trade agreement but that the rights 
and obligations of the parties will be governed by the specific terms of this RFSA. 
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3.1.9 No guarantee of volume of work or exclusivity of contract  

This RFSA process will not result in any commitment by CMHC to purchase any goods or services 
from any respondent, and CMHC is under no obligation to proceed with any Contracting Process 
for the procurement of the Deliverables. CMHC makes no guarantee of the value or volume of 
the Deliverables that may be required over the term of the Master Agreement. Neither the Master 
Agreement, nor any agreement entered into pursuant to the Contracting Process, will be an 
exclusive contract for the provision of the Deliverables. CMHC may contract with others for goods 
and services the same as or similar to the Deliverables or may obtain such goods and services 
internally. 

3.1.10 Ongoing opportunity for qualification 

At CMHC’s discretion, a notice may be posted on the Government of Canada’s tender site 
www.buyandsell.gc.ca to allow new suppliers to become qualified. Existing qualified respondents, 
who have been issued a Master Agreement, will not be required to submit a new response. 

3.2 COMMUNICATION AFTER ISSUANCE OF RFSA 

3.2.1 Respondents to review RFSA 

Respondents should promptly examine all of the documents comprising this RFSA, and may 
direct questions or seek additional information in writing by email to the RFSA Contact on or 
before the Deadline for Questions. No such communications are to be directed to anyone other 
than the RFSA Contact. CMHC is under no obligation to provide additional information, and 
CMHC will not be responsible for any information provided by or obtained from any source other 
than the RFSA Contact. It is the responsibility of the respondent to seek clarification from the 
RFSA Contact on any matter it considers to be unclear. CMHC will not be responsible for any 
misunderstanding on the part of the respondent concerning this RFSA or its process. 

3.2.2 All new information to respondents by way of addenda  

This RFSA may be amended only by addendum in accordance with this section. If CMHC, for any 
reason, determines that it is necessary to provide additional information relating to this RFSA, 
such information will be communicated to all respondents by addendum. Each addendum forms 
an integral part of this RFSA and may contain important information, including significant changes 
to this RFSA. Respondents are responsible for obtaining all addenda publicly issued by CMHC. 
In the Submission Form (Appendix A), respondents should confirm their receipt of all addenda by 
setting out the number of each addendum in the space provided. 

3.2.3 Post-deadline addenda and extension of Submission Deadline 

If CMHC determines that it is necessary to issue an addendum after the Deadline for Issuing 
Addenda, CMHC may extend the Submission Deadline for a reasonable period of time. 

3.2.4 Verify, clarify and supplement 

When evaluating responses, CMHC may request further information from the respondent or third 
parties in order to verify, clarify or supplement the information provided in the respondent’s 
response including but not limited to clarification with respect to whether a response meets the 
mandatory technical requirements set out in Section H of the RFSA Specifications (Appendix C). 
CMHC may revisit and re-evaluate the respondent’s response or ranking on the basis of any such 
information. 

http://www.buyandsell.gc.ca/
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3.3 Notification and debriefing 

3.3.1 Notification to other respondents 

Once the selected respondents and CMHC have entered into a Master Agreement, the other 
respondents will be notified of the outcome of the RFSA process.  

3.3.2 Debriefing 

Respondents may request a debriefing after receipt of a notification of the outcome of the RFSA 
process. All requests must be in writing to the RFSA Contact and must be made within sixty (60) 
days of such notification. The intent of the debriefing information session is to aid the respondent 
in presenting a better response in subsequent procurement opportunities. Any debriefing provided 
is not for the purpose of providing an opportunity to challenge the RFSA process or its outcome. 

Debriefings will be provided in writing. 

3.3.3 Procurement protest procedure 

If a respondent wishes to challenge the RFSA process, it should provide written notice to the 
RFSA Contact in accordance with the applicable trade agreement.  The notice must provide a 
detailed explanation of the respondent’s concerns with the procurement process or its outcome. 

3.4 CONFLICT OF INTEREST AND PROHIBITED CONDUCT 

3.4.1 Conflict of Interest 

CMHC may disqualify a respondent for any conduct, situation or circumstances determined by 
CMHC, in its sole and absolute discretion, that constitute a “Conflict of Interest”, as defined in the 
Submission Form (Appendix A). 

3.4.2 Disqualification for prohibited conduct 

CMHC may disqualify a respondent or terminate any contract subsequently entered into if CMHC 
determines that the respondent has engaged in any conduct prohibited by this RFSA. 

3.4.3  Prohibited respondent communications 

Respondents must not engage in any communications that could constitute a Conflict of Interest 
and should take note of the Conflict of Interest declaration set out in the Submission Form 
(Appendix A).  

3.4.4 Respondent not to communicate with media 

Respondents must not at any time directly or indirectly communicate with the media in relation to 
this RFSA or any agreement entered into pursuant to this RFSA without first obtaining the written 
permission of the RFSA Contact. 

3.4.5 No lobbying 

Respondents must not, in relation to this RFSA or the evaluation and selection process, engage 
directly or indirectly in any form of political or other lobbying whatsoever to influence the selection 
of successful respondent(s).  
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3.4.6 Illegal or unethical conduct 

Respondents must not engage in any illegal business practices, including activities such as bid-
rigging, price-fixing, bribery, fraud, coercion or collusion. Respondents must not engage in any 
unethical conduct, including lobbying (as described above) or other inappropriate 
communications; offering gifts to any employees, officers, agents, appointed officials or other 
representatives of CMHC; deceitfulness; submitting responses containing misrepresentations or 
other misleading or inaccurate information; or any other conduct that compromises or may be 
seen to compromise the competitive process. 

3.4.7 Past performance or past conduct  

 
CMHC may prohibit a supplier from participating in a procurement process based on past 
performance or based on inappropriate conduct in a prior procurement process with CMHC or 
any other organization, including but not limited to the following:  
 
(a) illegal or unethical conduct as described above;  
(b) the refusal of the supplier to honour submitted pricing or other commitments; or  
(c) any conduct, situation or circumstance determined by CMHC, in its sole and absolute 

discretion, to have constituted a Conflict of Interest.  
 
 

3.5 CONFIDENTIAL INFORMATION 

3.5.1 Confidential information of respondent 

A respondent should identify any information in its response or any accompanying documentation 
supplied in confidence for which confidentiality is to be maintained by CMHC. The confidentiality 
of such information will be maintained by CMHC, except as otherwise required by law or by order 
of a court or tribunal. Respondents are advised that as a Crown Corporation, CMHC is subject to 
the federal legislation with respect to access to information and privacy.   Information submitted 
by third parties will be protected or may be required to be disclosed in specific circumstances 
pursuant to the federal legislation. Respondents are also advised that their responses may, as 
necessary, be disclosed on a confidential basis, to CMHC’s advisers retained to advise or assist 
with the RFSA process, including the evaluation of responses. If a respondent has any questions 
about the collection and use of personal information pursuant to this RFSA, questions are to be 
submitted to the RFSA Contact. 

3.6 PROCUREMENT PROCESS NON-BINDING 

3.6.1 No Contract A and no claims 

This procurement process is not intended to create and will not create a formal legally binding 
bidding process and will instead be governed by the principles of law applicable to commercial 
negotiations. For greater certainty and without limitation:  

(a) this RFSA will not give rise to any Contract A–based concept or any other similar legal 
concepts or principles that may be applicable to the procurement process; and  

(b) neither the respondent nor CMHC will have the right to make any claims (in contract, tort, 
or otherwise) against the other with respect to the selection of respondents, a decision to 
reject a response or disqualify a respondent, or a decision of the respondent to withdraw 
its response. 
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Notwithstanding the foregoing or anything to the contrary herein, CMHC’s total liability to 
respondent for any cause of action arising out of or in relation to this RFSA process, giving 
rise to liability, whether in contract or in tort, shall be limited to the reasonable costs 
incurred by respondent in preparing its response for matters relating to this RFSA 

process. n no event, whether in contract or in tort shall CMHC be liable for any indirect, 

consequential, exemplary, punitive, incidental, or special damages or lost profits, even if 
CMHC has been advised of the possibility of such damages in advance. 

3.6.2 No legal relationship or obligation 

No legal relationship or obligation regarding the procurement of any good or service will be 
created between the respondent and CMHC by this RFSA process. 

3.6.3 Cancellation 

CMHC may cancel or amend the RFSA process without liability at any time. 

3.7 GOVERNING LAW AND INTERPRETATION  

The Terms and Conditions of RFSA Process  

(a) are intended to be interpreted broadly and independently (with no particular provision 
intended to limit the scope of any other provision);  

(b) are non-exhaustive and will not be construed as intending to limit the pre-existing rights of 
the parties to engage in pre-contractual discussions in accordance with the common law 
governing direct commercial negotiations; and  

(c) are to be governed by and construed in accordance with the laws of the province of Ontario  
and the federal laws of Canada applicable therein. 

 [End of Part 3]   
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APPENDIX A – SUBMISSION FORM 
 

1. Respondent information 

Please fill out the following form, naming one person to be the contact for this RFSA response 
and for any clarifications or communication that might be necessary. 

Procurement Business 
Number (PBN): 

 

 

 

Full Legal Name of 
Respondent: 

 

 

 

Any Other Relevant Name 
under which Respondent 
Carries on Business: 

 

Street Address:  

 

City, Province/State:  

 

Postal Code:  

 

Phone Number:  

 

Company Website (if any):  

 

Respondent Contact 
Name and Title:  

 

 

Respondent Contact Phone:  

 

Respondent Contact Email:  

 

 

2. Respondent submission of response 

The respondent acknowledges submitting a response for the following stream(s): 
(Please fill out the following form:   y = response     n = no response) 
 

Stream Response 

 e-learning design services  

3. Acknowledgment of non-binding procurement process 

The respondent acknowledges that this RFSA process will be governed by the terms and 
conditions of the RFSA and that, among other things, such terms and conditions confirm that this 
procurement process does not constitute a formal, legally binding bidding process (and for greater 
certainty, does not give rise to a Contract A bidding process contract) and that no legal relationship 
or obligation regarding the procurement of any good or service will be created between CMHC 
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and the respondent unless and until CMHC and the respondent execute a written agreement for 
the Deliverables pursuant to the Contracting Process. 

4. Ability to provide Deliverables 

The respondent has carefully examined the RFSA documents and has a clear and comprehensive 
knowledge of the Deliverables required. The respondent represents and warrants its ability to 
provide the Deliverables in accordance with the requirements of the RFSA. 

5. Addenda 

The respondent has read and accepted all addenda issued by CMHC prior to the deadline for 
issuing addenda. The respondent is requested to confirm that it has received all addenda by listing 
the addenda numbers, or if no addenda were issued by writing the word “None”, on the following 
line: ____________________. Respondents who fail to complete this section will be deemed to 
have received all posted addenda.  

6. No prohibited conduct 

The respondent declares that it has not engaged in any conduct prohibited by this RFSA. 

7. Conflict of Interest 

For the purposes of this section, the term “Conflict of Interest” includes, but is not limited to, any 
situation or circumstance where: 

(a) in relation to the RFSA process, the respondent has an unfair advantage or engages in 
conduct, directly or indirectly, that may give it an unfair advantage, including but not limited 
to (i) having, or having access to, confidential information of CMHC in the preparation of 
its response that is not available to other respondents; (ii) communicating with any person 
with a view to influencing preferred treatment in the RFSA process (including but not 
limited to the lobbying of decision makers involved in the RFSA process); or (iii) engaging 
in conduct that compromises, or could be seen to compromise, the integrity of the open 
and competitive RFSA process or render that process non-competitive or unfair; or 

(b) in relation to the performance of its contractual obligations under a contract for the 
Deliverables, the respondent’s other commitments, relationships or financial interests (i) 
could, or could be seen to, exercise an improper influence over the objective, unbiased 
and impartial exercise of its independent judgement, or (ii) could, or could be seen to, 
compromise, impair or be incompatible with the effective performance of its contractual 
obligations. 

For the purposes of section 7(a)(i) above, respondents should disclose the names and all 
pertinent details of all individuals (employees, advisers, or individuals acting in any other capacity) 
who (1) participated in the preparation of the response; AND (2) were employees of CMHC within 
twelve (12) months prior to the Submission Deadline. Any former public office holder must be in 
compliance with the post-employment provisions of the Conflict of Interest and Post-Employment 
Code for Public Office Holders (2012) in order to derive a direct benefit from any contract which 
may arise from this RFSA. 

If the box below is left blank, the respondent will be deemed to declare that (1) there was no 
Conflict of Interest in preparing its response; and (2) there is no foreseeable Conflict of Interest in 
performing the contractual obligations contemplated in the RFSA.  

Otherwise, if the statement below applies, check the box.  
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 The respondent declares that there is an actual or potential Conflict of Interest relating to 
the preparation of its response, and/or the respondent foresees an actual or potential 
Conflict of Interest in performing the contractual obligations contemplated in the RFSA.  

 If the respondent declares an actual or potential Conflict of Interest by marking the box 
 above, the respondent must set out below details of the actual or potential Conflict of 
 Interest:  

 

 

 

 

 

 

 

 

 

8. Disclosure of information  

The respondent warrants that neither the respondent nor one or more of the respondent's 
directors, officers or employees have been convicted or sanctioned for an offence involving 
bribery, corruption or workplace safety at any time.  If such convictions exist, the details of such 
convictions or sanctions are to be disclosed in the respondent’s proposal.   

It is understood that CMHC will have the sole discretion to determine whether such convictions 
are grounds for removing the respondent from further consideration in the RFSA process or 
requiring that the respondent exclude certain employees from involvement in the provision of 
goods and/or services contemplated herein. 

The respondent hereby agrees that any information provided in this response, even if it is 
identified as being supplied in confidence, may be disclosed where required by law or by order of 
a court or tribunal. The respondent hereby consents to the disclosure, on a confidential basis, of 
this response by CMHC to the advisers retained by CMHC to advise or assist with the RFSA 
process, including with respect to the evaluation of this response.  

9. SECURITY CLEARANCE  

The respondent agrees that it and any of its employees or subcontractors, if applicable, will, at 
the request of CMHC comply with security screening as outlined in Section E. Security of the 
RFSA Specifications (Appendix C). 
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10. VACCINATION REQUIREMENTS 
 
The respondent agrees that: (a) it and any other persons for which it is responsible, who are to 
perform the work stated in this RFSA, will comply with CMHC’s vaccination requirements, as may 
be amended from time to time and (b) a duly authorized officer of respondent will sign the 
Vaccination Compliance Attestation in the form set out in Schedule C of the SA Master Agreement 
form attached hereto as Appendix D at the request of CMHC and submit it with the proposal by 
the Submission Deadline. 
 
11. SA MASTER AGREEMENT  
 
The respondent agrees that by submitting a response to this RFSA it has read and understood 
and will comply with the general terms and conditions set out in Appendix D, which will govern 
every Contract issued under this SA Master Agreement. 
 
 
 

   

Signature of Witness 
 

 Signature of Respondent Representative 

 
 

  

Name of Witness  Name of Respondent Representative 
 

   
 

  Title of Respondent Representative 
 

    
 

  Date 
   
  I have the authority to bind the respondent. 
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APPENDIX B – PRICING FORM 
 
1. Instructions on how to complete pricing form  

(a) R.5 Respondents must complete Table 1 based on the hourly ceiling rates identified in 
Table 2. 

(b) R.6 Respondents must complete Table 2 and provide its firm hourly ceiling rates for each 
resource.  

(c) Note: A ceiling rate is the maximum unit rate (e.g., hourly) to be paid to the selected SA 
Holder as established in the SA Master Agreement. As part of the solicitation or 
Contracting Process (Section 1.4), a selected SA Holder may offer a rate that is equal to 
or lower than the ceiling rate, but never exceed such ceiling rate.  

(d) Respondents may provide any optional related services and cost to CMHC in Table 3, 
which will not be part of the evaluation but may be incorporated in the resulting SA Master 
Agreement as applicable. 

(e) Rates must be provided in Canadian funds, inclusive of all applicable duties and taxes 
except for HST or PST/GST, which should be itemized separately. 

(f) Rates quoted by the respondent shall be all-inclusive and must include all labour and 
material costs, all insurance costs, all costs of delivery, all costs of installation and set-up, 
including any pre-delivery inspection charges, and all other overhead, including any fees 
or other charges required by law. 

(g) Rates shall be applicable during the term of the resulting SA Master Agreement as outlined 
in Section 1.3 Master Agreement. 

 

2. Evaluation of pricing 

 
R.5 Work-Life Balance (Design Plan and Prototype) Pricing is worth 10% points of the 

 total score. 
 
Pricing will be scored based on a relative pricing formula using the rates set out in the 
Pricing Form – Table 1. Each respondent will receive a percentage of the total possible 
points allocated to price, which will be calculated in accordance with the following formula: 

 
 lowest total price ÷ respondent’s total price x 10% = respondent’s pricing points 

 
R.6 Hourly Ceiling Rates Pricing is worth 20% points of the total score. 

 
Pricing will be scored based on a relative pricing formula using the rates set out in the 
Pricing Form – Table 2. Each respondent will receive a percentage of the total possible 
points allocated to price, which will be calculated in accordance with the following formula: 

 
lowest average hourly ceiling rate ÷ respondent’s average hourly ceiling rate x 20% = 
respondent’s pricing points 
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3. Pricing Form  

Table 1 - R.5 Work-Life Balance Design Plan and Prototype Estimate 

Based on the activities described in the DDP of Appendix E, as well as taking into account 
the time spent regarding initial consultations for this work, please provide your estimate in 
accordance with this table: 

Resource Level (I, II or III) 
Number of 

hours 
Hourly Ceiling 

Rate CAD$ 
Total CAD$ 

i.e. Account/Project Manager        $  

i.e. Instructional Design        $  

i.e. Courseware/Multimedia 
Developer 

       $  

i.e. Quality Control        $  

etc.        $  

         $  

         $  

Total Price (used for evaluations) $ 

HST $ 

Grand Total $ 

Table 2 – R.6 Hourly Ceiling Rates 

Resources 
Hourly Ceiling 
Rate in CAD $ 

Account/Project Manager 

Junior (I) $ 

Intermediate (II) $ 

Senior (III) $ 

Instructional/learning design team member 

Junior (I) $ 

Intermediate (II) $ 

Senior (III) $ 

Courseware/multimedia developer 

Junior (I) $ 

Intermediate (II) $ 

Senior (III) $ 

Voice over artist 

Junior (I) $ 

Intermediate (II) $ 

Senior (III) $ 

Average Hourly Ceiling Rate (used for evaluations) $ 
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Table 3 - Optional related services (not evaluated) 
 
Proponents may outline any other related services and costs optional to CMHC. 
 

Service(s) description Cost CAD$ 

i.e. Voice Over Artist   

i.e. Stock Images   

i.e. Translation   

i.e. Admin Fees   

etc.   
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APPENDIX C – RFSA SPECIFICATIONS 
 
A. BACKGROUND 
 
In November 2017, Canada Mortgage and Housing Corporation launched myLearning, a Learning 
Management System (LMS) module from SAP SuccessFactors. myLearning is a centralized hub 
for learning at CMHC where employees can access a variety of corporate and sector-specific 
training and learning opportunities. myLearning allows employees to manage their learning needs 
and link learning directly to their career development, as CMHC has also adopted SAP 
SuccessFactors as an HR information system. 
 
Following the launch of myLearning in November 2017, CMHC’s Learning & Organizational 
Development (L&OD) team has been increasing access to learning opportunities via the LMS 
platform. As employees have become increasingly comfortable accessing myLearning, the L&OD 
team has capitalized on CMHC’s digital transformation by shifting certain corporate and sector-
specific learning and training offerings to a digital format. 
 
Since 2019 CMHC has offered more e-learning and training opportunities in Canada’s both 
Official Languages, English and French, to employees and L&OD has noticed an increase in 
demand for custom e-learning. Therefore, CMHC is seeking to pre-qualify a pool of capable 
providers to assist L&OD with eLearning design services on an as-and-when required basis. 
 
 
B. THE DELIVERABLES 
 

B.1 Scope of Work Overview 

Selected respondents shall provide e-learning design and development services on an as-

needed basis in support of CMHC’s sectoral learning and development requirements. 

Respondents shall provide a team of e-Learning experts dedicated to CMHC to work 

closely with L&OD, and other subject matter experts, to conceptualize the e-learning 

design in order to: 

a. Develop new e-learning from subject matter content (e.g., Microsoft Word, Excel 
or PowerPoint documents or Adobe Acrobat PDF files); and 
 

b. Update existing e-learning based on new criteria (e.g., updates to subject matter). 

This requires respondents to provide e-Learning expertise in the following areas: 

• Audio/narration; 

• Custom graphics; 

• Custom animations; 

• Training videos; 

• Instructional design; and 

• Interface design. 
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B.2 Scope of Work Specifics  

The selected respondents shall be responsible for the following services, as-and-when 
required by CMHC, and not limited to:  

a. Working with L&OD and subject matter experts to determine the optimal 
multimedia format and interactivity level (see below for definitions); 

b. Creation of instructional design plans; 
c. Design of storyboards or similar documents to secure approvals prior to 

development; 
d. Development of e-learning modules which could vary in length and in level of 

interactivity; 
e. Delivery of final published files for upload by CMHC onto its LMS; and 
f. Delivery of source files (including final storyboards, graphics, videos, audio, QA 

documents, etc.). 
g. Provision of the files electronically or on a USB key: 

▪ All finalized and approved storyboards 

▪ All final source files 

▪ SCORM file for upload onto myLearning (SAP SuccessFactors LMS 
module) 

 
 All items prepared for and/or submitted to CMHC by the selected SA Holder under 
the agreement issued from the SA Master Agreement shall be the exclusive property 
of CMHC. This includes any e-learning designs and modules, reports, documents 
and analysis produced.  

B.3 Levels of Interactivity 

Depending on the nature of the request, CMHC’s e-learning modules will have varying 

degrees of  interactivity, as per the four levels outlined below: 

1. Passive: no interaction with the courseware. Infographics, simple video/audio files 
and straightforward test questions are typical forms of this linear process. 

2. Limited: simple, straightforward interaction is required. Incorporated interactivity is 
off the shelf templated models packaged with the development software. 

3. Moderate: the learning experience becomes more complex and customized. 
Interactivity may include simulations, stories, customized files and animation. 

4. Full: learners are required to fully interact with the learning content. Gamification, 
simulations, characters, avatars and scenarios are generally present at this level. 
 

B.4 Resources 

B.4.1 Resource’s Experience 

The selected respondents shall provide experienced resources in the following four (4) 
categories, to assist CMHC with design and development of e-learning content: 
 
1. Account manager/project manager: This individual will act as a point of contact for 

CMHC and will provide regular project updates and ensure milestones are met to 
ensure the timely completion of project deliverables. 
 

2. Instructional/learning design team: These individuals will be responsible for 
designing and developing learning experiences. They will collaborate with relevant 
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CMHC team members to design engaging learning activities and compelling course 
content that enhances retention and transfer. They will work with subject matter 
experts to identify the target audience’s training need, state learning objectives and 
draft content that matches them. They will apply tested instructional design theories, 
practices and methods, as well as propose exercises and activities that enhance the 
learning process. 
 

3. Courseware/multimedia developers: These individuals will be responsible for broad 
scope of eLearning technologies, approaches, and solutions designed to meet 
business needs. They will design new web-enabled solutions based on their 
consultation with the instructional/learning designer using the Articulate360 software. 
They will create supporting video and graphic elements when required. They will also 
lead the quality assurance for web-enabled solutions. 
 

4. Voice over artists: These individuals will be responsible for providing high-quality 
audio voiceover for all eLearning modules in both Official Languages 
 

B.4.2 Resource’s Years of Experience 

The experience level of the above resource(s) is classified as follows: 

Experience Level Years of Experience 

Junior Level I < 5 

Intermediate Level II 5 – 10 

Senior Level III 10+ 

 

 B.4.3 Resource’s Education 

The respondent’s proposed resources shall possess a post-secondary diploma or degree 
in relation to the Deliverables described above in this RFSA. 
 
B.5 Official Languages 
 
The selected respondents must be able to provide services in both Canada’s O fficial 
Languages (French and  English). 
 
B.6 Accessibility 
 
The selected respondents must adhere to any applicable legislation regarding accessibility 
of learning   materials. 
 
B.7 Service Levels 
 
Minimum service standards: 
 

▪ Acknowledge receipt of a request withing 24 hours. 

▪ Provide written estimate to requests in a timely manner within a maximum of five 
(5) business days; or as requested by CMHC, after receiving such a request from 
CMHC via email. 

▪ Be available in a timely manner for conversations about feedback via email and/or 
phone/video calls to CMHC within a maximum of two (2) business days. 
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▪ CMHC commits to responding to the selected proponent within a timely manner in 
order to abide by agreed upon timeframes. 

 
Repeated failure to respond within the above time frames may result in termination of a 
contract issued under the SA Master Agreement or non-award of any further work. 
 

 B.8 Translation Services 
 
 Respondents must be able to provide all materials in English and French of equal quality. 
 
C. WORK LOCATION 
 

The work will be performed virtually from the selected respondent’s place of business. 
 

D. TRAVEL 
 

No travel is required, and no compensation will be awarded to the selected respondent for 
any travel cost incurred. 

  
E. SECURITY 
 

In the event CMHC is required to share any protected information with the selected 
respondent during the term of the SA Master Agreement, the selected proponent and/or its 
employees and, if applicable, subcontractors may be required to undergo the process related 
to the granting of a Government of Canada (GoC) security clearance at the minimum level of 
RELIABILITY, if pre-existing security clearances are not in place. 

 
F. CMHC DATA 

 
As determined by CMHC at the time of issuance of this RFSA, CMHC will not be sharing any 
protected information with the selected respondent during the term of the SA Master 
Agreement. 

 
The selected respondent shall ensure that all of CMHC Data, while at rest or in transit, must 
be encrypted and reside in and is accessed from within Canada at all times. Data residency 
in Canada is not mandatory for regular business communication that does not include 
sensitive and/or protected information (including personal information). 

  
G. MATERIAL DISCLOSURES 

N/A 

H. MANDATORY SUBMISSION REQUIREMENTS 

1. Submission Form (Appendix A)  

Each response must include a Submission Form (Appendix A) completed and 
signed by an authorized representative of the respondent. 

2. Pricing Form (Appendix B) 

Each response must include a Pricing Form (Appendix B) completed according to 
the instructions contained in the form. 
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3. Other Mandatory Submission Requirements 
   

Each response must include the  
 

▪ Vaccination Compliance Attestation (Appendix D, Schedule C) completed and 
signed by an authorized representative of the respondent. 
 

I. MANDATORY TECHNICAL REQUIREMENTS 

The following will be assessed on a pass/fail basis: 

MTR # MTR Description 1Respondent’s response on how 
they will comply. 

MTR 1 Data Residency. Respondents must ensure that 
all of CMHC Data, while at rest or in transit, must 
be encrypted and reside in and is accessed from 
within Canada, at all times. Data residency in 
Canada is not mandatory for regular business 
communication that does not include sensitive 
and/or protected or secret information (including 
personal information). 

 

MTR 2 Experience. Respondents must be an 
established entity for a minimum of five (5) years 
from issuance date of this RFSA. 

 

MTR 3 Accessibility. Respondents must comply with 
the Accessibility Canada Act regarding the 
provision of learning materials. 

 

MTR 4 Bilingualism. Respondents must have the ability 
to provide the services in Canada’s both official 
languages English and French of equal quality. 
This includes the provision of all training 
materials. 

 

MTR 5 Intellectual Property. The respondent must 
transfer to CMHC all intellectual property rights, 
to all of the designs developed for and submitted 
to CMHC, to all items prepared and to all 
modifications made thereto, and relinquishes any 
and all moral rights in the said design(s). The 
selected respondent(s) will grant to CMHC a 
royalty-free license for any background 
intellectual property forming part of the design(s) 
developed for CMHC. 

 

1Respondents must provide a statement per each MTR as to how the respondent is in compliance 
with the mandatory technical requirement(s) outlined above with its response submission. A yes or 
no answer is not sufficient. 

J. PRE-CONDITIONS OF AWARD 

a. References. CMHC may conduct a reference check. The references provided must 
be deemed successful by CMHC. If the respondent fails such reference check it may 
be disqualified from further consideration. 
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K. RATED CRITERIA 

a. Rated criteria categories 

The following tables sets out the categories, weightings and descriptions of the rated 
criteria of the RFSA.  

Rated criteria category Weighting  

R.1 Experience and qualifications of the organization 10 % 

R.2 Approach and Methodology  20 % 

R.3  Experience and qualifications of the proposed resources  20 % 

R.4  Work-Life-Balance  Design Plan and Prototype 20 % 

R.5 Work-Life-Balance  Pricing (See Appendix B for details) 10 % 

R.6 Hourly Ceiling Rates Pricing (See Appendix B for details) 20 % 

Total 100 % 

b. Rated criteria response requirements 

Each respondent should provide the following in its response in the same order as listed 
below. 

Note: Page limitations are per single-sided pages, minimum font size 11.   
 

 R. 1 Experience and qualifications of the organization (page limit: 6) 

 
R.1.1 Provide a brief description of your organization (overview, history, 

organizational diagram); 
 

R.1.2 Outline your experience with providing e-learning design and development 
services to Government agencies (such as Crown Corporations and/or 
other organizations with a public mandate). 

 
 R.1.3 Diversity and Inclusion. 

 
(a) Describe if your organization has a diverse workforce specifically to 

women, indigenous people, persons with disabilities and visible 
minorities. Indicate ratio in %. 
 

(b) Indicate if you have a diversity program in place and describe the 
program. 

 
(c) Indicate whether your organization considers itself a diverse 

supplier. A diverse supplier is defined as an organization that is 
owned and controlled by at least 51% of individual(s) who are 
considered: women, indigenous people, LGBTQ2+, persons with 
disabilities and visible minorities. If so, indicate whether your 
organization is a certified diverse supplier and provide certification 
details.  
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(d) Indicate if you have an established anti-racism policy and describe 
such policy. 
 

R.1.4 Account Management. Outline how  
 

(a) CMHC’s account would be handled by your organization to ensure 
that it receives cost-effective, prompt, personal, efficient and high-
quality service; and 

(b) Name the key representative for the CMHC account and provide 
his/her qualifications. 

 
R.1.5 Please provide two (2) examples of a successfully completed e-learning 

design and development project (of which one should be a project for a 
client with a public mandate) in the past twenty-four (24) months from this 
RFSA issuance date. Each example should include: 

 
a) Project description. 
b) Project period including start and end dates. 
c) Name of the client company or organization. 
d) Role and responsibilities of the client company or organization 
e) Services provided by your agency. 
f) Describe how your work has positively impacted the outcome of the 

project and 
g)  Client reference contact name, e-mail address and telephone 

number. 
 

 R. 2 Approach and Methodology (page limit: 8) 

  

  R.2.1 Describe how you will meet CMHC’s requirements described in B.1 and B.2 
 

R.2.2 Describe your experience and expertise with levels of interactivity described 
in B.3    

 
  R.2.3 Describe your experience with accessibility described in B.6   
 

R.2.4 Project Management and Quality Control.  
 

a. Describe your project management approach to design and deliver the 
materials to CMHC and its project management organizational structure 
including reporting levels and lines of authority. 

b. Describe your ability to provide the service levels identified in B.7 
c. Describe how you ensure quality and continuous improvement in 

delivering on projects? 
d. Describe your issue resolution and escalation process. 

 
R.2.5 B.8 outlines that the selected respondents must be able to provide all 

training materials in English and French of equal quality.  
 

a. Please describe your approach if translations are performed in-house, 
partially or in full etc. 

b. In the event translation of CMHC material is handled by the 
respondent’s third-party providers, please describe how you ensure (i) 
CMHC data is safeguarded appropriately when sharing with third-
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parties: (ii) high quality and on-time deliveries; and (iii) name the 
translation firms you are subcontracting with.  

 
 
 R. 3 Experience and qualifications of the proposed resources (page limit: see below) 

 
R.3.1 Resumes. [max. 2 single sided pages per resource] 
 

a. Please submit one (1) resume per each resource outlined below 
(page limit per resume: 1 double sided) dedicated to CMHC’s 
requirement and clearly identify the name of the person, their 
function and their level (I, II or III as classified under section B.4.2): 
 

• Account/Project Manager; 
• Each instructional/learning design team member; 
• Each courseware/multimedia developer; 
• Each voice over artist; and 
• Other, if applicable. 

 
b. In addition, each resume should include but is not limited to: 

 
• Development experience: Based on evidence of years of 

experience developing, planning and designing e-learning 
in a corporate environment (private sector as well as 
government) during the last 5 years and related education 
based on evidence of diplomas, certifications or other 
credentials. 

• Project Management experience: Based on evidence of 
years of experience managing e-learning programs in a 
corporate environment (private sector as well as 
government), please demonstrate project responsibilities 
and client responsiveness, during the last 5 years and 
related education (i.e. diplomas, certifications or other 
credentials achieved). 

• Current Government of Canada security clearance status, if 
available. 
 

R.3.2 Complete the table below for the proposed resources by listing the level (A 
- beginner, B - intermediate or C – advanced) of oral and writing proficiency 
in English and/or French of each proposed resource based on the 
resource’s second official language: [1 single sided page] 

 

Resource Name 

Level of 
proficiency 
EN - oral 

Level of 
proficiency 
EN - writing 

Level of 
proficiency 
FR - oral 

Level of 
proficiency 
FR - writing 
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R.3.3 Please outline your best efforts to guarantee that the above proposed 

resources will be available to perform the services at contract start date 
and throughout the term of the resulting agreement and what steps will be 
taken in the event a replacement is required. [1 single sided page] 

 
 R.4 Work-Life Balance Design Plan and Prototype [page limited: not applicable] 
    

Selected respondents will provide services on an as-and-when required basis. At 
the time of a requirement CMHC will provide the selected respondent with a 
learning plan. A typical Detailed Design Plan (DDP) is provided as an example 
under Appendix E. 
 
Note: CMHC’s branding guidelines are available in English only and are published 
as a separate document within the tender notice of this RFSA on 
www.buyandsell.gc.ca  
 
To assess respondent’s capabilities in this rated criteria R.4, respondents must 
review the DDP provided under Appendix E and provide in its response the 
following items: 

 

• Project plan (must include storyboard translation and two (2) mock review 
rounds each for storyboard (English & French), prototype and development 
(English & French)) 

• Estimated cost and resource breakdown for a 10-minute e-learning in both 

Official Languages (use Appendix B – Pricing Form - Table 1)  

• Completed learning objectives section provided in the DDP  

• Proposal for design approach 

• Storyboard for the prototype 

• 3-5 prototype slides of the 10 min e-learning – Level 3 Moderate (refer to B.3 

Levels of Interactivity) 

• Audio (speech synthesis (text to speech) is acceptable for the sample) 

• Creative gamification aspect 

Respondents will be evaluated on: 

• Compliance with CMHC E-learning Guidelines 

• Compliance with DDP requirements 

• Accessibility 

• User experience 

• User interface design 

• Quality of materials delivered 

• Cost (evaluated under R.5) 

• Creativity 
  

Review Expectations: 
 

Storyboard Reviews: Address most, if not all, content, text, and audio changes. 
 

French Storyboard Reviews: Take particular attention to CMHC specific 
language and technical terms to ensure the translations are correct.  

 

http://www.buyandsell.gc.ca/
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Prototype Reviews: Identify changes to the user interface design, layout, and 
navigation.  

 
Development Reviews:  

Menu: Check buttons link to the appropriate slide (functionality) 

Navigation: Confirm buttons work as they should and have a consistent position 

Design consistency: 

• Verify layout and colour scheme are the same as approved during the 

prototype 

• Validate positioning and colour of elements are consistent 

Font: 

• Verify fonts used are the same as approved during the prototype 

• Validate Font families, size and colour are consistent 

Text:  

• Flag missing content that is in the approved storyboard and should be in the 

product 

• Mention minor* text changes only if they improve the clarity of the 

information 

• Address major** essential content changes 

* Minor: Changes to a sentence or a few words here and there to improve clarity and style, 
as opposed to content are considered minor text changes. Minor text changes are to be 
expected at the development stage of the project. Vendors should consider this in the cost 
estimate and should not result in extended timelines and extra costs for CMHC. 

 ** Major: Changes to audio, content or a word that is frequently used are considered major 
text changes. Major text and audio changes are not standard at the development stage 
and will, most likely, result in extended timelines and extra costs for CMHC. These changes 
should be essential (i.e., Policy name change). 

Review stages 

Alpha: CMHC flags all the required updates. 

Final*: CMHC reviews the vendor completed the required changes. 

* CMHC can request additional, essential changes at this stage, but the extra round of 
changes/review (to confirm changes), will most likely, result in extended timelines and 
additional costs for CMHC. 

Approval: CMHC confirms there are no more changes required and approves the 
final product 

 
L. REFERENCES  
 

CMHC may contact the references provided under rated criteria R.1.5 above as per 
Section 3.1.4 References and past performance (Part 3 -Terms and Conditions of the 
RFSA Process) and/or as per Section J. Pre-conditions of Award (Appendix C – RFSA 
Specifications). 
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APPENDIX D – MASTER AGREEMENT 
 
The respondents are expected to comply with the general terms and conditions set out in this 
Appendix D as-is, which will govern every Contract issued under this SA Master Agreement. 
 
CMHC FILE RFSA No. RFSA-000988 
SUPPLY ARRANGEMENT (“SA”) MASTER AGREEMENT #: PA_____ 
 
THIS AGREEMENT (“SA Master Agreement”) is executed               
     
BETWEEN:  

CANADA MORTGAGE AND HOUSING CORPORATION  
National Office 
700 Montreal Road 
Ottawa, Ontario, Canada 
K1A 0P7  
(Hereinafter referred to as "CMHC") 

 
- and -   
 

FULL LEGAL NAME OF SA HOLDER    
[ADDRESS]  
(Hereinafter referred to as the "SA Holder") 

 
 (Each individually a “Party” and collectively the “Parties”) 
 
 
Recitals 
 
WHEREAS the SA Holder is in the business of marketing and offering e-learning design and 
development services on an as-and-when required basis to CMHC as defined under Article II 
below; 
 
WHEREAS CMHC will issue a written purchase agreement (the “Contract”) to the SA Holder when 
CMHC requires the SA Holder’s e-learning design and development services.  Each Contract 
issued shall be subject to the terms and conditions of this SA Master Agreement. Upon the 
issuance of a Contract, the SA Holder shall provide the Services as detailed in the Contract and 
in accordance with this SA Master Agreement; 
 
WHEREAS the SA Holder acknowledges that this SA Master Agreement does not guarantee that 
CMHC will issue a Contract to the SA Holder and that Contracts will be issued at the sole 
discretion of CMHC and in accordance with RFSA-000988 Section 1.4 Contracting Process; and 
 
NOW, THEREFORE, in consideration of the mutual covenants, terms and conditions set out 
herein, and for other good and valuable consideration, the receipt and sufficiency of which are 
hereby acknowledged, the Parties agree as follows:  
 
Article 1. Definitions 
Section 1.01 Definitions 
 
Applicable Law means all applicable provisions of constitutions, laws, statutes, ordinances, rules, 
treaties, regulations, permits, licenses, approvals, interpretations and orders of courts or 
governmental authorities in Canada and all orders and decrees of all courts and arbitrators. 
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Change in Control means where such control is acquired, directly or indirectly, in a single 
transaction or series of related transactions, or all or substantially all of the assets of the SA Holder 
are acquired by any entity, or the SA Holder is merged with or into another entity to form a new 
entity. 
 
Claim(s) means all demands, actions, suits or other proceedings of any nature and kind. 
 
CMHC Information means any and all information or data of a confidential nature in any format 
that is made available, directly or indirectly, to the SA Holder, or which the SA Holder or SA Holder 
Personnel acquire in the course of its performance of the Service. CMHC Information also 
includes but is not limited to all personal information that is in the care or control of CMHC, or is 
managed, accessed, collected, used, disclosed, retained, received, created or disposed of in 
relation to the provision of the Services, whether or not it is marked as confidential. 
 
Conflict of Interest means any matter, circumstance, interest, or activity affecting the SA Holder 
or SA Holder Personnel, which may impair or appear to impair, the ability of the SA Holder or SA 
Holder Personnel to perform the work diligently and independently. 
 
SA Holder Personnel means the SA Holder’s and its subcontractor’s principals, directors, 
suppliers, employees, agents and/or subcontractors, or any person engaged by the SA Holder to 
perform the Services.  
 
Deliverables means the scope of work and deliverables in accordance with SCHEDULE A. 
 
Derivative Works means any work developed by CMHC or on CMHC’s behalf based on the 
Works. 
 
Intellectual Property (or “IP”) means copyright works, trade-marks, industrial designs, design 
rights, inventions (whether patentable or not), unpublished patent applications, inventive ideas, 
discoveries, innovations, developments, or improvements thereto, or any other work relating to 
any of the foregoing, whether registered or non-registered, whether or not reduced to written form 
or practice.  
 
Losses means any and all losses, damages, liabilities, deficiencies, Claims, demands, actions, 
judgments, settlements, interest, awards, penalties, fines, costs, or expenses of whatever kind, 
including reasonable attorneys’ fees, fees and the cost of enforcing any right to indemnification 
hereunder, and the cost of pursuing any insurance providers. 
 
Permitted Subcontractor means any subcontractor or affiliate of the SA Holder which has been 
approved by CMHC at its sole discretion in writing to provide any service to CMHC on the SA 
Holder’s behalf under this agreement. 
 
Personal Information means information about an identifiable individual or other information that 
is subject to Canadian privacy Laws. 
 
Pre-existing IP means, for each Party, intellectual property that is owned, or licensed or 
sublicensed by such Party, prior to or independent of this SA Master Agreement.  
 
Third-Party Claim means any Claim made or brought by any person who is not a party to this SA 
Master Agreement. 
 
Term means the Initial Term and any Extension Term collectively.  
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Works means all Intellectual Property and all documents, work product and other materials that 
are delivered to CMHC under this SA Master Agreement or prepared by or on behalf of the SA 
Holder in the course of performing the Services.  
 
Article 2. Services 
Section 2.01 Description of Services 
The SA Holder covenants and agrees to provide e-learning design and development services on 
an as-and-when-required basis and as further as described in SCHEDULE A (the “Services").  
 
Article 3. Representations and Warranties 
Section 3.01 SA Holder’s Representations and Warrantees 
The SA Holder represents and warrants that at all times during the term of the SA Master 
Agreement: 

(a) It is validly incorporated (or formed), it continues to be in valid existence and, if 
applicable, good standing in the jurisdiction of its incorporation or formation in; 

(b) It maintains all necessary registrations, licenses and consents and complies with 
all relevant laws applicable to the provision of the Services; 

(c) It complies with the rules, regulations, and policies of CMHC, including security 
procedures, or such other policies as CMHC may provide, as amended from time 
to time; 

(d) It complies with CMHC’s vaccination requirements, as may be amended from time 
to time, the whole as appears more fully from the attestation signed by a duly 
authorized officer of SA Holder and attached hereto as Schedule C; 

(e) It shall provide the Services in a timely, workmanlike and professional manner, to 
the satisfaction of the CMHC, and in accordance with industry standards applicable 
to the SA Holder's field.  

The warranties set forth in this Section are cumulative and in addition to any other warranty 
provided by law or equity. 
 
Article 4. Term and Termination 
Section 4.01 Term 
The term of the SA Master Agreement shall be for a period of three (3) years commencing on July 
4, 2022 (the “Effective Date”) and ending on July 3, 2025 (the “Initial Term”).  
 
Section 4.02 Renewal  
This SA Master Agreement may be extended in writing, at CMHC’s sole discretion, for an 
additional two (2) extension terms each of a period of one (1) year (the “Extension Term”), not to 
exceed a cumulative total of five (5) years including the Initial Term. The Initial Term and any 
Extension Term herewith, shall be collectively referred to as the “Term”. 
 
Section 4.03 Termination 
(a) No fault termination 

Notwithstanding Section 4.01 and Section 4.02 above, CMHC may terminate this SA 
Master Agreement and any Contract issued under this SA Master Agreement for any 
reason, without penalty, charge, or liability, by giving  ten (10) calendar days’ written notice 
at any time during the Term.    

 
(b) Termination for Cause with Notice  

CMHC may immediately terminate this SA Master Agreement and any Contract issued 
under this SA Master Agreement without penalty charge or liability by giving five (5) 
calendar days’ written notice to the SA Holder, for any of the following reasons: 

i. The SA Holder commits a material breach of its duties under a Contract 
and this SA Master Agreement, numerous breaches of its duties under a 
Contract and this SA Master Agreement that collectively constitute a 
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material breach, unless the SA Holder cures such breach to the satisfaction 
of CMHC in CMHC’s sole and absolute discretion, and indemnifies CMHC 
for any resulting damage or loss within twenty (20)  calendar days of receipt 
of written notice of breach; 

ii. There is a Change in Control, unless the SA Holder demonstrates to the 
satisfaction of CMHC, that such event will not adversely affect its ability to 
perform the Services under a Contract and this SA Master Agreement; or 

iii. The SA Holder becomes bankrupt or insolvent, or a receiving order is made 
against the SA Holder, or any assignment is made for the benefit of the 
creditors, or if an order is made or a resolution passed for the winding up 
of the SA Holder. 

 
(c) Termination for Cause without Notice  

CMHC may immediately terminate this SA Master Agreement and any Contract issued 
under this SA Master Agreement without penalty or charge without notice to the SA Holder, 
for any of the following reasons: 

i. CMHC has reason to believe that the SA Holder has committed gross 
misconduct, fraud or other unlawful acts, a breach of its Representations 
and Warrantees under Article III, or terms related to Conflict of Interest 
under Article VI, Confidentiality and Privacy under Article VII,  Information 
Assets and Intellectual Property under Article VIII, under this SA Master 
Agreement and/or a Contract. 

ii. CMHC does not have sufficient appropriations from Parliament to fulfill its 
payment obligations.  

 
Section 4.04 CMHC’s Obligations upon Termination 
In the event that a notice of termination is given, and subject to the deduction of any Claim which 
CMHC may have against the SA Holder arising out of a Contract and/or the SA Master Agreement 
or its termination, CMHC will make payment for the value of all Services performed to the date of 
the notice, as determined in accordance with the rate(s) specified in the respective Contract under 
this SA Master Agreement.  CMHC shall make payment within thirty (30) calendar days as of the 
later of (i) the date of the notice; or (ii) receipt of an invoice submitted by the SA Holder. Upon 
such payment, it shall have no further obligation or liability of any kind to the SA Holder. 
Notwithstanding the above, in the case of lack of appropriations described in Section 4.03(c)ii, 
CMHC shall have no liability for breach of its payment obligations. 
 
Section 4.05 SA Holder’s Obligations upon Termination 
Upon termination of a Contract issued under this SA Master Agreement and/or this SA Master 
Agreement or upon delivery of notice of intent to terminate a Contract and/or this SA Master 
Agreement, the SA Holder shall promptly, and at latest five (5) business days following termination 
of a Contract and/or this SA Master Agreement, review all work in progress and report the status 
of all work in progress to CMHC. The SA Holder shall upon CMHC’s written request, return, 
complete or arrange for the completion of any and all work in process at the time of termination.   
 
Article 5. Price and Payment 
Section 5.01 Pricing 
In consideration of the performance of the Services, CMHC agrees to pay the SA Holder an 
amount based on the SA Holder's ceiling rates attached as SCHEDULE B of this SA Master 
Agreement and detailed in the respective Contract. CMHC’s total financial liability under the terms 
and conditions of this SA Master Agreement shall not exceed  [Amount in words (numerals)] 
dollars CAD$] inclusive of taxes, assessment, duties, levies and expenses for Services provided 
during the Initial Term of the SA Master Agreement (the “Total Financial Liability”). No other taxes, 
assessments, duties or other levies shall be payable to the SA Holder unless specifically agreed 
in writing by the SA Holder and CMHC. 
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Section 5.02 Most Favoured Nation Clause 
Intentionally deleted. 
 
Section 5.03 Invoicing   
(a) CMHC will issue a Purchase Order (PO) for every Contract under this SA Master 

Agreement. All invoices must refer to (i) the PO number and should also include (ii) the 
Contract number and (iii) this SA Master Agreement and shall be sent electronically to 
accountspayable@cmhc-schl.gc.ca with a copy to the email address outlined in Section 
15.01 Notice, a).  

(b) The SA Holder shall submit detailed invoices to CMHC for every phase and/or milestone 
completed during the term of the Contract, describing the Services provided during the 
period covered by the invoice.  

(c) The SA Holder cannot i) commence the Services prior to Contract execution and PO 
receipt and ii) cannot invoice prior to performance of the Services in accordance with the 
respective Contract. 

(d) Notwithstanding article Section 5.01 above, GST/HST or provincial sales taxes, as 
applicable, shall be collected by the SA Holder on all consideration payable under a 
Contract including fees, disbursements and any other charges and shown as a separate 
item on each invoice, showing the SA Holder’s GST/HST/QST or other provincial tax 
numbers, as applicable. The SA Holder shall duly remit to the Canada Revenue Agency 
or the appropriate provincial taxing authorities all taxes payable on the Services.  

 
Section 5.04 Verification of performance 
Before advancing any amount to the SA Holder, CMHC reserves the right to determine, in its sole 
and absolute discretion, whether the Services were performed in accordance with the terms and 
conditions of the Contract and this SA Master Agreement. In the event that the Services do not 
meet the standards set out in the Contract and the SA Master Agreement, CMHC may take such 
action as reasonably necessary to require the SA Holder to correct its default, including, without 
limitation, the following: 
 

(a) directing the SA Holder to redo the work that was not completed in accordance 
with the Contract and the SA Master Agreement; 

(b) withholding payment; 
(c) setting off any expenses incurred by CMHC in remedying the default of SA 

Holder against payment for payment due to the SA Holder; and/ or 
(d) terminating the Contract and/or SA Master Agreement for default. 

 
Section 5.05 Method of Payment  
All payments due under the SA Master Agreement will be made by means of Electronic Funds 
Transfer (“EFT”). The SA Holder shall provide CMHC with all information set out in Section 5.08 
to allow EFT to be effected and keeping the information up to date. In the event that either party 
is unable to make or accept payments by EFT, the SA Holder agrees to accept payment by 
cheque or another mutually agreeable method of payment. 
 
Section 5.06 Timing of Payment 
The SA Holder shall allow CMHC thirty (30) calendar days from delivery of invoice for payment 
without interest charges, except for any amounts disputed by CMHC in good faith.   
 
Section 5.07 Disbursements and Travel Costs 
No travel is required for the performance of the Services under a Contract and this SA Master 
Agreement. The SA Holder is not entitled to seek reimbursement from CMHC. 
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Section 5.08 Direct Deposit and Income Tax Reporting Requirement  
Under the Income Tax Act, CMHC must report payments made to SA Holders to the Government 
of Canada by issuing T1204 supplementary slip. The SA Holder shall provide CMHC the 
necessary information to complete any forms to comply with its obligation under the Income Tax 
Act or any law, including the SA Holder’s business number, in order to allow CMHC to make 
payment by EFT and to complete the T1204 supplementary slip. In the event that the SA Holder 
is an individual and does not have a Business Number issued by the CRA, the SA Holder must 
provide their Social Insurance Number. 
 
The SA Holder shall complete a vendor information form provided by CMHC at the beginning of 
the Term of this SA Master Agreement. Throughout the Term, the SA Holder shall ensure that the 
information provided remains accurate and up to date. The SA Holder assumes full responsibility 
for any errors in payments or tax reporting that arise because the information supplied is 
inaccurate or out of date. In addition, the SA Holder is requested to provide contact information 
to allow for payment by EFT including a void cheque.  
 
Section 5.09 Withholding Taxes 
Intentionally deleted. 
 
Section 5.10 Payment Dispute 
In the event of a payment dispute, CMHC shall deliver a written statement to the SA Holder listing 
all disputed items and providing an explanation of each disputed item. Amounts not so disputed 
are deemed accepted and must be paid, notwithstanding disputes on other items, within the 
period set forth in this Section. The parties shall seek to resolve all such disputes expeditiously 
and in good faith. The SA Holder shall continue performing its obligations in accordance with the 
respective Contract issued under this SA Master Agreement notwithstanding any such dispute. 
 
Article 6. Conflict of Interest       
Section 6.01 Avoid and Eliminate Conflict of Interest 
The SA Holder and SA Holder Personnel shall avoid any real, potential or apparent Conflict of 
Interest during the Term and shall declare any Conflict of Interest to CMHC immediately upon 
becoming aware of the Conflict of Interest. The SA Holder shall, take steps to eliminate any real, 
potential or apparent Conflict of Interest, to the satisfaction of CMHC. In the event that a Conflict 
of Interest cannot be resolved to the satisfaction of CMHC, CMHC shall have the right to 
immediately terminate a Contract and this SA Master Agreement.   
 
Section 6.02 Compliance with Conflict of Interest Act 
Any public office holder or former public office holder must be in compliance with the provisions 
of the Conflict of Interest Act. 
 
Article 7. Confidentiality 
Section 7.01 Confidentiality and Non-Disclosure of CMHC Information   

(a) The SA Holder understands the sensitive nature of the CMHC Information and 
agrees to treat all CMHC Information as proprietary, confidential and sensitive 
during the Term and following termination of the SA Master Agreement, unless 
otherwise specifically agreed to in writing by CMHC.  

 
(b) The SA Holder further agrees to restrict access to CMHC Information to those 

persons who have a need to know this information in order to perform the Services 
and who are bound by an obligation of confidentiality that is at least as strict as 
that contained in this SA Master Agreement provided such persons meet the 
appropriate security screening as per Government of Canada security screening 
classification prior to CMHC granting any such access. Where the Services are 
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sensitive in nature, at the request of CMHC, the SA Holder shall provide an Oath 
of Secrecy for each of its SA Holder Personnel. 

 
(c) In the event that the SA Holder experiences a breach of confidentiality with respect 

to the CMHC Information, the SA Holder will immediately notify CMHC and co-
operate with CMHC to the extent required to remedy the breach.  

 
(d) The SA Holder acknowledges and understands that CMHC considers all CMHC 

Information to be under its custody and control at all times, and that all information 
in the care and control of CMHC is subject to federal laws on privacy and access 
to information. 

 
(e) The SA Holder shall, at all times, ensure to transmit information between the SA 

Holder and CMHC through secure means of transmission.  
 

(f) The SA Holder shall conduct regular security assessments to ensure safeguards 
are working effectively.  

 
(g) The SA Holder shall execute any further actions to enhance the security controls 

as may be reasonably required by CMHC. 
 

(h) The SA Holder shall ensure all CMHC Information is encrypted while in transit and 
at rest at a minimum 128 bit encryption throughout the Term.   

 
(i) Any CMHC Information provided to the SA Holder in the performance of the 

Services shall be returned, uncopied to CMHC or destroyed by the SA Holder 
immediately following the termination of this SA Master Agreement or upon the 
request of CMHC. For documents not returned to CMHC, the SA Holder shall 
proceed to the destruction of such documents in accordance with CMHC’s 
reasonable instructions and provide specific proof under oath of their destruction.  
Notwithstanding the foregoing, the SA Holder shall be permitted to maintain copies 
of such documentation as it reasonably requires in accordance with records 
retention or other regulatory requirements, provided that such retained 
documentation shall at all times remain subject to the other provisions of this SA 
Master Agreement. 

 
(j) Without limiting the generality of the foregoing, the SA Holder shall not and shall 

ensure that any SA Holder Personnel or any other entity engaged to perform any 
portion of the Services does not release, share or otherwise divulge CMHC 
Information to any other entity including subsidiaries, branch officers, partners of 
the SA Holder or subcontractors without the prior written consent of CMHC. 

 
(k) The SA Holder may disclose CMHC Information where required to do so pursuant 

to a lawful requirement or for the purposes of complying with a subpoena, warrant 
or other legal compulsion lawfully made by a court or other competent authority. 
When the SA Holder discovers that it may potentially be required to disclose 
CMHC Information for the reasons described in the immediately foregoing 
sentence, the Contractor shall: (a) notify CMHC promptly so that CMHC has the 
opportunity to seek a protective order or other appropriate remedy; (b) provide 
information and other assistance in order for CMHC to take appropriate legal action 
against disclosure; and (c) ensure that disclosure is strictly limited to the 
information lawfully requested. 
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(l) In the event CMHC is required to share any protected information with the SA 
Holder during the term of a Contract issued under this SA Master Agreement,  the 
SA Holder and/or its Personnel and, if applicable, subcontractors may be required 
to undergo a criminal records check or hold a valid personnel security screening 
at the level required in writing by CMHC prior to commencement of any Services 
and must provide the results of the check to CMHC’s corporate security 
department. CMHC reserves the right to disallow any person to carry out work 
under the SA Master Agreement on the basis of the results of the criminal records 
check/security clearance.  

 
(m) This SA Master Agreement does not provide automatic security clearance and or 

access to CMHC’s property to the SA Holder or SA Holder Personnel. Security 
clearance and /or access to the property will be granted, at CMHC’s request and 
in accordance with CMHC’s security requirements for the purpose of fulfilling its 
obligations as per the terms of this SA Master Agreement. CMHC reserves the 
right to refuse or revoke access to property at any time. 

 
Section 7.02 Data Residency 

(a) CMHC Information to remain in Canada 
The SA Holder agrees that the CMHC Information shall always remain and be 
accessed from within Canada and by individuals who have obtained the 
appropriate security screening as per Government of Canada security screening 
classification and expressly agrees to logically segregate CMHC Information in 
electronic format and physically segregate physical documents. Without limiting 
the generality of the foregoing, the SA Holder shall not relocate the equipment, 
databases or documents containing any data (including any redundant or back-up 
environments) anywhere outside of Canada without CMHC prior written consent.  

 
Section 7.03 Privacy   

(a) The Parties acknowledge that the Parties shall not disclose or grant access to 
Personal Information to the other. To the extent that there is any inadvertent 
disclosure or access to Personal information, the Parties agree to take immediate 
action to: (i.) mitigate the damages that may arise from the disclosure or access, 
including the immediate deletion of the Personal Information; (ii.) notify the 
disclosing Party of the disclosure or access by telephone and in writing; (iii.) take 
any further action as the disclosing party may require to investigate,  and remedy 
the matter; and (iv.) to the extent permitted by law, maintain strict confidentiality of 
the inadvertent disclosure or access.  

 
Section 7.04 Requests under the Access to Information Act 
 

(a) The Parties will comply with the provisions of the Access to Information Act, 
including in connection with a request under the Access to Information Act by a 
third party for access to information (“Access to Information Act Request”).  

 
(b) If an Access to Information Act Request is made to the SA Holder (rather than to 

CMHC) for access to any CMHC Information, the SA Holder shall: (a) not 
communicate with or respond to the person making the Access to Information Act 
Request, except as directed by CMHC in writing; (b) promptly, but in any event, 
within seven calendar days (or such other period of time as may be agreed by the 
Parties) of the receipt of such Access to Information Act Request, forward that 
Access to Information Act Request to CMHC; and (c) without detracting from 
CMHC’s responsibilities and The SA Holder’ rights under the Access to Information 
Act, reasonably cooperate with CMHC as necessary to enable CMHC to respond 



 

RFSA-000988 e-learning design services Page 39 of 59 

 

to each Access to Information Act Request or otherwise comply with the Access 
to Information Act. 

 
(c) CMHC will make commercially reasonable efforts to notify the SA Holder of a 

request under any Access to Information Act Request that involves confidential 
commercially sensitive information of the SA Holder. 

 
Article 8. Information Assets and Intellectual Property  
 
Section 8.01 Ownership 
All Works or Derivative Work shall be owned exclusively by CMHC.  
 
Section 8.02 Assignment 
The SA Holder hereby irrevocably and perpetually assigns and shall cause its Personnel to 
irrevocably and perpetually assign to CMHC, in each case without additional consideration, all 
right, title and interest throughout the world in and to the Works, in whole or in part.  
 
Section 8.03 Waiver of Moral Rights 
The SA Holder shall waive and cause SA Holder Personnel to irrevocably waive, to the extent 
permitted by Applicable Law, any moral rights that the SA Holder or SA Holder Personnel may 
have with respect to the Works now or in the future in any jurisdiction.  
 
Section 8.04 Further Actions 
Upon CMHC’s request, the SA Holder shall, and shall cause SA Holder Personnel to, promptly 
take such further actions, including execution and delivery of all instruments of conveyance, as 
may be necessary or desirable to assist CMHC to prosecute, register, perfect or record its rights 
in or to any Deliverables, and to acknowledge CMHC’s right to its Intellectual Property including 
its Pre-existing IP. 
 
Section 8.05 Pre-Existing IP Rights 
Each Party shall remain, the sole and exclusive owners of all right, title and interest in its Pre-
existing IP. The SA Holder hereby grants CMHC a license to any Pre-existing IP to the extent 
incorporated in, combined with or otherwise necessary for the use of the Intellectual Property for 
any and all purposes. Subject to this paragraph, nothing in this SA Master Agreement shall affect 
the ownership of any Pre-existing IP rights in any tools, methodologies, databases and materials 
used to produce the Works. 
 
Section 8.06 No Disposition without Consent 
The SA Holder shall not divulge, release, copy, modify or publish the Works without the prior 
written consent of CMHC. 
 
Section 8.07 No Additional Rights in Works  
The SA Holder shall have no right in the Works except as may be granted in writing by CMHC.   
 
Section 8.08 Third Party Intellectual Property 
In the event the SA Holder intends to incorporate Intellectual Property belonging to a third party, 
or derivatives thereof, into the Works, the SA Holder represents and warrants that it has secured 
all necessary rights and waivers of moral rights to grant CMHC the right to copy, publish, modify, 
create derivatives of, the third party information, to grant any licenses described herein and to 
carry on any other activities described or contemplated in this SA Master Agreement. 
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Section 8.09 Corporate Identification and Branding 
 
(a) Licence Grant 

CMHC (“Grantor”) hereby grants Contractor (“Receiver”), and the Receiver hereby 
accepts, a non-exclusive, non-transferable, non-sublicensable right and licence to use the 
Grantor’s Marks on an as-and-when required basis for the performance of the Services 
and the delivery of any Works under this SA Master Agreement. This right and licence 
excludes use in the Contractor’s own publications, marketing, event collateral, and 
promotional materials in all formats and media, including on its website, mobile apps, and 
social marketing pages on third-party websites, to identify and promote its association with 
the Grantor. 

 
(b) Preapproval of material before use 

The Receiver shall submit samples of all proposed uses of the Grantor's Marks to the 
Grantor for written approval, with two (2) business days notice.  

 
(c) Guidelines 

The Receiver shall use the Grantor's Marks solely in accordance with the Grantor’s   
trademark usage guidelines and quality control standards provided by the Grantor on an 
as-and-when required basis and as specified in a Contract, as the same may be updated 
from time to time. If the Receiver is notified in writing by the Grantor that any use does not 
so comply, such Party shall immediately remedy the use to the satisfaction of the other 
Party or terminate such use. The Receiver shall not use, register, or attempt to register in 
any jurisdiction any Mark that is confusingly similar to or incorporates any of the Grantor's 
Marks. All uses of the Grantor's Marks, and all goodwill associated therewith, shall inure 
solely to the benefit of the Grantor, and the Grantor shall retain all right, title, and interest 
in and to its Marks. 

 
Article 9. Audit 
The SA Holder shall keep complete and accurate records and statements relating to Contracts 
issued under this SA Master Agreement and this SA Master Agreement and the delivery of the 
Services (“Records”) during the Term and for a period of two (2) years following the end of the 
Term or such shorter period as permitted by Applicable Law. The SA Holder shall at all reasonable 
times, in the event of an audit, permit inspection of such records and statements by CMHC’s 
internal or external auditors. The SA Holder shall provide CMHC and/or its auditors with sufficient 
original documents in order to conduct the audit and allow CMHC to inspect and make copies of 
such records and interview SA Holder Personnel in connection with the provision of the Services 
at its own expense. An audit may be conducted without prior notice, however, CMHC agrees to 
cooperate with the SA Holder in the course of conducting any audit in order to avoid disruption in 
day-to-day operations.  
 
Article 10. Contingency Planning  
Section 10.01 Business Continuity Planning  
The SA Holder shall have in place a business continuity plan and disaster recovery plan and will 
cause any affiliates or Permitted Subcontractors performing in the delivery of Services under this 
agreement to likewise maintain business continuity plans, disaster recovery plans. The SA Holder 
shall be required, upon CMHC’s request, to supply a copy of its business continuity policies and 
complete a CMHC business continuity management attestation form. 
 
The SA Holder shall cover all costs associated with performance of their contingency plans.  
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Article 11. Indemnification 
Section 11.01 Indemnification 
The SA Holder (the “Indemnifying Party”) agrees to indemnify, defend and hold harmless CMHC 
and its directors, officers, employees, and agents (each an “Indemnified Party”) from and against 
all Claims and Losses. The indemnification applies whether such Claims are suffered or brought 
in the name of CMHC or in the name of the SA Holder or SA Holder Personnel.  The SA Holder, 
as the case may be, shall have the right to assume control of its own defence at any time, provided 
that it assumes the costs of its defence, however the SA Holder shall not enter into a settlement 
without the applicable Indemnified Party’s consent. This clause shall survive the termination of 
the SA Master Agreement. 
 
Exceptions. Notwithstanding anything to the contrary in this SA Master Agreement, the SA Holder 
is not obligated to indemnify or hold harmless CMHC against any Claim if such Claim or the 
corresponding Losses arise out of or result from CMHC’s: 
(a) gross negligence or wilful misconduct; or 
(b) bad faith failure to materially comply with any of its material obligations set forth in this SA 
Master Agreement. 
 
Section 11.02 Indemnification Procedure 
If CMHC receives notice of the assertion or commencement of any Third-Party Claim, CMHC 
shall give the SA Holder reasonably prompt written notice thereof, but in any event not later than 
thirty (30) calendar days after receipt of notice of such Third-Party Claim. Such notice shall (i) 
describe the Third-Party Claim in reasonable detail, (ii) include copies of all material written 
evidence thereof and (iii) indicate the estimated amount, if reasonably practicable, of the Loss 
that has been or may be sustained by the Party.  
 
The failure to give such prompt written notice shall not, however, relieve the Party required to 
indemnify under Section 11.01 of its indemnification obligations. 
 
Section 11.03 Participation in Defense 
The Indemnified Party shall have the right to participate in the defence with counsel selected by 
it subject to the Indemnifying Party's right to control the defence. The fees and disbursements of 
such counsel shall be at the expense of the Indemnified Party, provided that, if in the reasonable 
opinion of counsel to the Indemnified Party, (A) there are legal defences available to an 
Indemnified Party that are different from, or additional to, those available to the Indemnifying 
Party; or (B) there exists a Conflict of Interest between the Indemnifying Party and the Indemnified 
Party that cannot be waived, the Indemnifying Party shall be liable for the reasonable fees and 
expenses of counsel to the Indemnified Party in each jurisdiction for which the Indemnified Party 
determines counsel is required.  
 
Section 11.04 Cooperation 
CMHC and the SA Holder shall co-operate with each other in all reasonable respects related to 
this agreement and in connection with the defence of any Third-Party Claim.  
 
Article 12. Limitation of Liability 
 
Section 12.01 No Limitation of Liability 
Nothing in this SA Master Agreement shall exclude or limit the SA Holder's liability under this SA 
Master Agreement.  
 
Section 12.02 CMHC Liability Disclaimer 
CMHC, its employees, directors or affiliates and their employees or directors shall have no liability 
arising out of or relating to the provision of Services by the SA Holder, SA Holder Personnel or its 
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affiliates, except for causes arising from its gross negligence or willful misconduct. This provision 
applies to the fullest extent permitted by law. 
 
Section 12.03 No Consequential Damages 
In no event shall CMHC be liable for any indirect, special, incidental, consequential or punitive 
damages or for any lost profits arising out of or relating to any Services provided by the SA Holder 
or its affiliates. This provision applies to the fullest extent permitted by law.  
 
Article 13. Insurance Obligations 
 
Section 13.01 Insurance Requirements 
The SA Holder shall procure, supply and maintain, at its own expense, the designated insurance, 
or cause to be procured and maintained such insurance in force for the duration of this SA Master 
Agreement. On the Effective Date, all insurance coverage(s) of the SA Holder shall be issued by 
financially sound and responsible regulated insurance companies and shall have an A.M. Best 
Company, Inc. rating of "A-" or better (or such other debt rating agencies and/or rating as 
approved at the sole discretion of CMHC).  
 
Section 13.02  Commercial General Liability Insurance 
Commercial General Liability insurance with an insurer licensed to do business in Canada with a 
limit of not less than five million Canadian Dollars (CAD$5,000,000.00) inclusive for personal 
injury, bodily injury (including death) and property damage for any one occurrence or series of 
occurrences arising from one cause. The policy shall provide coverage for, but not be limited to, 
all premises and operations of the SA Holder, liability for products and completed operations, 
broad form coverage, contractor’s liability, non- owned automobile, employer’s liability, 
contractual liability and liability specifically assumed under this SA Master Agreement. Canada 
Mortgage and Housing Corporation shall be added to the policy as an additional insured and the 
policy shall contain cross liability, and severability of interest clauses. 
 
Section 13.03 Professional Errors & Omissions Liability 
Professional Errors & Omissions Liability insurance with an insurer licensed to do business in 
Canada with a limit of not less than two million Canadian Dollars ($2,000,000.00) per claim, 
providing coverage for, but not limited to, economic loss due to actual or alleged acts, errors or 
omissions or wrongful acts committed by the SA Holder, its agents or employees in the 
performance of services. The SA Holder shall ensure that the policy is renewed continuously for 
a minimum period of three (3) years following the expiration or early termination of this SA Master 
Agreement. 
 
Section 13.04 Other Conditions 
If there are material changes in the scope of the Services provided under this SA Master 
Agreement, CMHC may request changes to the minimum insurance coverages set out above. All 
insurance policies required to be maintained by the SA Holder pursuant to this insurance clause 
shall be primary with respect to this SA Master Agreement and any valid and collectible insurance 
of CMHC shall be excess of the SA Holder’s insurance and shall not contribute to it. All Certificate 
of Insurance shall mention that insurers will provide CMHC with at least thirty (30) days’ written 
notice prior to cancellation of any insurance referred to under this insurance clause. In addition 
the SA Holder shall provide written notice to CMHC forthwith upon learning that an insurer 
described in this insurance clause intends to cancel, or intends to make or has made a material 
change to, any insurance referred to in this insurance clause. A Certificate of Insurance meeting 
the above requirements shall be delivered to CMHC upon execution of this SA Master Agreement 
and for each renewal thereafter.  
 
Without in any way restricting CMHC’s discretion to grant or withhold its consent to a request to 
subcontract pursuant to this SA Master Agreement or any other contract, the SA Holder agrees 



 

RFSA-000988 e-learning design services Page 43 of 59 

 

that it shall contractually obligate any subcontractor or independent contractor retained in 
connection with this SA Master Agreement and any other contract to maintain insurance against 
such risks and in such amounts that having regard to such subcontractor’s or independent 
contractor’s involvement in the provision of the Services could reasonably be expected to be 
carried by persons acting prudently and in a similar business to that of such subcontractor or 
independent contractor. It shall be the sole responsibility of the SA Holder to decide whether or 
not any other insurance coverage, in addition to the insurance requirements stipulated herein, is 
necessary for its own protection or to fulfill its obligation under the SA Master Agreement. 
 
Article 14. Dispute Resolution 
Section 14.01 Dispute Resolution  

(a) Simple internal dispute resolution 
If any dispute arises between the Parties relating to the application, interpretation, 
implementation or validity of this SA Master Agreement that cannot be resolved by 
mutual agreement, the Parties agree that they will make efforts to resolve the latter 
internally before resorting to litigation.  
 

Article 15. General Terms 
Section 15.01 Notice 
All notices or other communication issued under this SA Master Agreement shall be in writing 
and shall be forwarded via mail, courier or e-mail: 
 

(a) To CMHC at the following address: 
 

Canada Mortgage and Housing Corporation 
Att: Click here to enter text. 
Title:  Click here to enter text. 
Address: Click here to enter text. 
700 Montreal Road 
Ottawa, Ontario 
K1A 0P7 
 
Phone: Click here to enter text. 
Email:   Click here to enter text. 

 
 

(b) To the SA Holder at the following address: 
Click here to enter text. 
Att: Click here to enter text. 
Title:  Click here to enter text. 
Address: Click here to enter text. 
      
Phone:  Click here to enter text.  
E-mail:  Click here to enter text. 

 
Section 15.02 Further assurances 
Each Party shall execute, deliver, furnish such additional documents, instruments, conveyances 
and assurances and take such further actions as may be reasonably required to carry out the 
provisions this SA Master Agreement and give effect to the transactions contemplated therein. 
 
Section 15.03 Survival  
Provisions of these terms which by their nature should apply beyond their terms will remain in 
force after any termination or expiration of this SA Master Agreement including, but not limited to, 
the following provisions: Article 3 Representations and Warranties, Article 7 Confidentiality, Article 
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8 Information Assets and Intellectual Property, Article 11 Indemnification, Article 12 Limitation of 
Liability, Article 13 Insurance Obligations, Article 15 General Terms, or any provision which by its 
nature is intended to survive the termination of this SA Master Agreement.  
 
Section 15.04 Severability  
If any term or provision of this SA Master Agreement is invalid, illegal or unenforceable in any 
jurisdiction, such invalidity, illegality or unenforceability shall not affect any other term or provision 
of this SA Master Agreement or invalidate or render unenforceable such term or provision in any 
other jurisdiction. 
 
Section 15.05 Equitable Remedies  
The Parties agree that irreparable damage would occur if any provision of this SA Master 
Agreement was not performed in accordance with the terms hereof and that the Parties are 
entitled to equitable relief, including injunctive relief or specific performance of the terms hereof, 
in addition to any other remedy to which they are entitled at law or in equity. 
 
Section 15.06 Remedies for non-compliance 
If the SA Holder fails to comply with a direction or decision of CMHC properly given under the 
terms of the SA Master Agreement, CMHC may take such actions and incur such costs that are 
reasonably required to implement its direction, including, without limitation, the engagement of 
another person or entity to perform the Services and withholding of payment due to the SA Holder 
for Services rendered, which moneys may be set off by CMHC against any expenses that it may 
incur in remedying a default or failures as described above. 
 
Section 15.07 Cumulative remedies 
The rights and remedies under this SA Master Agreement are cumulative and are in addition to 
and not in substitution for any other rights and remedies available at law or in equity or otherwise. 
 
Section 15.08 Waiver 
Failure by either party to assert any of its rights under the SA Master Agreement shall not be 
construed as a waiver thereof. 
 
Section 15.09 Assignment 

(a) This SA Master Agreement and any Contract issued under this SA Master 
Agreement shall not be assigned in whole or in part by the SA Holder without the 
prior written consent of CMHC. No purported assignment of any Contract issued 
under this SA Master Agreement and this SA Master Agreement shall relieve the 
SA Holder from any obligation under a respective Contract and this SA Master 
Agreement or impose any liability upon CMHC.    

 
(b) If specific individuals are identified in a Contract and the SA Master Agreement to 

perform the Services or any part thereof, those individuals shall provide the 
Services unless they are unable to do so for reasons beyond SA Holder’s 
reasonable control. 

 
(c) If SA Holder is unable to provide any specific individual identified in a Contract and 

the SA Master Agreement, it shall, as soon as possible, give notice to CMHC of 
the reason rendering it is unable to do so and submit the name, qualifications and 
experience of a proposed replacement for CMHC's review and approval. 

 
(d) SA Holder shall not, in any event, allow performance of the Services by 

unauthorized replacement persons. CMHC may order that any individual identified 
in a Contract and in the SA Master Agreement to perform the Services or any part 
thereof or, if applicable, a replacement, stop performing the Services. In such a 
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case, the SA Holder shall immediately comply with the order and submit the name, 
qualifications and experience of a proposed replacement for CMHC's review and 
approval. The fact that CMHC does not order that any individual stop performing 
the Services does not relieve the SA Holder from its responsibility to meet the 
requirements of the SA Master Agreement. 

 
Section 15.10 Successors and assigns 
This SA Master Agreement shall be binding upon the Parties, their heirs, executors, 
administrators, successors and assigns.   
 
Section 15.11 Changes to the SA Master Agreement 

(a) Amendments 
This SA Master Agreement and any Contract issued under this SA Master 
Agreement may only be amended or modified in a writing that specifically states 
that it amends this SA Master Agreement and is signed by an authorized 
representative of each Party. 

 
Section 15.12 Independence of the Parties  
It is understood by the Parties that the SA Holder shall act as an independent contractor for the 
purposes of this SA Master Agreement.  SA Holder and its SA Holder Personnel are not engaged 
as employees of CMHC. The SA Holder agrees to so advise its SA Holder Personnel.  Without 
limiting the generality of the foregoing, the SA Holder shall retain complete control of and 
accountability for its SA Holder Personnel.  
 
Section 15.13  SA Holder's Authority 
The SA Holder agrees that it has no authority to give any guarantee or warranty whatsoever 
expressed or implied on behalf of CMHC and that it is in no way the legal representative or agent 
of CMHC and that it has no right or authority to create any obligation on behalf of CMHC or to 
bind CMHC in any way. 
 
Section 15.14 No Public Announcements. 
No party to this SA Master Agreement shall make any public announcements in respect of this 
SA Master Agreement or the transactions contemplated hereby or otherwise communicate with 
any news media without the prior written consent of the other party  
 
Section 15.15 Subcontractors 

(a) The SA Holder must obtain CMHC's written consent, which may be given or 
withheld in CMHC's sole discretion, prior to entering into agreements with or 
otherwise engaging any person or entity, including all subcontractors and affiliates 
of the SA Holder, other than the SA Holder's employees, to provide any Services 
to CMHC.  

 
(b) The SA Holder shall remain fully responsible for the performance of each SA 

Holder Personnel including any Permitted Subcontractor and for their compliance 
with all of the terms and conditions of this SA Master Agreement as if they were 
the SA Holder's own employees.  

 
(c) Nothing contained in this SA Master Agreement and in any Contract issued under 

the SA Master Agreement shall create any contractual relationship between CMHC 
and any SA Holder Personnel.  

 
(d) The SA Holder shall require SA Holder Personnel to be bound in writing by the 

Security and Confidentiality provisions of this SA Master Agreement, and, upon 
CMHC's written request, to enter into a non-disclosure or Intellectual Property 
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assignment or license agreement in a form that is reasonably satisfactory to CMHC 
before sharing any information with relation to the Services; and 

 
(e) The SA Holder shall ensure that all SA Holder Personnel or anyone acting for or 

on behalf of the SA Holder, are properly licensed, certified, or accredited as 
required by Applicable Law and are suitably skilled, experienced, and qualified to 
perform the Services. 

 
Section 15.16 Time is of the Essence  
The SA Holder acknowledges that time is of the essence with respect to the SA Holder's 
obligations hereunder and that prompt and timely performance of all such obligations, including 
all performance dates, timetables, project milestones and other requirements in this SA Master 
Agreement and in any Contract issued under this SA Master Agreement is strictly required. 
 
Section 15.17 Exclusivity 
CMHC preserves the right in its sole and absolute discretion to perform itself or acquire Services 
from any other providers that are similar to or identical to the Services, and CMHC shall not be 
liable to the SA Holder in any way for exercising this right.   
 
Section 15.18 No Third-Party Beneficiaries 
This SA Master Agreement is for the sole benefit of the Parties hereto and their respective 
successors and permitted assigns and nothing herein, express or implied, is intended to or will 
confer upon any other person or entity any legal or equitable right, benefit or remedy of any nature 
whatsoever under or by reason of this SA Master Agreement. 
 
Section 15.19 Choice of Law and Forum 
This SA Master Agreement shall be governed by and construed in accordance with the laws of 
the Province of Ontario and the laws of Canada as applicable. The Parties attorn to the jurisdiction 
of either the Federal Court or the courts of the Province of Ontario as appropriate. The SA Holder 
shall give all notices and obtain all licenses, permits and authorizations required to perform the 
Services. The SA Holder shall comply with all the laws applicable to the Services or the 
performance of this SA Master Agreement. 
 
Section 15.20 Counterparts 
This SA Master Agreement may be executed in counterparts, each of which is deemed an original, 
but all of which together are deemed to be one and the same agreement. A signed copy of this 
SA Master Agreement delivered by email or other means of electronic transmission is deemed to 
have the same legal effect as delivery of an original signed copy of this SA Master Agreement, if 
the party sending the email or other means of electronic transmission has received express 
confirmation that the recipient party received the SA Master Agreement (not merely an electronic 
facsimile confirmation or automatic email reply). 
 
Section 15.21 Force Majeure 
In the event that a Party is prevented from fulfilling its obligations under the terms of this SA 
Master Agreement by a force majeure or act of God (an event or effect that cannot be reasonably 
anticipated or controlled), the impacted Party shall notify the other Party in writing as soon as 
reasonably possible.  The written notice shall be sent by registered mail or email and shall outline 
the circumstances that constitute a force majeure or an act of God, which may include, but are 
not limited to, war, serious public disturbances, epidemic, impediments arising from orders or 
prohibitions of public authority, actions of public enemies, strikes, lockouts and other labour 
disputes, riots, flooding, hurricane, fire, explosion or any other natural disasters over which the 
Party has no reasonable control. The SA Holder's economic hardship or changes in market 
conditions are not force majeure events. The SA Holder shall use all diligent efforts to end the 
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failure or delay of its performance, ensure that the effects of any force majeure event are 
minimized and resume performance under this SA Master Agreement.  
 
Where CMHC concludes, in its sole discretion, that the SA Holder will not be able to fulfill its 
obligations under this SA Master Agreement or any Contract issued under this SA Master 
Agreement, CMHC may terminate this SA Master Agreement or a Contract issued under this SA 
Master Agreement and/or secure the services of other SA Holders to perform the Services without 
further compensation, penalty or obligation to the SA Holder. 
 
Section 15.22 Headings 
The clause headings used herein are inserted only as a matter of convenience and for reference 
and shall not affect the construction or interpretation of the SA Master Agreement. 
 
Section 15.23 Language 
CMHC as a federal crown corporation is governed by the Official Languages Act and as such 
must provide services to the public in both official languages, English and French. Therefore, if 
the SA Holder, acting on behalf of CMHC, is required to communicate with, or provide services 
or products to CMHC clients or the public, it must do so in the official language chosen by the 
person receiving the communication, service, or product in a timely and equivalent manner. The 
SA Holder must also be capable of providing services in both official languages to CMHC 
employees in a timely and equivalent manner. All complaints received by the SA Holder pursuant 
to the Official Languages Act  R.S.C. , 1985, c. 31 shall be forwarded to CMHC within one (1) 
business day of receipt.  CMHC shall have the right to monitor the Services provided by the SA 
Holder in both official languages.  
 
Section 15.24 Order of Precedence 
The documents comprising the SA Master Agreement are complementary and what is called for 
in any one shall be binding as if called for by all. The SA Master Agreement documents shall be 
interpreted as a whole and the intent of the whole shall govern. In the event of a conflict between 
them, the SA Master Agreement documents shall have following order of precedence: (a) this SA 
Master Agreement as amended form time to time; (b) any schedules and Contracts to this SA 
Master Agreement that are duly executed by both Parties, as amended from time to time, to the 
extend of the inconsistency between the terms. 
 
Section 15.25 Entire SA Master Agreement 
This SA Master Agreement, including any documents incorporated herein by reference, 
constitutes the sole and entire agreement of the Parties, and supersedes all prior or 
contemporaneous understandings, written or oral. These terms prevail over any terms and 
conditions contained in any other documentation and expressly exclude any of the SA Holder's 
general terms and conditions or any other document issued by the SA Holder in connection with 
this SA Master Agreement, not incorporated herein. In case of conflicts between the SA Holder's 
documents and CMHC's documents, CMHC’s shall govern. 
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IN WITNESS WHEREOF: 
This SA Master Agreement has been executed by duly authorized officers of the Parties as 
follows: 
 
 
NAME OF SA HOLDER   CANADA MORTGAGE AND  

HOUSING CORPORATION 
Click here to enter text. 
  
__________________________________ __________________________________ 
Click here to enter text.   Click here to enter text.  
  
__________________________________ __________________________________ 
Click here to enter text.    Click here to enter text. 
  
  
  
Date: _____________________________ Date: _____________________________ 
  
I have the authority to bind the SA Holder. 
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SCHEDULE A – SERVICES 
 

(I.E. THE SCOPE OF WORK) 
KEY ELEMENTS OF SERVICES TO BE PROVIDED, DEFINITION OF “DELIVERABLES”, 

PROJECT MILESTONES, TIMING REQUIREMENTS, COMPLETION STANDARDS, SERVICE 
LEVEL AGREEMENTS, AND OTHER IMPORTANT ITEMS 
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SCHEDULE B - FEES 
 

SA Holder’s ceiling rates and payment scheduled with the payments tied to Deliverables. 
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SCHEDULE C - VACCINATION COMPLIANCE ATTESTATION 
 
 

VACCINATION COMPLIANCE ATTESTATION 
CMHC SERVICE PROVIDER 

 
 
TO:  Canada Mortgage and Housing Corporation (“CMHC”) 
RE: CMHC Vaccination Requirements for Service Providers 
 
1. The Servicer Provider represents and warrants that any employees, agents and 

representatives of the Service Provider will be fully vaccinated* in the following 
circumstances: 

a. Where the performance of the services requires access to any CMHC 
workspace at any time, for any reason; or 

b. Where the services involve interaction with the public on CMHC’s behalf in 
a physical setting. 

 
* An individual is considered fully vaccinated when they have received both doses of a 
Health-Canada approved vaccine series/combination, with 14 days having elapsed after 
the final dose.  This definition may be updated in accordance with public health guidance. 

 
2. The Service Provider expressly acknowledges and understands that:  
 

a. It is the responsibility of the Service Provider to comply with CMHC’s 
vaccination requirements, as updated from time to time, and as applicable 
to the services.   

b. Absent proof of vaccination, access to any CMHC physical workspace will 
be denied; and 

c. Where the vaccination measures apply, non-compliance by the Service 
Provider will give rise to any rights or remedies available to CMHC pursuant 
to its applicable contracting documents with Service Provider, applicable 
law or government mandated measures. 

 
3. It is the express wish of the undersigned that this attestation be drafted in English. Le 

soussigné a exigé que cette attestation soit rédigée en langue anglaise. 
I am duly authorized to confirm and certify the foregoing on behalf of the Service Provider. 

  
 
Name of authorized officer: ________________________________ 

Job Title: _______________________________________________ 

Organisation: ___________________________________________ 

Date: __________________________________________________ 

Signature: ______________________________________________ 
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APPENDIX E – DETAILED DESIGN PLAN (EXAMPLE) 
 
Introduction 
 
Following recent surveys, the Sector has identified a lack of awareness and adoption of work-life balance. 
Survey results showed that employees: do not believe they have work-life balance; think they have an 
excessive workload; are reluctant to negotiate deadlines and establish priorities with their people leaders; 
feel they can't use their vacation or Personal Time Off (PTO). Furthermore, due to the pandemic, several 
employees: face greater at-home responsibilities; struggle with their home-office/virtual workplace and 
feel they have trouble leaving work behind when the day is over (leaving work at work when their office is 
at home); suffer from mental/emotional effects because of feeling stuck at home; think they are either 
over-productive or under-productive. 
  
The primary concern is that employees lack the knowledge to maintain work-life balance. The underlying 
considerations are that employees might not: understand the importance of work-life balance; have a clear 
idea of how to address excessive workload; know what actions to take when negotiating deadlines and 
establishing priorities with their people leader; understand the value of taking breaks, using vacation days, 
or requesting time off; have the ability to manage the increase in at-home responsibilities while also 
working full-time; know how to address increased distractions at home. Contributing factors include, but 
are not limited to competing priorities, excessive workload, lack of psychological safety, pandemic, 
lockdowns, work from home orders, at-home distractions. 
 
How to achieve, and especially, maintain work-life balance needs to be evident to all employees to ensure 
their well-being and reduce the risks of burnout. This will contribute to positive survey results that 
demonstrate employees are able to actively address the considerations listed above. In addition, and more 
importantly, it will increase employee satisfaction in the workplace (regardless of where that is) and 
ultimately strengthen our culture at CMHC. 

 
Background 
 
CMHC has not delivered corporate-wide training on work-life balance in many years. The Sector has 
facilitated sessions and provided resources on the matter on an ad hoc basis in groups that demonstrated 
problematic behaviours. However, the results of the latest surveys suggests that ALL employees at CMHC 
need an engaging way to increase comprehension and adoption of work-life Balance. Moreover, reinforce 
how to maintain work-life balance and address the underlying issues causing lack of work-life balance. 

 
Target Audience  
 
The target audience is all employees at CMHC. Since the message remains the same regardless of the 
employee’s role, the target audience’s demographic, existing knowledge, and experience which varies 
significantly. As such, the solution must meet everyone’s needs. It is important that the material is easily 
accessible and broken down in short digestible chunks. Because of this wide ranged target audience, an 
informal tone and conversational writing style should be used. Lastly, a small number of employees have 
reported different levels of hearing and visual impairments; as a result, some accessibility requirements 
will need to be met (i.e., closed captioning, levels of contrast, etc.). 
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Learning Objectives 

Learning objectives should be specific and measurable. They are the answers to the performance gap 
(business need – current behaviours) and will be defined by the specific target audience(s) as measured 
against the desired outcomes. 
 

Learning Objective Learning outcome Business impact 

   

   

   

   

   

 

Course Content  

The following resources can be used as inspiration for the course content: 
 
Work/Life Balance: https://www.ccohs.ca/oshanswers/psychosocial/worklife_balance.html 
Work-Life Balance Is a Cycle, Not an Achievement: https://hbr.org/2021/01/work-life-balance-is-a-cycle-not-an-
achievement 
Work-life Balance: Make it your business: https://cmha.ca/brochure/work-life-balance-make-it-your-business/ 
Work-life balance: Tips to reclaim control: https://www.mayoclinic.org/healthy-lifestyle/adult-health/in-
depth/work-life-balance/art-20048134 
6 Tips for Better Work-Life Balance: https://www.forbes.com/sites/deborahlee/2014/10/20/6-tips-for-better-work-
life-balance/?sh=3aa9916429ff 
 
Managing Conflicting Priorities: https://www.astrazeneca.com/content/dam/az/PDF/2020/covid-19-
toolkit/Managing_Conflicting_Priorities.pdf 
How to Manage and Renegotiate Deadlines in the Workplace: https://eatyourcareer.com/2013/05/how-to-manage-
and-renegotiate-deadlines-in-the-workplace/ 
Influencing Your Boss to Negotiate Unrealistic Deadlines: https://www.linkedin.com/pulse/influencing-your-boss-
negotiate-unrealistic-deadlines-giuseppe-conti/ 
 
What Is Psychological Safety at Work?: https://www.ccl.org/articles/leading-effectively-articles/what-is-
psychological-safety-at-work/ 
High-Performing Teams Need Psychological Safety. Here’s How to Create It: https://hbr.org/2017/08/high-
performing-teams-need-psychological-safety-heres-how-to-create-it 
15 Ways to Promote Psychological Safety at Work: 
https://www.forbes.com/sites/forbesbusinesscouncil/2020/12/07/15-ways-to-promote-psychological-safety-at-
work/?sh=fdbe61323b27 
8 ways to create psychological safety in the workplace: https://www.predictiveindex.com/blog/psychological-safety-
in-the-workplace/ 
 
Importance of taking a vacation: https://www.allinahealth.org/healthysetgo/thrive/importance-of-taking-a-
vacation#:~:text=Studies%20have%20shown%20that%20taking,more%20motivation%20to%20achieve%20goals. 
Why it’s still important to take days off work, if you can, while in lockdown: 
https://www.cnbc.com/2020/04/22/why-its-still-important-to-take-days-off-work-while-in-lockdown.html 
The great importance of taking a break during working hours: https://www.shiftbase.com/blog/the-great-
importance-of-taking-a-break-during-working-hours 
The Importance of Taking Breaks: https://www.racetoacure.org/post/the-importance-of-taking-
breaks#:~:text=When%20you%20work%20tirelessly%2C%20you,lead%20a%20sustainable%20work%20pattern 

  

https://www.ccohs.ca/oshanswers/psychosocial/worklife_balance.html
https://hbr.org/2021/01/work-life-balance-is-a-cycle-not-an-achievement
https://cmha.ca/brochure/work-life-balance-make-it-your-business/
https://www.mayoclinic.org/healthy-lifestyle/adult-health/in-depth/work-life-balance/art-20048134
https://www.forbes.com/sites/deborahlee/2014/10/20/6-tips-for-better-work-life-balance/?sh=3aa9916429ff
https://www.astrazeneca.com/content/dam/az/PDF/2020/covid-19-toolkit/Managing_Conflicting_Priorities.pdf
https://eatyourcareer.com/2013/05/how-to-manage-and-renegotiate-deadlines-in-the-workplace/
https://www.linkedin.com/pulse/influencing-your-boss-negotiate-unrealistic-deadlines-giuseppe-conti
https://www.ccl.org/articles/leading-effectively-articles/what-is-psychological-safety-at-work/
https://hbr.org/2017/08/high-performing-teams-need-psychological-safety-heres-how-to-create-it
https://www.forbes.com/sites/forbesbusinesscouncil/2020/12/07/15-ways-to-promote-psychological-safety-at-work/?sh=fdbe61323b27
https://www.predictiveindex.com/blog/psychological-safety-in-the-workplace/
https://www.allinahealth.org/healthysetgo/thrive/importance-of-taking-vacation#:~:text=Studies%20have%20shown%20that%20taking,more%20motivation%20to%20achieve%20goals.
https://www.cnbc.com/2020/04/22/why-its-still-important-to-take-days-off-work-while-in-lockdown.html
https://www.shiftbase.com/blog/the-great-importance-of-taking-a-break-during-working-hours
https://www.racetoacure.org/post/the-importance-of-taking-breaks#:~:text=When%20you%20work%20tirelessly%2C%20you,lead%20a%20sustainable%20work%20pattern.
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Design Approach 

Creating learning experiences through e-learning will accommodate a geographically diverse community of 
learner with varying and often limited availability. Hosting the modules on CMHC’s learning management 
system (myLearning) will further facilitate time sensitive access in an on-demand manner. 
An experiential learning approach that submerses learners immediately into context specific scenarios, 
followed by questions challenging preconceptions and concluding with feedback that delivers foundational 
concepts will provide a scalable model that can be chunked out into 10–15-minute sessions. This, paired 
with a gamified approach will provide an unconventional approach to a challenging subject matter 
increasing engagement and retention. 
 
To meet learners’ needs for an engaging and relevant learning experience, the approach must model the 
following adult learning principles: 
 
1. Adults are autonomous and self-directed 

By presenting the situations and questions before supplying the foundational content participants will 
be motivated to learn more. This approach will challenge their preconceptions and facilitates reflective 
learning opportunities. Encouraging the use of resources at the end of every module will strengthen the 
learners’ autonomy and ownership of their learning. 

 
2. Adults have accumulated an extensive foundation of experiences and knowledge 

Giving learners the chance to answer the questions before providing supporting content, will allow 
them to use existing knowledge and experience, and apply it to their new learning experience. 
Challenging their assumptions will facilitate reflective learning opportunities. 
 

3. Adults are goal-oriented 
The defined model will encourage interactive application of the learning objectives throughout.  
A gamified approach will provide a meaningful learning experience that is linked to personal goals 
as well as assessment goals. The training will motivate reflection, inquiry, and further research. 
 

4.  Adults are relevancy-oriented 
By using scenarios that reflect CMHC’s working environment the training will be directly relevant to  
the learners’ work context. This will allow for immediate access to pertinent learning that ties theory  
to practice. 

 
5. Adults are practical 

The short bite-sized nature of the approach chosen will provide the participants with a practical learning 
experience that meets their needs. Furthermore, a just-in-time solution will give the learners flexibility 
to take the training when it is most convenient. 

 
6. Adults want to be treated with respect 

By creating an informal assessment, it will allow learners to re-evaluate their existing knowledge in a 
private and subtle way. 

 

Course Duration  
10 minutes 
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Evaluation Strategy 

This course will be evaluated at all four levels. 

Level 1 (Reaction): Was the learner satisfied with the learning experience?  
(Define the type of evaluation tool, what it will measure and why)  

Level 2 (Performance): What did the learner learn? (Extent to which learners gain knowledge and skills) 
(Define the type of evaluation tool, what it will measure and why) 

Level 3 (Behaviour): How did the learner’s behavior change? 
(Define the type of evaluation tool, what it will measure and why) 

Level 4 (Results): What impact did the learning have on the learners’ environment? 
(Define the type of evaluation tool, what it will measure and why) 

 
Level 1 (Reaction): Was the learner satisfied with the learning experience?  
A High Impact Evaluation (HIE) Capability survey will be completed by participants before and after they 
have completed the module to gather feedback, comments, and suggestions with regards to the 
experience, content, and effectiveness of the e-learning as it pertains to the defined learning objectives. 
 
Level 2 (Performance): What did the learner learn? (Extent to which learners gain knowledge and skills) 
Informal evaluations (formative) that support transfer of learning will be included in the module. 
Learners’ responses to these interactions will be tracked to measure a baseline of existing knowledge, 
facilitating the measurement of performance gain. 
 
Level 3 (Behaviour): How did the learner’s behavior change? 
Measured through the Sector’s reporting statistics, indicating a significant decrease in employees needing 
assistance concerning work-life balance and a reduced need for stress leave. 
 
Level 4 (Results): What impact did the learning have on the learners’ environment? 
Assessed through survey results, demonstrating an increase workplace wellbeing and satisfaction in the 
workplace.  

Technical Requirements 

• Audio (speech synthesis (text to speech) is acceptable for the prototype)  

• One (1) minute animated video 

• Creative gamification aspect 

• Responsive design  

• Resolution: 1920 x 1080 px 

• OS: Windows 10  

• Compatible with Internet Explorer (11), Chrome (97), and Edge (97) browser 

• Developed in Articulate Storyline 3 or Storyline 360 

• HTML5 format 

• Published SCORM package compatible with SAP Success Factors LMS 

• Equal quality and availability in both official languages, including narration (English, Canadian 
French) 
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Question/Review Slide Considerations: 
Informal assessment (quiz) should not be timed, and the Passing Score should be 0%. The Results Slides 
should not have a User Score, Passing Score, or Print Button. Optional Review Button and/or Retry 
Button. Ensure all questions are assigned to a Results slide. 
 
LMS Publish Settings: 
 
Tracking: 
If there is a Results slide, then:  
Track through the Results slide. Check When the learner completes a quiz and select the relevant Results 
slides. 
 
If there is no Results slide, then: 
Track using number of slides viewed. Check When the learner has viewed and change to 80% of All slides 
in Project. 
 
Reporting:  
LMS: SCORM 2004 
Edition: 4th Edition 
Report Status to LMS as: Passed/Incomplete 
(see screen capture below) 
 

 
  



 

RFSA-000988 e-learning design services Page 57 of 59 

 

TECHNICAL SUPPORT 
The contact provided for technical support will be CMHC’s general training mailbox. The mailbox 
administrator will sort all emails regarding the training as follows. Questions, comments, and issues related 
to the LMS will be addressed by L&OD. Feedback regrading the training content will be submitted to the 
Sector. Implementation of changes to the training will be addressed as designated in the Maintenance Plan. 
Technical issues will be deferred to ServiceNow. 
 

Deliverables and Project Plan 

Start Date of Project: April 5, 2022 

Target End Date:  May 22, 2022 

 
Project Plan Example: 

ID Task Name 
Duration 
(days) 

Planned Start Planned Finish Actual Finish 

1 Storyboard – English     

1.1 Alpha     

1.2 Final     

1.3 Approval     

1.4 Translation     

2 Storyboard – French     

2.1 Alpha     

2.2 Final     

2.3 Approval     

3 Development – Prototype     

3.1 Alpha     

3.2 Final     

3.3 Approval     

4 Development – English     

4.1 Alpha     

4.2 Final     

4.3 Approval     

5 Development – French     

5.1 Alpha     

5.2 Final     

5.3 Approval     

6 Project Delivery  1  May 22, 2022  
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Budget 

The Sector has put aside $20,000–$30,000 in their Continuous Learning budget for this initiative. The e-
learning will have a total estimated seat time of 10 minutes at a mid-high level 3 interactivity. Averaging 
$2,000/minute x 10 minutes = $20,000. 
 

Maintenance Plan 

L&OD requests that all material on myLearning is reviewed for relevancy on an annual basis. Therefore, the 
client will review the training for maintenance yearly. Changes will be made on an as needed if the update 
is deemed indispensable for the learning experience. The client will consult with L&OD to select a vendor 
to complete the maintenance and updates. Depending on the level of change, the cost of maintenance will 
vary. The Sector will put aside budget for maintenance in the Continuous Learning budget. 
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APPENDIX F – CMHC BRANDING GUIDELINES (ENGLISH)  
 
 
Note: CMHC’s branding guidelines are available in English only and are published as a separate 
document within the tender notice of this RFSA on www.buyandsell.gc.ca  

 

http://www.buyandsell.gc.ca/

