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PART 1 - GENERAL INFORMATION 

1.1 Introduction 
The Request for Standing Offers (RFSO) is divided into seven parts plus attachments and annexes, as follows: 
 
Part 1  General Information: provides a general description of the requirement; 
 
Part 2 Offeror Instructions: provides the instructions applicable to the clauses and conditions of the RFSO; 
 
Part 3 Offer Preparation Instructions: provides offerors with instructions on how to prepare their offer to address the 

evaluation criteria specified; 
 
Part 4 Evaluation Procedures and Basis of Selection: indicates how the evaluation will be conducted, the evaluation 

criteria which must be addressed in the offer, and the basis of selection; 
 
Part 5  Certifications and Additional Information: includes the certifications and additional information to be provided; 
 
Part 6 Security, Financial and Insurance Requirements: includes specific requirements that must be addressed by 

offerors; and 
 
Part 7  7A, Standing Offer, and 7B, Resulting Contract Clauses: 
 

7A, includes the Standing Offer containing the offer from the Offeror and the applicable clauses and 
conditions;  
 
7B, includes the clauses and conditions which will apply to any contract resulting from a call-up made 
pursuant to the Standing Offer. 

 
The Annexes include the Statement of Work, the Basis of Payment and any other annexes 
 
1.2 Summary 
The Ontario Regional Office (ORO) engages in a diverse array of litigation, appearing at all levels of court from the Provincial 
Court to the Supreme Court of Canada, as well as the Federal Courts, Tax Court and various administrative tribunals. 
 
During the course of litigation, the ORO may need to give legal notice to a party, serve such party, be it an individual, a legal 
representative or a corporation with legal documents, and file said documents with a Court or Tribunal. As a result, the ORO is 
seeking the services of Process Servers to pick-up, sort, issue, serve and file various types of legal documents within the 
Province of Ontario, in accordance with the applicable legislation and Rules of Court in the area of service. 
 
These services are expected to be performed on a “firm daily” basis, and on an “as and when requested” basis. The most 
common requests are for the following Courts and Tribunals: the Tax Court of Canada, the Federal Courts, Ontario Courts and 
the Immigration and Refugee Board 
 
The majority of the work will be undertaken in the Greater Toronto Area (GTA) which is defined by the City of Toronto and the 
following four (4) regions: Halton, Peel, York and Durham. No travel and living expenses are to be charged for work that occurs 
within the GTA. For locations outside the GTA, directly serviced by the Contractor, travel and living expenses will be paid based 
on the Treasury Board Travel Directive. For the Work that will be undertaken in locations outside the GTA, not serviced directly 
by the Contractor, it is the responsibility of the Contractor to make arrangements with Process Service subcontractors in that 
area, to have documents served and/or filed. For these requirements, the Contractor will have to make arrangements to have 
these legal documents delivered, by a courier, to the Process Serving subcontractors, who will in turn serve and/or file these 
legal documents, which may require out-of-province service. There will be no travel and living expenses reimbursed.. 
 
. 
 



As a result of this Request for Standing Offer (RFSO), it is anticipated that the Department of Justice Canada will issue up to two 
(2) Standing Offers on a Right of First Refusal Basis. 

The period for making call-ups and providing services against the Standing Offer(s) is from Date of Issuance to March 31, 2025 
inclusive. If the Standing Offer is authorized for use beyond the initial period, the Offeror offers to extend its offer for an additional 
two (2) one (1) year periods. 
 
1.3 Security Requirements  
There are security requirements associated with the requirement of the Standing Offer. For additional information, see Part 6 - 
Security, Financial and Insurance Requirements, and Part 7 - Standing Offer and Resulting Contract Clauses. For more 
information on personnel and organization security screening or security clauses, Offerors should refer to the Contract Security 
Program of Public Works and Government Services Canada (http://www.tpsgc-pwgsc.gc.ca/esc-src/introduction-eng.html) 
website. 
 
1.4 Debriefings 
Offerors may request a debriefing on the results of the request for standing offers process. Offerors should make the request to 
the Standing Offer Authority within 15 working days of receipt of the results of the request for standing offers process. The 
debriefing may be in writing, by telephone or in person. 
 
1.5 Key Terms 
Please refer to Annex A, Statement of Work, Section 3 Key Terms. 



PART 2 - OFFEROR INSTRUCTIONS 
 
2.1 Standard Instructions, Clauses and Conditions 
 
All instructions, clauses and conditions identified in the Request for Standing Offers (RFSO) by number, date and title are set out 
in the Standard Acquisition Clauses and Conditions Manual (https://buyandsell.gc.ca/policy-and-guidelines/standard-acquisition-
clauses-and-conditions-manual) issued by Public Works and Government Services Canada. 
 
Offerors who submit an offer agree to be bound by the instructions, clauses and conditions of the RFSO and accept the clauses 
and conditions of the Standing Offer and resulting contract(s). 
 
The 2006 (2023.06.08) Standard Instructions - Request for Standing Offers - Goods or Services - Competitive Requirements, are 
incorporated by reference into and form part of the RFSO. 
 
Subsection 5.4 of 2006, Standard Instructions - Request for Standing Offers - Goods or Services - Competitive Requirements, is 
amended as follows: 
 
Delete: 60 days 
Insert: 90 days 
 
Technical Difficulties of Bid Transmission 
 
Despite anything to the contrary in (05), (06) or (08) of the Standard Instructions, where a Bidder has commenced transmission 
of its bid through an electronic submission method (such as facsimile or Canada Post Corporation's (CPC) Connect service, or 
other online service) in advance of the bid solicitation closing date and time, but due to technical difficulties, Canada was unable 
to receive or decode the entirety of the Bid by the deadline, Canada may nonetheless accept the entirety of the Bid received after 
the bid solicitation closing date and time, provided that the Bidder can demonstrate the following: 
 
(i)The bidder contacted Canada in advance of the bid solicitation closing date and time to attempt to resolve its technical 
difficulties; OR 
 
(ii) The electronic properties of the Bid documentation clearly indicate that all components of the Bid were prepared in advance of 
the bid solicitation closing date and time. 
 
Completeness of the Bid 
 
After the closing date and time of this bid solicitation, Canada will examine the Bid to determine completeness. The review for 
completeness will be limited to identifying whether any information submitted as part of the bid can be accessed, opened, and/or 
decoded. This review does not constitute an evaluation of the content, will not assess whether the Bid meets any standard or is 
responsive to all solicitation requirements, but will be solely limited to assessing completeness. Canada will provide the Bidder 
with the opportunity to submit information found to be missing or incomplete in this review within two business days of notice.  
 
Specifically, the bid will be reviewed and deemed to be complete when the following elements have been submitted by the 
bidder: 
 

1. That certifications and securities required at bid closing are included. 
2. That bids are properly signed, that the bidder is properly identified. 
3. Acceptance of the terms and conditions of the bid solicitation and resulting contract. 
4. That all documents created prior to bid closing but due to technical difficulties Canada was unable to receive them, 

have been properly submitted and received by Canada. 
All certifications, declarations and proofs created prior to bid closing but due to technical difficulties Canada was unable to 
receive them, have been properly submitted and received by Canada. 
 



 
  

 
  

 
 

  
  

 
  

 
  

 

 

 
 

    

 

  

  

  

  

 

 

      
    

     
    
        

     
    

 
       

   

  

  

    

2.2 Submission of Offers

Offers must be submitted only to the Department of Justice (JUS) Contracting Authority specified below by the date and time 
indicated on page 1 of the RFSO:

Standing Offer Authority: Nancy Racine
Email: nancy.racine@justice.gc.ca

Due to the nature of the RFSO, offers transmitted by CPC Connect service and by facsimile will not be accepted

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

Definitions
For the purposes of this clause,

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

a. an individual;

b. an individual who has incorporated;

c. a partnership made of former public servants; or

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

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

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

Former Public Servant in Receipt of a Pension
As per the above definitions, is the Offeror a FPS in receipt of a pension? YES ( ) NO ( )

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

a. name of former public servant;

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

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



Work Force Adjustment Directive 
Is the Offeror a FPS who received a lump sum payment pursuant to the terms of the Work Force Adjustment 
Directive? YES ( ) NO ( ) 

If so, the Offeror must provide the following information: 

a. name of former public servant; 

b. conditions of the lump sum payment incentive; 

c. date of termination of employment; 

d. amount of lump sum payment; 

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

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

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

2.4 Enquiries - Request for Standing Offers 
All enquiries must be submitted in writing to the Standing Offer Authority no later than five (5) calendar days before the Request 
for Standing Offers (RFSO) closing date. Enquiries received after that time may not be answered. 
 
Offerors should reference as accurately as possible the numbered item of the RFSO to which the enquiry relates. Care should be 
taken by Offerors to explain each question in sufficient detail in order to enable Canada to provide an accurate answer. Technical 
enquiries that are of a proprietary nature must be clearly marked "proprietary" at each relevant item. Items identified as 
"proprietary" will be treated as such except where Canada determines that the enquiry is not of a proprietary nature. Canada 
may edit the question(s) or may request that Offerors do so, so that the proprietary nature of the question(s) is eliminated, and 
the enquiry can be answered to all Offerors. Enquiries not submitted in a form that can be distributed to all Offerors may not be 
answered by Canada. 
 
2.5 Applicable Laws 
The Standing Offer and any contract resulting from the Standing Offer must be interpreted and governed, and the relations 
between the parties determined, by the laws in force in Ontario. 
 
Offerors may, at their discretion, substitute the applicable laws of a Canadian province or territory of their choice without affecting 
the validity of their offer, by deleting the name of the Canadian province or territory specified and inserting the name of the 
Canadian province or territory of their choice. If no change is made, it acknowledges that the applicable laws specified are 
acceptable to the Offerors. 

2.6 Bid Challenge and Recourse Mechanisms 
(a) Several mechanisms are available to potential Offerors to challenge aspects of the procurement process up to and 

including contract award.  
 
(b) Canada encourages Offerors to first bring their concerns to the attention of the Contracting Authority.  Canada’s Buy and 

Sell website, under the heading “Bid Challenge and Recourse Mechanisms” contains information on potential complaint 
bodies such as: 

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

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

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

 
 



PART 3 - OFFER PREPARATION INSTRUCTIONS 
 
3.1 Offer Preparation Instructions 

 
Due to the nature of the RFSO, offers transmitted by CPC Connect service and by facsimile will not be accepted 
 
Canada requests that Offerors provide their offer in separately bound sections as follows: 
 
Section I:  Technical Offer (1 soft copy via email attachment) 

 
Section II:  Financial Offer (1 soft copy via email attachment) 

 
Section III:  Certifications (1 soft copy via email attachment) 

 
Section IV:  Additional Information (1 soft copy via email attachment) 
 
Prices must appear in the financial offer only. No prices must be indicated in any other section of the offer. 
 
 
In April 2006, Canada issued a policy directing federal departments and agencies to take the necessary steps to incorporate 
environmental considerations into the procurement process Policy on Green Procurement (https://www.tbs-sct.gc.ca/pol/doc-
eng.aspx?id=32573). To assist Canada in reaching its objectives, Offerors should: 
 

1) Include all environmental certification(s) relevant to your organization (e.g., ISO 14001, Leadership in Energy and 
Environmental Design (LEED), Carbon Disclosure Project, etc.) 

2) Include all environmental certification(s) or Environmental Product Declaration(s) (EPD) specific to your 
product/service (e.g., Forest Stewardship Council (FSC), ENERGYSTAR, etc.) 

3) Unless otherwise noted, Offerors are encouraged to submit offers electronically. If hard copies are required, Offerors 
should: 

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

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

 
Section I:  Technical Offer 
 
In their technical offer, oOferors should explain and demonstrate how they propose to meet the requirements and how they will 
carry out the Work. 
 
Section II: Financial Offer 
 
Offerors must submit their financial offer in accordance with Attachment 2 to Part 4 – Financial Evaluation – Pricing Schedule. 
 
3.1.1 Electronic Payment of Invoices - Offer 

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

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

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

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

(  ) VISA Acquisition Card; 



(  ) MasterCard Acquisition Card; 

(  ) Direct Deposit (Domestic and International); 

(  ) Electronic Data Interchange (EDI);  

(  ) Wire Transfer (International Only); 

(  ) Large Value Transfer System (LVTS) (Over $25M) 

 

3.1.2 Exchange Rate Fluctuation 
 
The requirement does not offer exchange rate fluctuation risk mitigation. Requests for exchange rate fluctuation risk mitigation 
will not be considered. All bids including such provision will render the bid non-responsive. 
 
Section III:  Certifications: 
 
Offerors must submit the certifications and additional information required under Part 5. 
 
 
Section IV: Additional Information 
 
4.1 Offeror’s Proposed Sites or Premises Requiring Safeguarding Measures 
 
4.1.1 As indicated in Part 6 under Security Requirements, the Offeror must provide the full addresses of the Offeror’s and 

proposed individuals’ sites or premises for which safeguarding measures are required for Work Performance: 
 

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

 
4.1.2 The Company Security Officer must ensure through the Contract Security Program that the Offeror and proposed 

individual(s) hold a valid security clearance at the required level, as indicated in Part 6 – Security, Financial and 
Other Requirements. 

 



PART 4 - EVALUATION PROCEDURES AND BASIS OF SELECTION  
 
4.1 Evaluation Procedures 
 
(a) Offers will be assessed in accordance with the entire requirement of the Request for Standing Offers including the 

technical and financial evaluation criteria. 
 
(b) An evaluation team composed of representatives of Canada will evaluate the offers. 
 
 
4.1.1 Technical Evaluation – Mandatory Technical Criteria 
 

Please see Attachment 1 to Part 4 – Mandatory Technical Criteria. 
 
4.1.2 Financial Evaluation 
 

Please see Attachment 2 to Part 4 – Financial Evaluation – Pricing Schedule 
 

Only compliant offers meeting all of the requirements detailed in the Mandatory Technical Criteria will be considered at 
this point.  

For bid evaluation and Offeror(s) selection purposes only, the evaluated price of a bid will be determined in accordance 
with Attachment 2 to Part 4: Financial Evaluation - Pricing Schedule. 

Should there be an error in the extended pricing of the Offeror’s bid, the rates shall prevail and the extended pricing 
shall be correct in the evaluation. Any error in the Offer’s financial offer shall be changed to reflect what is stated in the 
Request for Standing Offer (RFSO). 

Failure or refusal to provide a price or rate for any item in Attachment 2 to Part 4 : Financial Evaluation – Pricing 
Schedule shall be considered as failing to meet a mandatory requirement of the RFSO and therefore, the Offeror’s bid 
shall be given no further consideration. Should an item within the Pricing Schedule provided have no charge 
associated with it, the Offeror must indicate “NO CHARGE” and not leave the space blank.  

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

 
 
4.2 Basis of Selection 
 
4.2.1 Mandatory Technical Criteria Only 
 
An offer must comply with the requirements of the Request for Standing Offers and meet all mandatory technical evaluation 
criteria to be declared responsive. The responsive offer with the lowest evaluated price will be recommended for issuance of a 
standing offer. 

 
 
4.2.2 Issuance of Standing Offer(s) 

As a result of this Request for Standing Offer (RFSO), it is anticipated that the Department of Justice Canada will issue 
up to two (2) Standing Offers on a Right of First Refusal Basis. 

 
Offeror Ranking: 
1st Ranked: responsive Offeror with the lowest total evaluated price 
2nd Ranked: responsive Offeror with the second lowest total evaluated price 

 
 



ATTACHMENT 1 TO PART 4 – MANDATORY TECHNICAL CRITERIA 
 
Mandatory Technical Criteria (M) 
 
To be deemed responsive, offers must comply with the requirements of the Request for Standing Offer (RFSO) and meet all 
mandatory requirements (listed below). Offers which fail to comply with the requirement of the Request for Standing Offer 
and/or do not meet ALL mandatory requirements will be deemed non-responsive and will be given no further consideration. 
 
The Mandatory Requirements listed below will be evaluated on a simple met/not met (i.e. compliant/non-compliant basis). 
Each Mandatory Requirement must be addressed separately. Offers MUST demonstrate compliance with all of the following 
Mandatory Requirements and MUST provide the necessary documentation to support compliance. 
 
Offerors are advised that the month(s) of experience listed for a project or client whose timeframe overlaps that of another 
referenced project or client will only be counted once. For example: Client 1 timeframe is July 2001 to December 2001; Client 2 
timeframe is October 2001 to January 2002; the total months of experience for these two client references is seven (7) months. 
 



 
MANDATORY TECHNICAL CRITERIA M1 

Offeror’s Experience 
The Offeror must demonstrate they have a minimum of sixty (60) months’ experience in the past seven (7) years from RFSO closing date, in 
providing all process serving services as described in Annex A – Statement of Work, to a minimum of three (3) different clients within those sixty 
(60) months. 
In order to demonstrate compliance with M1, the following information must be provided for each client: 

a) The name of the client organization; 
b) The start and end date of the work; 
c) A brief description of the services provided and the Courts and/or Tribunals in which the legal documents were filed; 
d) The name and contact information of a reference who can validate the information provided in a) to c) 

Response Preparation Template: 
1) Name of Client Organization (a): Start and End Date of Work (mm/yyyy to mm/yyyy) (b): 

  
Reference Name and Contact Information (d): 

 
Brief Description of the Services Provided and the Courts and/or Tribunals in which the legal Documents were Filed 
(c): 

 
 
 

2) Name of Client Organization (a): Start and End Date of Work (mm/yyyy to mm/yyyy) (b): 
  

Reference Name and Contact Information (d): 
 

Brief Description of the Services Provided and the Courts and/or Tribunals in which the legal Documents were Filed 
(c): 

 
 
 

3) Name of Client Organization (a): Start and End Date of Work (mm/yyyy to mm/yyyy) (b): 
  

Reference Name and Contact Information (d): 
 

Brief Description of the Services Provided and the Courts and/or Tribunals in which the legal Documents were Filed (c): 

 
 
 
(Please add additional lines as required if your response requires the inclusion of more than three (3) clients or more experience examples for a 
given client) 

 



 
MANDATORY TECHNICAL CRITERIA M2 

Offeror’s Quality Assurance 
The Offeror must demonstrate their approach to assuring performance and quality by providing details on the following: 

a) The hiring practices for Process Servers, identifying required qualifications for the resources and the  selection process; 
b) How work is assigned to the Process Servers; 
c) How the Process Servers’ work is monitored; 
d) How issues/problems are solved; 
e) How the Offeror will ensure the quality and performance of the work by the Process Servers will be maintained throughout the duration 

of the Standing Offer; and 
f) How the designated Supervisor and Process Servers will communicate with the Identified User(s) when completing work 

under the Standing Offer. 

Response Preparation Template: 
The hiring practices for Process Servers, identifying required qualifications for the resources and the selection 
process (a): 

 

How work is assigned to the Process Servers (b): 
 

How the Process Servers’ work is monitored (c): 
 

How issues/problems are solved (d): 
 

How the Offeror will ensure the quality and performance of the work by the Process Servers will be maintained 
throughout the duration of the Standing Offer (e): 

 

How the designated Supervisor and Process Servers will communicate with the Identified User(s) when completing work under the 
Standing Offer (f): 

 

 
 
 
 

MANDATORY TECHNICAL CRITERIA M3 

Supervisor - Experience 
The Offeror must propose one (1) individual who will be the designated Supervisor under the resulting Standing Offer. The Supervisor must have a 
minimum of thirty-six (36) months experience in the past five (5) years from RFSO closing date supervising Process Servers. 
A Curriculum Vitae (CV) for the Supervisor must be submitted with the offer to demonstrate compliance with M3. 
 



MANDATORY TECHNICAL CRITERIA M4 
Process Servers - Experience 

The Offeror must propose a minimum of five (5) Process Servers that can undertake the work as described in Annex A– Statement of Work under 
the resulting Standing Offer. 
Each proposed Process Server must have at least thirty-six (36) months’ experience in the last five (5) years from RFSO closing date in providing 
all process serving services and  filing legal documents with various Courts and/or Tribunals in Ontario as described in Annex A– Statement of 
Work. 
In order to demonstrate compliance with M4, the following information must be provided for EACH proposed Process Server: 

a) The name of the Process Server; 
b) The start and end date(s) of their experience; 
c) A brief description of the services provided and the Courts and/or Tribunals in which the legal documents were filed; and 
d) The volume of legal documents served and/or filed. 
e) The name and contact information of a reference who can validate the information provided in a) to d) 

Response Preparation Template: 
1) Name of the Process Server (a): Start and End Date(s) of Experience (mm/yyyy to mm/yyyy) (b): 

  
Brief Description of the Services Provided and the Courts and/or Tribunals in which the legal Documents were Filed (c): 

 
Volume of legal Documents Served/Filed (d): Reference Name and Contact Information (e): 

  
(Please add additional lines as required if your response requires the inclusion of more experience examples for a given proposed Process Server) 

2) Name of the Process Server (a): Start and End Date(s) of Experience (mm/yyyy to mm/yyyy) (b): 
  

Brief Description of the Services Provided and the Courts and/or Tribunals in which the legal Documents were Filed (c): 
 

Volume of legal Documents Served/Filed (d): Reference Name and Contact Information (e): 
  

(Please add additional lines as required if your response requires the inclusion of more experience examples for a given proposed Process Server) 

3) Name of the Process Server (a): Start and End Date(s) of Experience (mm/yyyy to mm/yyyy) (b): 
  

Brief Description of the Services Provided and the Courts and/or Tribunals in which the legal Documents were Filed (c): 
 

Volume of legal Documents Served/Filed (d): Reference Name and Contact Information (e): 
  

(Please add additional lines as required if your response requires the inclusion of more experience examples for a given proposed Process Server) 

4) Name of the Process Server (a): Start and End Date(s) of Experience (mm/yyyy to mm/yyyy) (b): 
  

Brief Description of the Services Provided and the Courts and/or Tribunals in which the legal Documents were Filed (c): 
 

Volume of legal Documents Served/Filed (d): Reference Name and Contact Information (e): 
  

(Please add additional lines as required if your response requires the inclusion of more experience examples for a given proposed Process Server) 

5) Name of the Process Server (a): Start and End Date(s) of Experience (mm/yyyy to mm/yyyy) (b): 
  

Brief Description of the Services Provided and the Courts and/or Tribunals in which the legal Documents were Filed (c): 
 



Volume of legal Documents Served/Filed (d): Reference Name and Contact Information (e): 
  

(Please add additional lines as required if your response requires the inclusion of more experience examples for a given proposed Process Server) 

(Please add additional lines as required if your response includes more than five (5) process servers) 
 
 

 MANDATORY TECHNICAL CRITERIA M5 

Affidavit of Services (Proof of Service) and Attempted Service 
The Offeror must demonstrate how they propose to provide a properly commissioned Affidavit of Services (Proof of Service) and Affidavit of 
Attempted Service, in a form acceptable by the applicable Rules of Court, without using the Department of Justice Canada resources. 
 
The Offeror's response will be assessed as follows: 

 
Does the response describe a feasible and appropriate method or methods of securing a properly commissioned Affidavit of Services (Proof of 
Service) and Affidavit of Attempted Service, in a form acceptable by the applicable Rules of Court, for all of the courts listed in the SoW, without 
using the Department of Justice Canada resources? 

 
Yes = criterion met 
No = criterion not met 
 

 
 
 



  
ATTACHMENT 2 TO PART 4 – FINANCIAL EVALUATION – PRICING SCHEDULE 
 



 

Item No. Types of Services Required  
A REGULAR SERVICE - TWO (2) FIRM “DAILY PICK-UPS” 

Monday to Friday, including Ontario Family Day (excluding weekends and Statutory Holidays). 
Pick-up Times: 10:00 hours and 14:00 hours 
From: Department of Justice Canada, 120 Adelaide St. West, Suite 400, Toronto, Ontario 

 

A1 Individual Service 
• Serve a legal document or documents on a party/tribunal; “or”  
• serve and file a legal document or documents; “or”  
• file a legal document or documents.  

When filing is requested, it must be completed by close of each respective Court’s business hours: 

 

 Definitions: 
 
Serve documents 
The process server is to find the parties involved and serve the documents, meaning giving notice of legal action, delivering the 
court documents, or notifying the opposing party of any deadlines for responding. The process server is to officially provide a copy 
of the document(s) to the other party in a legal action, in a manner that can be proven to the Court. 
 
Serve and File 
 The process server is to find the parties involved and serve the documents, meaning giving notice of legal action, delivering the 
court documents, or notifying the opposing party of any deadlines for responding. The process server is to officially provide a copy 
of the document(s) to the other party in a legal action, in a manner that can be proven to the Court.serve documents same 
definition as above 
 
Filing a document means that you submit documents to the court to commence or supplement an ongoing legal action. Filing 
documents may need to be accompanied by proof of service in a manner permitted by law of a copy of the documents on each 
party appearing in the proceeding. 
 
File 
Filing a document means that you submit documents to the court to commence or supplement an ongoing legal action. Filing 
documents may need to be accompanied by proof of service in a manner permitted by law of a copy of the documents on each 
party appearing in the proceeding. 

 

 
Item No. 

 
Service Requirement 

Price Per Service ($) 

Z = W+X+Y 
 

TOTAL 

 
W 

INITIAL PERIOD 
(Date of Issuance 

To 
March 31, 2025) 

X 
OPTION #1 

(April 1, 2025 
To 

March 31, 2026) 

Y 
OPTION #2 

(April 1, 2026 
To 

March 31, 2027) 

 

a) Regular Individual Service (Same Day) – Pick-up at 10:00 hours – Serve and/or file document within same day as pick-up.  
i. Serve legal document $    $    $    $    Z1 
ii. Serve and file legal 

document 
$    $    $    $    Z2 

iii. File legal document $    $    $    $    Z3 
b) Regular Individual Service (Next Day) – Pick-up at 14:00 hours – Serve and/or file document by next business day.  
i. Serve legal document $    $    $    $    Z4 
ii. Serve and file legal 

document 
$    $    $    $    Z5 

iii. File legal document $    $    $    $    Z6 
 A1 TOTAL (= Z1 + Z2 + Z3 + Z4 + Z5 + Z6) $     



 
Department of Justice 
Canada 

Ministère de la Justice 
Canada  

Request For Standing Offer (RFSO) | Demande d’offre à 
commandes (DOC) 

JUS-RFSO-PRSRV-2023 

 

Page 18 of - de 57 
 
 

 

Item No. Types of Services Required  
A REGULAR SERVICE - TWO (2) FIRM “DAILY PICK-UPS” 

Monday to Friday, including Ontario Family Day (excluding weekends and Statutory Holidays). 
Pick-up Times: 10:00 hours and 14:00 hours 
From: Department of Justice Canada, 120 Adelaide St. West, Suite 400, Toronto, Ontario 

 

A2 *Bulk Service 
• Serve a document or documents on a party/tribunal in separate files and/or serve a legal document or documents on 

additional/multiple parties/tribunals in the same file, at the same time “or” 
• serve as detailed in the previous bullet point and file legal document(s); “or”  
• file legal document(s).  

When filing is requested, it must be completed by close of each respective Court’s business hours: 

 

 Definitions: 
 
Serve documents 
The process server is to find the parties involved and serve the documents, meaning giving notice of legal action, delivering the 
court documents, or notifying the opposing party of any deadlines for responding. The process server is to officially provide a copy 
of the document(s) to the other party in a legal action, in a manner that can be proven to the Court. 
 
Serve and File 
 The process server is to find the parties involved and serve the documents, meaning giving notice of legal action, delivering the 
court documents, or notifying the opposing party of any deadlines for responding. The process server is to officially provide a copy 
of the document(s) to the other party in a legal action, in a manner that can be proven to the Court.serve documents same 
definition as above 
 
Filing a document means that you submit documents to the court to commence or supplement an ongoing legal action. Filing 
documents may need to be accompanied by proof of service in a manner permitted by law of a copy of the documents on each 
party appearing in the proceeding. 
 
File 
Filing a document means that you submit documents to the court to commence or supplement an ongoing legal action. Filing 
documents may need to be accompanied by proof of service in a manner permitted by law of a copy of the documents on each 
party appearing in the proceeding. 

 

 
Item No. 

 
Service Requirement 

Firm Lot Price ($) 

Z=W+X+Y 
 

TOTAL 

 
W 

INITIAL PERIOD 
(Date of Issuance 

To 
March 31, 2025) 

X 
OPTION #1 

(April 1, 2025 
To 

March 31, 2026) 

Y 
OPTION #2 

(April 1, 2026 
To 

March 31, 2027) 

 

a) Regular Bulk Service (Same Day) – Pick-up at 10:00 hours – Serve and/or file document(s) within same day as pick-up.  
i. Serve legal document(s) $    $    $    $    Z7 
ii. Serve and file legal 

document(s) 
$    $    $    $    Z8 

iii. File legal document(s) $    $    $    $    Z9 
b) Regular Bulk Service (Next Day) – Pick-up at 14:00 hours – Serve and/or file document(s) by next business day.  
i. Serve legal document(s) $    $    $    $    Z10 
ii. Serve and file legal 

document(s) 
$    $    $    $    Z11 

iii. File legal document(s) $    $    $    $    Z12 



 
Department of Justice 
Canada 

Ministère de la Justice 
Canada  

Request For Standing Offer (RFSO) | Demande d’offre à 
commandes (DOC) 

JUS-RFSO-PRSRV-2023 

 

Page 19 of - de 57 
 
 

 A2 TOTAL (= Z7 + Z8 + Z9 + Z10 + Z11 + Z12) $     
 

*Where additional/multiple parties or additional documents are being served in the same or separate files, at the same time 
and address, the firm lot prices include all parties and documents served.  
The lower of Bulk Service rate and regular Individual Service shall apply.  
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Item No. Types of Services Required  

B ON AN “AS AND WHEN REQUESTED”BASIS 
Monday to Friday, including Ontario Family Day (excluding weekends and Statutory Holidays). 
From: Department of Justice Canada, 120 Adelaide St. West, Suite 400, Toronto, Ontario 

 

B1 Individual Service 
• Serve a legal document or documents on a party/tribunal; “or”  
• serve and file a legal document or documents; “or”  
• file a legal document or documents  

When filing is requested, it must be completed by close of each respective Court’s business hours (same day): 

 

 Definitions: 
 
Serve documents 
The process server is to find the parties involved and serve the documents, meaning giving notice of legal action, delivering the 
court documents, or notifying the opposing party of any deadlines for responding. The process server is to officially provide a copy 
of the document(s) to the other party in a legal action, in a manner that can be proven to the Court. 
 
Serve and File 
 The process server is to find the parties involved and serve the documents, meaning giving notice of legal action, delivering the 
court documents, or notifying the opposing party of any deadlines for responding. The process server is to officially provide a copy 
of the document(s) to the other party in a legal action, in a manner that can be proven to the Court.serve documents same 
definition as above 
 
Filing a document means that you submit documents to the court to commence or supplement an ongoing legal action. Filing 
documents may need to be accompanied by proof of service in a manner permitted by law of a copy of the documents on each 
party appearing in the proceeding 
 
File 
Filing a document means that you submit documents to the court to commence or supplement an ongoing legal action. Filing 
documents may need to be accompanied by proof of service in a manner permitted by law of a copy of the documents on each 
party appearing in the proceeding 

 

 
Item No. 

 
Service Requirement 

Price Per Service ($) 

H=E+F+G 
 

TOTAL 

 
E 

INITIAL PERIOD 
(Date of Issuance 

To 
March 31, 2025) 

F 
OPTION #1 

(April 1, 2025 
To 

March 31, 2026) 

G 
OPTION #2 

(April 1, 2026 
To 

March 31, 2027) 

 

a) Regular Individual Service: Completion within 6 hours from request of service:  
i. Serve legal document $    $    $    $    H1 
ii. Serve and file legal 

document 
$    $    $    $    H2 

iii. File legal document $    $    $    $    H3 
b) Rush Individual Service: Completion within 4 hours from request of service:  
i. Serve legal document $    $    $    $    H4 
ii. Serve and file legal 

document 
$    $    $    $    H5 

iii. File legal document $    $    $    $    H6 
c) Urgent Individual Service: Completion within 2 hours from request of service:  
i. Serve legal document $    $    $    $    H7 
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ii. Serve and file legal 
document 

$    $    $    $    H8 

iii. File legal document $    $    $    $    H9 
 B1 TOTAL (= H1 + H2 + H3 + H4 + H5 + H6 + H7 + H8 + H9) $     

B2 *Bulk Service 
Serve a legal document or documents on a party/tribunal in separate files and/or serve document(s) on additional/multiple 
parties/tribunals in the same file and/or in separate files, at the same time and address; “and/or” serve as previously and file 
document(s); “or” file document(s).  
When filing is requested, it must be completed by close of each respective Court’s business hours (same day): 

 

 Definitions: 
 
Serve documents 
The process server is to find the parties involved and serve the documents, meaning giving notice of legal action, delivering the 
court documents, or notifying the opposing party of any deadlines for responding. The process server is to officially provide a copy 
of the document(s) to the other party in a legal action, in a manner that can be proven to the Court. 
 
Serve and File 
 The process server is to find the parties involved and serve the documents, meaning giving notice of legal action, delivering the 
court documents, or notifying the opposing party of any deadlines for responding. The process server is to officially provide a copy 
of the document(s) to the other party in a legal action, in a manner that can be proven to the Court.serve documents same 
definition as above 
 
Filing a document means that you submit documents to the court to commence or supplement an ongoing legal action. Filing 
documents may need to be accompanied by proof of service in a manner permitted by law of a copy of the documents on each 
party appearing in the proceeding 
 
File 
Filing a document means that you submit documents to the court to commence or supplement an ongoing legal action. Filing 
documents may need to be accompanied by proof of service in a manner permitted by law of a copy of the documents on each 
party appearing in the proceeding 

 

 
Item No. 

 
Service Requirement 

Firm Lot Price ($) 

H=E+F+G 
 

TOTAL 

 
E 

INITIAL PERIOD 
(Date of Issuance 

To 
March 31, 2025) 

F 
OPTION #1 

(April 1, 2025 
To 

March 31, 2026) 

G 
OPTION #2 

(April 1, 2026 
To 

March 31, 2027) 

 

a) Regular Bulk Service: Completion within 6 hours from request of service:  
i. Serve legal document $    $    $    $    H1 
ii. Serve and file legal 

document 
$    $    $    $    H2 

iii. File legal document $    $    $    $    H3 
b) Rush Bulk Service: Completion within 4 hours from request of service:  
i. Serve legal document $    $    $    $    H4 
ii. Serve and file legal 

document 
$    $    $    $    H5 

iii. File legal document $    $    $    $    H6 
c) Urgent Bulk Service: Completion within 2 hours from request of service:  
i. Serve legal document $    $    $    $    H7 
ii. Serve and file legal 

document 
$    $    $    $    H8 
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iii. File legal document $    $    $    $    H9 
 B2 TOTAL (= H1 + H2 + H3 + H4 + H5 + H6 + H7 + H8 + H9) $     
*Where additional/multiple parties or additional documents are being served in the same or separate files, at the same time and 
address, the firm lot price must include all parties and documents served.  
The lower of Bulk Service price and regular Individual Service prices shall apply. 
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Item No. Types of Services Required  

C BULK TRIBUNAL SERVICE and SERVICE ON the APPLICANT- ONE (1)“DAILY FIRM PICK-UP” 
Legal Documents to be sorted and served on the Tribunals listed below at the same time in bulk, and subsequently 
sorted and served on Applicants either individually or in bulk if at the same time and address. Documents are to be 
returned within three (3) business days. 
Monday to Friday, including Ontario Family Day (excluding weekends and Statutory Holidays). 
Pick-up Time: 16:30hours 
From: Department of Justice Canada, 120 Adelaide St. West, Suite 400, Toronto, Ontario 

 

C1 **Bulk Tribunal Service 
Sort and serve legal documents on Tribunal(s) in bulk, at the same time Locations in the GTA as follows: 

 

 
Item No. 

 
Service 
Requirement 

Firm Lot Price ($) 

T=Q+R+S 
 

TOTAL 

 
Q 

INITIAL PERIOD 
(Date of Issuance 

To 
March 31, 2025) 

R 
OPTION #1 

(April 1, 2025 
To 

March 31, 2026) 

S 
OPTION #2 

(April 1, 2026 
To 

March 31, 2027) 

 

i. Immigration and Refugee Board, 
74 Victoria Street, Toronto, ON  
M4C 3C7 

$   $   $   $   T1 

ii. Greater Toronto 
Enforcement Centre, 
6900 Airport Road, 
Mississauga, ON  L4V 
1E8 

$   $   $   $    
T2 

iii. Citizenship and Immigration 
Canada, Etobicoke Pre-
Removal Risk, Assessment 
(PRRA), 5343 Dundas 
Street West, Etobicoke, ON  
M9B 6K5 

$   $   $   $   T3 

iv. Citizenship and 
Immigration, 200 Town 
Centre Ct., Scarborough, 
ON  M1P 4X8 

$   $   $   $   T4 

v. Citizenship and Immigration 
Canada, GTA 25 St. Clair 
Avenue East, Toronto, ON  
M4T 1M2 

$   $   $   $   T5 

vi. Immigration Division, Suite 200, 
135 Queens 
Plate Drive, Etobicoke, ON  M9W 
6V1 

$   $   $   $   T6 

vii. Citizenship and 
Immigration Canada, 
3085 Glen Erin Drive, 
Mississauga, ON  L5L 
1J3 

$   $   $   $   T7 

 C1 TOTAL (= T1 + T2 + T3 + T4 + T5 + T6 + T7) $     
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Item No. Types of Services Required  

C BULK TRIBUNAL SERVICE and SERVICE ON the APPLICANT- ONE (1)“DAILY FIRM PICK-UP” 
Legal Documents to be sorted and served on the Tribunals listed below at the same time in bulk, and subsequently 
sorted and served on Applicants either individually or in bulk if at the same time and address. Documents are to be 
returned within three(3) business days. 
Monday to Friday, including Ontario Family Day (excluding weekends and Statutory Holidays). 
Pick-up Time: 16:30hours 
From: Department of Justice Canada, 120 Adelaide St. West, Suite 400, Toronto, Ontario 

 

C2 Individual Service on Applicant 
serve a legal document on an Applicant and return within three (3) business days: 

 

 
Item No. 

 
Service Requirement 

Price Per Service ($) 

T=Q+R+S 
 

TOTAL 

 
Q 

INITIAL PERIOD 
(Date of Issuance 

to  
March 31, 2025) 

R 
OPTION #1 

(April 1, 2025 
to  

March 31, 2026) 

S 
OPTION #2 

(April 1, 2026 
To 

March 31, 2027) 

 

i. Serve document (Individual) $   $   $   $   T8 
 C2 TOTAL (= T8) $     

C3 **Bulk Service on Applicants 
Sort and serve legal documents on multiple Applicants in bulk, at the same time n same or separate files and return 
within three (3) business days: 

 

 
Item No. 

 
Service Requirement 

Firm Lot Price ($) 

T=Q+R+S 
 

TOTAL 

 
Q 

INITIAL PERIOD 
(Date of Issuance 

to  
March 31, 2025) 

R 
OPTION #1 

(April 1, 2025 
to  

March 31, 2026) 

S 
OPTION #2 

(April 1, 2026 
To 

March 31, 2027) 

 

i. Serve legal document(s) 
(Bulk) 

$   $   $   $   T9 

 C3 TOTAL (= T9) $     
OVERALL TOTAL FOR C (= C1 TOTAL + C2 TOTAL + 

C3 TOTAL) 
$     

 
**The firm lot prices include all documents being served in bulk.  
The lower of Bulk Service rate and regular Individual Service shall apply.  
. 
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Item No. Types of Services Required  

D ADDITIONAL SERVICES/FEES  
D1 Additional Attempt(s) (including Affidavit of Attempted Service) 

For services stated in A through C above. Up to a total of two (2) additional attempts to serve will be made unless 
instructed otherwise in a Covering Memo. The additional attempts do not include the original serve. 

 

 
Item No. 

 
Service Requirement 

Price Per Attempt ($) 

L=I+J+K 
 

TOTAL 

 
I 

INITIAL PERIOD 
(Date of Issuance 

To 
March 31, 2025) 

J 
OPTION #1 

(April 1, 2025 
To 

March 31, 2026) 

K 
OPTION #2 

(April 1, 2026 
To 

March 31, 2027) 

 

i. 2nd Attempt: $    $    $    $    L1 
ii. 3rd Attempt: $    $    $    $    L2 
iii. 4 or more Attempts 

(must be authorized by 
the Project Authority or 
Authorized 
Representative). 

 
$    

 
$    

 
$    

 
$    

 
L3 

 D1 TOTAL (= L1 + L2 + L3) $     
D2 Administration Fees 

An administration fee per transaction for disbursements made by cheque by the Contractor on behalf of JUS for Court 
filing fees, for conduct money made payable to witness that must accompany a served subpoena, for transcript fees and 
other services. 

 

 
Item No. 

 
Service Requirement 

Price Per Transaction ($) 

L=I+J+K 
 

TOTAL 

 
I 

INITIAL PERIOD 
(Date of Issuance 

To 
March 31, 2025) 

J 
OPTION #1 

(April 1, 2025 
To 

March 31, 2026) 

K 
OPTION #2 

(April 1, 2026 
To 

March 31, 2027) 

 

i. Administration Fee $    $    $    $    L4 
 D2 TOTAL (= L4) $     

D3 Return of legal Documents Same Day (on an “as and when requested basis”) to: 
Department of Justice Canada, 120 Adelaide St. West, Suite 400, Toronto, Ontario 

 

 
Item No. 

 
Service Requirement 

Price Per Service ($) 

L=I+J+K 
 

TOTAL 

 
I 

INITIAL PERIOD 
(Date of Issuance 

To 
March 31, 2025) 

J 
OPTION #1 

(April 1, 2025 
To 

March 31, 2026) 

K 
OPTION #2 

(April 1, 2026 
To 

March 31, 2027) 

 

i. Same Day Return of 
legal Document(s) 

$    $    $    $    L5 

 D3 TOTAL (= L5) $     
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Item No. Types of Services Required  

D4 Transfer Fees 
Contractor’s transfer fees for making arrangements with other Process Serving Companies, to provide services outside 
the GTA. 

 

 
Item No. 

 
Service Requirement 

Price Per Transfer ($) 

L=I+J+K 
 

TOTAL 

 
I 

INITIAL PERIOD 
(Date of Issuance 

To 
March 31, 2025) 

J 
OPTION #1 

(April 1, 2025 
To 

March 31, 2026) 

K 
OPTION #2 

(April 1, 2026 
To 

March 31, 2027) 

 

i. Transfer Fee $    $    $    $    L6 
 D4 TOTAL (= L6) $     

D5 Miscellaneous Services 
Issuing originating legal documents, obtaining a signature on Court Orders, obtaining information and/or obtaining 
copies of legal documents from Court. 

 

 
Item No. 

 
Service Requirement 

Hourly Rate ($) 

L=I+J+K 
 

TOTAL 

 
I 

INITIAL PERIOD 
(Date of Issuance 

To 
March 31, 2025) 

J 
OPTION #1 

(April 1, 2025 
To 

March 31, 2026) 

K 
OPTION #2 

(April 1, 2026 
To 

March 31, 2027) 

 

i. Miscellaneous Services $    $    $    $    L7 
 D5 TOTAL (= L7) $     

OVERALL TOTAL FOR D (= D1 TOTAL+ D2 TOTAL+ D3 TOTAL+ D4 TOTAL+ D5 TOTAL) $     
 
 

SUMMARY 
TABLE 

 M 
TABLE TOTALS 

N 
WEIGHT 

(M x N) 
WEIGHTED TOTAL 

A1 TOTAL $   37.5% $   
A2 TOTAL $   2.5% $   
B1 TOTAL $   37.5% $   
B2 TOTAL $   2.5% $   

OVERALL TOTAL FOR 
C 

$   15% $   

OVERALL TOTAL FOR 
D 

$   5% $   

TOTAL PRICE OF OFFER $   
 

 
 
 

TOTAL EVALUATED PRICE OF THE 
OFFER 

 TOTAL PRICE OF OFFER (from Summary Table) $  
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PART 5 – CERTIFICATIONS AND ADDITIONAL INFORMATION 
 
Offerors must provide the required certifications and additional information to be issued a standing offer. 
 
The certifications provided by Offerors to Canada are subject to verification by Canada at all times. Unless specified otherwise, 
Canada will declare an offer non-responsive, will have the right to set-aside a standing offer, or will declare a contractor in default 
if any certification made by the Offeror is found to be untrue whether made knowingly or unknowingly during the offer evaluation 
period, during the Standing Offer period, or during the contract period. 
 
The Standing Offer Authority will have the right to ask for additional information to verify the Offeror’s certifications. Failure to 
comply and to cooperate with any request or requirement imposed by the Standing Offer Authority will render the offer non-
responsive, result in the setting aside of the Standing Offer or constitute a default under the Contract. 

5.1 Certifications Required with the Offer 
 
Offerors must submit the following duly completed certifications as part of their offer. 
 
5.1.1 Integrity Provisions - Declaration of Convicted Offences  
 
In accordance with the Integrity Provisions of the Standard Instructions, all Offerors must provide with their offer, if applicable, 
the declaration form available on the Forms for the Integrity Regime website (http://www.tpsgc-pwgsc.gc.ca/ci-if/declaration-
eng.html), to be given further consideration in the procurement process. 

5.2 Certifications Precedent to the Issuance of a Standing Offer and Additional Information 
 
The certifications and additional information listed below should be submitted with the offer but may be submitted afterwards. If 
any of these required certifications or additional information is not completed and submitted as requested, the Standing Offer 
Authority will inform the Offeror of a time frame within which to provide the information. Failure to provide the certifications or the 
additional information listed below within the time frame provided will render the offer non-responsive. 
 
5.2.1 Integrity Provisions – Required Documentation 

 
In accordance with the section titled Information to be provided when bidding, contracting or entering into a real property 
agreement of the Ineligibility and Suspension Policy (http://www.tpsgc-pwgsc.gc.ca/ci-if/politique-policy-eng.html), the Offeror 
must provide the required documentation, as applicable, to be given further consideration in the procurement process. 
 
Please refer to Annex E – Integrity Regime Verification Form. 
 
5.2.2 Security Requirements – Required Documentation 
 
In accordance with the requirements of the Contract Security Program of Public Works and Government Services Canada 
(http://www.tpsgc-pwgsc.gc.ca/esc-src/introduction-eng.html), the Offeror must provide a completed Application for Registration 
(AFR) form to be given further consideration in the procurement process.  
 
Please refer to Annex F - application for registration (afr) form / initial international security screening form. 
 
Offerors are reminded to obtain the required security clearance and, as applicable, security capabilities promptly. As indicated 
above, Offerors who do not provide all the required information at bid closing will be given the opportunity to complete any 
missing information from the AFR form within a period set by the Contracting Authority. If that information is not provided within 
the timeframe established by the Contracting Authority (including any extensions granted by the Contracting Authority in its 
discretion), or if Canada requires further information from the Offeror in connection with assessing the request for security 
clearance (i.e., information not required by the AFR), the Offeror will be required to submit that information within the time period 
established by the Contracting Authority, which will not be less than 48 hours. If, at any time, the Offeror fails to provide the 
required information within the timeframe established by the Contracting Authority, its bid will be declared non-compliant.  
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5.2.4 Additional Certifications Precedent to Issuance of a Standing Offer 
 
5.2.4.1 Education and Experience 
The Offeror certifies that all the information provided in the résumés and supporting material submitted with its offer, particularly 
the information pertaining to education, achievements, experience and work history, has been verified by the Offeror to be true 
and accurate. Furthermore, the Offeror warrants that every individual offered by the Offeror for the requirement is capable of 
performing the Work resulting from a call-up against the Standing Offer. 
 
5.2.4.2 Status and Availability of Resources 
The Offeror certifies that, should it be issued a standing offer as a result of the Request for Standing Offer, every individual 
proposed in its offer will be available to perform the Work resulting from a call-up against the Standing Offer as required by 
Canada's representatives and at the time specified in a call-up or agreed to with Canada's representatives. If for reasons beyond 
its control, the Offeror is unable to provide the services of an individual named in its offer, the Offeror may propose a substitute 
with similar qualifications and experience. The Offeror must advise the Standing Offer Authority of the reason for the substitution 
and provide the name, qualifications and experience of the proposed replacement. For the purposes of this clause, only the 
following reasons will be considered as beyond the control of the Offeror: death, sickness, maternity and parental leave, 
retirement, resignation, dismissal for cause or termination of an agreement for default. 

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

 

 



 
Department of Justice 
Canada 

Ministère de la Justice 
Canada  

Request For Standing Offer (RFSO) | Demande d’offre à 
commandes (DOC) 

JUS-RFSO-PRSRV-2023 

 

Page 29 of - de 57 
 
 

PART 6 - SECURITY, FINANCIAL AND INSURANCE REQUIREMENTS 
 
6.1 Security Requirements 
 
1. Before issuance of a standing offer, the following conditions must be met: 
 

(a) the Offeror must hold a valid organization security clearance as indicated in Part 7A - Standing Offer; 
 

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

 
2. Before access to sensitive information is provided to the Offeror, the following conditions must be met:  
 
 (a) the Offeror’s proposed individuals requiring access to sensitive information, assets or sensitive work sites 

must meet the security requirements as indicated in Part 7 – Standing Offer and Resulting Contract Clauses; 
 
 (b) the Offeror’s security capabilities must be met as indicated in Part 7 – Standing Offer and Resulting Contract 

Clauses.  
 
3. For additional information on security requirements, Offerors should refer to the Contract Security Program of Public 

Works and Government Services Canada (http://www.tpsgc-pwgsc.gc.ca/esc-src/introduction-eng.html) website. 
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PART 7 - STANDING OFFER AND RESULTING CONTRACT CLAUSES 

A. STANDING OFFER 
7.1 Offer 
7.1.1 The Offeror offers to perform the Work in accordance with the Statement of Work at Annex "A". 
 
7.2 Security Requirements 
 
7.2.1 The following security requirements (SRCL and related clauses provided by the Contract Security Program) apply and 

form part of the Standing Offer. 
 
SECURITY REQUIREMENT FOR CANADIAN SUPPLIER:   
 
1.  The Contractor must, at all times during the performance of the Contract, hold a valid Designated Organization 

Screening (DOS), and obtain approved Document Safeguarding Capability at the level of PROTECTED B, issued by 
the Contract Security Program (CSP), Public Works and Government Services Canada (PWGSC).  

 
2.  The Contractor personnel requiring access to PROTECTED information, assets, or sensitive site(s) must EACH hold a 

valid RELIABILITY STATUS, granted or approved by the CSP, PWGSC. 
 
3. The Contractor MUST NOT utilize its facilities to process, produce, or store PROTECTED information or assets until 

the CSP, PWGSC has issued written approval. 
 
4.  Processing of PROTECTED materiel electronically at the Contractor site is NOT permitted under this Contract. 
 
5.  Subcontracts which contain security requirements are NOT to be awarded without the prior written permission of the 

CSP, PWGSC. 
 
6.  The Contractor must comply with the provisions of the: 
 
 (a)  Security Requirements Check List and security guide (if applicable), attached at Annex C; 
 (b)  Contract Security Manual  (Latest Edition). 
 
7.2.2 Offeror’s Sites or Premises Requiring Safeguarding  
 
7.2.2.1 Where safeguarding measures are required in the performance of the Work, the Offeror must diligently maintain up-

to-date the information related to the Offeror’s and proposed individuals’ sites or premises for the following 
addresses: 

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

 
7.2.2.2 The Company Security Officer must ensure through the Contract Security Program that the Offeror and individual(s) 

hold a valid security clearance at the required level. 
 

7.3 Standard Clauses and Conditions 
 
All clauses and conditions identified in the Standing Offer and resulting contract(s) by number, date and title are set out in the 
Standard Acquisition Clauses and Conditions Manual (https://buyandsell.gc.ca/policy-and-guidelines/standard-acquisition-
clauses-and-conditions-manual) issued by Public Works and Government Services Canada. 
 
7.3.1 General Conditions 
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2005 (2022.12.01) General Conditions - Standing Offers - Goods or Services, apply to and form part of the Standing Offer. 
 
7.3.2 Standing Offers Reporting 
The Offeror must compile and maintain records on its provision of goods and services to Canada under contracts resulting from 
the Standing Offer. This data must include all purchases done by Canada, including those acquired and paid for by Canada 
acquisition cards. 

The Offeror must provide this data in accordance with the reporting requirements detailed in annex entitled Annex D – Standing 
Offer Usage Report. If some data is not available, the reason must be indicated in the report. If no goods or services is provided 
during a given period, the Offeror must provide a "NIL" report. 

The data must be submitted on a quarterly basis to the Standing Offer Authority. 

The quarterly reporting periods are defined as follows: 

 first quarter: April 1 to June 30 

 second quarter: July 1 to September 30 

 third quarter: October 1 to December 31 

 fourth quarter: January 1 to March 31 

The data must be submitted to the Standing Offer Authority no later than 30 calendar days after the end of the reporting period. 

7.4 Term of Standing Offer 
 

  
 

 
 

  
   

  

 
 

 
 

 
  

 
  

 
 

 
 

 
  
  

 
  

 

 
 

 
 

nancy.racine@justice.gc.ca

7.4.1 Period of the Standing Offer

The period for making call-ups against the Standing Offer is from date of Standing Offer issuance to March 31, 2025.

7.4.2 Extension of Standing Offer
If the Standing Offer is authorized for use beyond the initial period, the Offeror offers to extend its offer for two (2) additional one 
(1) year periods under the same conditions and at the rates or prices specified in the Standing Offer, or at the rates or prices 
calculated in accordance with the formula specified in the Standing Offer.

Option Period 1: April 1, 2025 to March 31, 2026
Option Period 2: April; 1, 2026 to March 31, 2027

The Offeror will be advised of the decision to authorize the use of the Standing Offer for an extended period by the Standing 
Offer Authority ten (10) days before the expiry date of the Standing Offer. A revision to the Standing Offer will be issued by the 
Standing Offer Authority.

7.5 Authorities

7.5.1 Standing Offer Authority

The Standing Offer Authority is:

Name: Nancy Racine
Title: Senior Analyst and Contracting Officer
Department of Justice Canada
Address : 200 René-Lévesque Blvd. West - Guy-Favreau Complex - East Tower, 7th floor, Montréal, Quebec, H2Z 1X4
Telephone: 438-356-8360
E-mail address:

Page 31 of - de 57
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The Standing Offer Authority is responsible for the establishment of the Standing Offer, its administration and its revision, if 
applicable. Upon the making of a call-up, as Contracting Authority, the Standing Offer Authority is responsible for any contractual 
issues relating to individual call-ups made against the Standing Offer by any Identified User. 
 
7.5.2 Project Authority 
 
The Project Authority for the Standing Offer is identified in the call-up against the Standing Offer. 
 
The Project Authority is the representative of the department or agency for whom the Work will be carried out pursuant to a call-
up against the Standing Offer and is responsible for all the technical content of the Work under the resulting Contract. 
 
7.5.3 Offeror's Representative [TO BE ADDED AT STANDING OFFER AWARD] 
 
7.6 Proactive Disclosure of Contracts with Former Public Servants [TO BE CONFIRMED AT STANDING OFFER 

AWARD] 
 
7.7 Identified Users 
 
The Identified Users authorized to make call-ups against the Standing Offer are: the Ontario Regional Office (ORO) of the 
Department of Justice Canada and the Contracting and Materiel Management Division (CMMD) at the Department of Justice 
Canada Headquarters. 
 
7.8 Call-up Procedures 
 
7.8.1 Right of First Refusal 
The call-up procedures require that when a requirement is identified, the identified user will contact the highest-ranked Offeror to 
determine if the requirement can be satisfied by that Offeror and obtain an estimate for that specific court file. If the highest-
ranked Offeror is able to meet the requirement, a call-up is made against its standing offer. If that Offeror is unable to meet the 
requirement, the identified user will contact the next ranked Offeror. The identified user will continue and proceed as above until 
one Offeror indicates that it can meet the requirement of the call-up. In other words, call-ups are made based on the "right of first 
refusal" basis. When the highest-ranked Offeror is unable to fulfill the need, the identified user is required to document its file 
appropriately. 
 
7.8.2 Offeror Ranking [TO BE CONFIRMED AT STANDING OFFER AWARD] 
 

1st Ranked: _____________ 
2nd Ranked: _____________ 

 
7.9 Call-up Instrument 
 
The Work will be authorized or confirmed by the Identified User(s) using form Department of Justice 942J - Call-up Against a 
Standing Offer or a Government Acquisition Card, as identified below, based on the estimated total cost and whether travel is 
involved. 
Call-ups issued using either the 942J or the acquisition card will be accompanied with a Covering Memo.  The Covering Memo, 
or Covering Memo and 942J combined, will contain at a minimum the following information:  
• standing offer number; 
• statement that incorporates the terms and conditions of the Standing Offer;  
• description and unit price for each line item;  
• total value of the call-up; 
• point of delivery; 
• confirmation that funds are available under section 32 of the Financial Administration Act; 
• confirmation that the user is an Identified User under the Standing Offer with authority to enter into a contract. 
 
7.9.1 Requirements Up to $10,000.00 (Applicable Taxes Included) that do not Include Travel 
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When the total estimated cost provided by the Offeror for the specific requirement is under $10,000.00 including applicable taxes 
and there is no travel associated with the requirement, the Identified User is encouraged to confirm they require the Work to be 
completed in accordance with the Standing Offer by sending a Covering Memo to the Offeror and use the Government 
Acquisition Card (The Department of Justice Canada uses MasterCard) as the call-up instrument. If it is not feasible to use the 
acquisition card or there is travel associated with the requirement, please follow the instructions outlined in section 6.9.2 below. 
 
7.9.2 Up to the Call-up Limitation (Applicable Taxes Included) 
When the total estimated cost provided by the Offeror for the specific court file exceeds $10,000.00 including applicable taxes, 
the acquisition card is not a feasible call-up instrument to be used, or there is travel associated with the requirement, the 
Identified User must create and send the Offeror a Department of Justice 942J – Call-up Against a Standing Offer to confirm the 
Work for that specific requirement. A Covering Memo will accompany the 942J when the request is sent. 
 
7.10 Limitation of Call-ups 
 
Individual call-ups against the Standing Offer must not exceed $60,000.00 (Applicable Taxes included). 
 
7.11 Financial Limitation 
The total cost to Canada resulting from call ups against the Standing Offer must not exceed the sum of $_____ (Applicable 
Taxes excluded)[TO BE ADDED AT STANDING OFFER AWARD] unless otherwise authorized in writing by the Standing Offer 
Authority. The Offeror must not perform any work or services or supply any articles in response to call ups which would cause 
the total cost to Canada to exceed the said sum, unless an increase is so authorized. 

The Offeror must notify the Standing Offer Authority as to the adequacy of this sum when 75 percent of this amount has been 
committed, or 2 months before the expiry date of the Standing Offer, whichever comes first. However, if at any time, the Offeror 
considers that the said sum may be exceeded, the Offeror must promptly notify the Standing Offer Authority. 

 
7.12 Priority of Documents 
If there is a discrepancy between the wording of any documents that appear on the list, the wording of the document that first 
appears on the list has priority over the wording of any document that subsequently appears on the list. 
 
a) the call up against the Standing Offer, including any annexes; 
b) the articles of the Standing Offer; 
c) the general conditions 2005 (2022.12.01), General Conditions - Standing Offers - Goods or Services; 
d) the general conditions 2010B (2022.12.01), General Conditions Professional Services (Medium Complexity); 
e) Annex A, Statement of Work; 
f) Annex B, Basis of Payment; 
g) Annex C, Security Requirements Check List; 
h) the Offeror's offer dated _________ [TO BE ADDED AT STANDING OFFER AWARD] 
 
7.13 Certifications and Additional Information 
 
7.13.1 Compliance 
 
Unless specified otherwise, the continuous compliance with the certifications provided by the Offeror with its offer or precedent to 
issuance of the Standing Offer (SO), and the ongoing cooperation in providing additional information are conditions of issuance 
of the SO and failure to comply will constitute the Offeror in default. Certifications are subject to verification by Canada during the 
entire period of the SO and of any resulting contract that would continue beyond the period of the SO.  

7.14 Applicable Laws 
 
The Standing Offer and any contract resulting from the Standing Offer must be interpreted and governed, and the relations 
between the parties determined, by the laws in force in __________[TO BE CONFIRMED AT STANDING OFFER AWARD] 
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7.15  Status and Availability of Resources – Standing Offer 
If for reasons beyond its control, the Offeror is unable to provide the services of an individual named in its offer, the Offeror may 
propose a substitute with similar qualifications and experience. The Offeror must advise the Standing Offer Authority of the 
reason for the substitution and provide the name, qualifications and experience of the proposed replacement. For the purposes 
of this clause, only the following reasons will be considered as beyond the control of the Offeror: death, sickness, maternity and 
parental leave, retirement, resignation, dismissal for cause or termination of an agreement for default. 

If the Offeror is unable to provide a substitute with similar qualifications and experience, Canada may set aside the standing 
offer. 
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B. RESULTING CONTRACT CLAUSES  
 
The following clauses and conditions apply to and form part of any contract resulting from a call-up against the Standing Offer. 
 
7.1 Statement of Work 
 
The Contractor must perform the Work described in the call-up against the Standing Offer. 

7.2 Standard Clauses and Conditions 
 
7.2.1 General Conditions 
 
2010B (2022.12.01), General Conditions - Professional Services (Medium Complexity) apply to and form part of the Contract. 
 
Section 15 Interest on Overdue Accounts, of 2010B (2022.12.01), General Conditions - Professional Services (Medium 
Complexity) will not apply to payments made by credit cards. 
 
7.3 Term of Contract 
 
7.3.1 Period of the Contract 
 
The Work is to be performed in accordance with the call-up against the Standing Offer. 
 
7.3.2 Delivery Date 
 
Delivery must be completed in accordance with the call-up against the Standing Offer. 
 
7.4 Proactive Disclosure of Contracts with Former Public Servants 
 
By providing information on its status, with respect to being a former public servant in receipt of a Public Service Superannuation 
Act (PSSA) pension, the Contractor has agreed that this information will be reported on departmental websites as part of the 
published proactive disclosure reports, in accordance with Contracting Policy Notice: 2019-01 of the Treasury Board Secretariat 
of Canada. 
 
7.5 Payment 
 
7.5.1 Basis of Payment – Firm Unit and Lot Prices - Services 

In consideration of the Contractor satisfactorily completing all of its obligations under the Contract, the Contractor will be paid the 
firm unit prices, firm lot prices, or for a cost of $____________[TO BE ADDED AT CONTRACT AWARD]. Customs duties are 
included and Applicable Taxes are extra. 

Canada will not pay the Contractor for any design changes, modifications or interpretations of the Work, unless they have been 
approved, in writing, by the Contracting Authority before their incorporation into the Work. 
 

7.5.2 Firm Hourly Rates (if applicable) 

The Contractor will be paid firm hourly rates as specified in part D5, Miscellaneous Services of Annex B - Basis of Payment, for 
work performed in accordance with the Contract. Customs duties are included and Applicable Taxes are extra. 

Total Estimated Cost: $______ (insert the amount at award) 
 
7.5.3 Limitation of Expenditure 
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1. Canada's total liability to the Contractor under the Contract for performing miscellaneous services listed in part D5, 
Miscellaneous Services of Annex B - Basis of Payment must not exceed $ _________. Customs duties are included and 
Applicable Taxes are extra. 

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

3. If the notification is for inadequate contract funds, the Contractor must provide to the Project Authority or Authorized 
Representative a written estimate for the additional funds required. Provision of such information by the Contractor does not 
increase Canada's liability. 
 

7.5.4 Travel and Living Expenses (if applicable) 

For the requirements to travel described in section 5.2 of the Statement of Work in Annex A, the Contractor will be reimbursed its 
authorized travel and living expenses reasonably and properly incurred in the performance of the Work, at cost, without any 
allowance for profit and/or administrative overhead, in accordance with the meal, and private vehicle allowances specified in 
Appendices B, C and D of the National Joint Council Travel Directive, and with the other provisions of the directive referring to 
"travellers", rather than those referring to "employees". Canada will not pay the Contractor any incidental expense allowance for 
authorized travel. 

All travel must have the prior authorization of the Project Authority. All payments are subject to government audit. 

Estimated Cost: $ _______ (excluding applicable taxes) (insert the amount at award) 

 

7.5.5 Other Direct Expenses (if applicable) 

The Contractor will be reimbursed for the direct expenses reasonably and properly incurred in the performance of the Work. 
These expenses will be paid at actual cost without mark-up, upon submission of an itemized statement supported by receipt 
vouchers. 

Estimated Cost: $ _______ (excluding applicable taxes) (insert the amount at award) 
 

7.5.6 Method of Payment (select one of the following at award) 

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

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

b) all such documents have been verified by Canada; 
c) the Work delivered has been accepted by Canada. 

 
OR 
 
7.5.6.2 Monthly Payments 
 
Canada will pay the Contractor on a monthly basis for work performed during the month covered by the invoice in accordance 
with the payment provisions of the Contract if: 
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a) an accurate and complete invoice and any other documents required by the Contract have been submitted in 
accordance with the invoicing instructions provided in the Contract 

b) all such documents have been verified by Canada; 
c) the Work performed has been accepted by Canada. 

 
7.5.7 Payment by Credit Card (if applicable) 
 
The following credit card is accepted for invoices that do not exceed $10,000.00, including applicable taxes: MasterCard. 
 
7.5.8 Electronic Payment of Invoices – Call-up (to be amended at issuance to reflect Offeror’s response) 
 
The Contractor accepts to be paid using any of the following Electronic Payment Instrument(s): 

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

 
7.5.9 Payment by Direct Deposit (if applicable) 
Payments by direct deposit will be subject to Article 14, Payment Period and Article 15, Interest on Overdue Accounts, set out in 
2010B (2022.12.01) General Conditions – Professional Services (Medium Complexity) forming part of this Contract. 

To complete or amend a direct deposit registration, the Contractor must complete and submit to the Contracting Authority the 
Direct Deposit Enrolment Form (separate forms are available for Canadian and United States vendors).  The form can be 
obtained from the Department of Justice Canada internet site at http://www.justice.gc.ca/eng/contact/enrol-inscri.html. 
It is the sole responsibility of the Contractor to ensure that the information and account number submitted to Canada via their 
Direct Deposit Enrolment Form is up to date. Should the Contractor’s information within the Direct Deposit Enrolment Form not 
be accurate or up to date, the provisions identified herein under Article 14, Payment Period and Article 15, Interest on Overdue 
Accounts, set out in 2010B (2022.12.01) General Conditions – Professional Services (Medium Complexity) forming part of this 
Contract will not apply, until the Contractor corrects the matter. 
 
7.6 Invoicing Instructions 
 
The Contractor must submit invoices in accordance with the section entitled “Invoice Submission” of the general conditions.  
Invoices cannot be submitted until all work identified in the invoice is completed.  
 
Each invoice must be supported by: 
(a) a copy of time sheets to support the time claimed; 
(b) a copy of the invoices, receipts, vouchers for all direct expenses and all travel and living expenses. 
 
Invoices must be distributed as follows: 
(a) The original and one (1) copy must be forwarded to the address shown on page 1 of the Contract for 
certification and payment. 
 
7.7 Insurance 
 
The Contractor is responsible for deciding if insurance coverage is necessary to fulfill its obligation under the Contract and to 
ensure compliance with any applicable law. Any insurance acquired or maintained by the Contractor is at its own expense and 
for its own benefit and protection. It does not release the Contractor from or reduce its liability under the Contract. 
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7.8 Dispute Resolution 
 
(a) The parties agree to maintain open and honest communication about the Work throughout and after the performance of the 

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

1.0  TITLE  
Process Servers for the Department of Justice Canada (JUS) Ontario Regional Office (ORO) 
 
2.0        OBJECTIVE  
To provide the Ontario Regional Office (ORO) of the Department of Justice Canada (JUS) the services of Process Servers to 
pick-up, sort, issue, serve and file various types of legal documents within the Province of Ontario, in accordance with the 
applicable legislation and Rules of Court in the area of service.  

3.0  KEY TERMS  
“Affidavit of Attempted Service” is defined as a sworn statement in writing that outlines, where, when, and how the Process 
Server attempted to serve the party and why the attempts were not successful. The statement is sworn in front of a person 
authorized to witness oaths, such as a Commissioner of Oaths or a Notary Public.  

 
“Affidavit of Service” is defined as a sworn statement in writing that certifies that the Process Server has successfully served a 
party, in accordance with the law. The statement is sworn in front of a person authorized to witness oaths, such as a 
Commissioner of Oaths or a Notary Public. The affidavit of service states when, where and how the service was accomplished 
and must include a description of how the party served was identified.  
 

“Attempted Service” is defined as the efforts made to locate a party in a case through, for example, neighbours, business, or 
relatives, in order to physically hand deliver legal document(s). 

“Bulk Service” is defined as the physical delivery of a legal document or documents to a party/tribunal in separate files and/or to 
additional/multiple parties/tribunals in the same file and/or in separate files, at the same time and address, and return of said 
document(s) with Proof of Service. 

“Bulk Tribunal Service and Service on the Applicant(s)” is defined as the physical delivery of legal document(s) to a Tribunal at 
the same time and address, in bulk, and subsequent physical delivery of legal document(s) to each listed Applicant, either 
individually or in bulk, if at the same time and address, and return of said document(s) with Proof of Service. 
 
“Call-up” is defined as an order issued by an Identified User duly authorized to issue a call-up against a particular standing offer. 
Issuance of a call-up to the Offeror constitutes acceptance of its offer and results in the creation of a contract between His 
Majesty the King in right of Canada and the Offeror for the goods, services or both described in the Call-up. 

 
“Conduct Fees” is defined as fees payable by cheque to a witness on whom a subpoena or other legal notice is being served. 

 
“Effecting Personal Service” is defined as leaving the document with the individual, or by leaving the document with an adult 
person residing at the individual’s place of residence, and mailing a copy of the document to the individual at that address;  or 
where serving a business, by leaving the document with the person apparently having control or management of the business at 
any place where the business is carried on in Canada.  

 
“Greater Toronto Area (GTA)” is defined as the City of Toronto and the cities and towns in the following regions: Halton, Peel, 
York and Durham. 

 
“Individual Service” is defined as the physical delivery of a legal document or documents to a party/tribunal/court in a case/file 
and return of said document(s) with Proof of Service. 

 
“JUS” is defined as the Department of Justice Canada. 

 
“Project Authority or Authorized Representative” is defined as the representative of the department or agency for whom the Work 
will be carried out pursuant to a call-up against the Standing Offer and is responsible for all the technical content of the Work 
under the resulting Contract. The Project Authority or Authorized Representative is also the Inspection Authority. All reports, 
deliverable items, documents, goods and all services rendered under the Contract are subject to inspection by the Inspection 
Authority or representative. Should any report, document, good or service not be in accordance with the requirements of the 
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Statement of Work and to the satisfaction of the Inspection Authority, as submitted, the Inspection Authority will have the right to 
reject it or require its correction at the sole expense of the Contractor before recommending payment.  

 
“Proof of Service” is defined as an Affidavit of Service or signature under a stamp labelled “Admission of Service”. 

 
“Substituted Service” is defined as any method of service allowed, by law, when personal service is impossible or impracticable, 
such as leaving the legal documents with a responsible person at the party's home or business and then mailing the party a 
copy.  

 
“Transfer Fee” is a fee paid by JUS to the Contractor when service must occur outside the defined GTA. 
 
Serve documents 
The process server is to find the parties involved and serve the documents, meaning giving notice of legal action, delivering the 
court documents, or notifying the opposing party of any deadlines for responding. The process server is to officially provide a 
copy of the document(s) to the other party in a legal action, in a manner that can be proven to the Court. 
 
Serve and File 
 The process server is to find the parties involved and serve the documents, meaning giving notice of legal action, delivering the 
court documents, or notifying the opposing party of any deadlines for responding. The process server is to officially provide a 
copy of the document(s) to the other party in a legal action, in a manner that can be proven to the Court.serve documents same 
definition as above 
 
Filing a document means that you submit documents to the court to commence or supplement an ongoing legal action. Filing 
documents may need to be accompanied by proof of service in a manner permitted by law of a copy of the documents on each 
party appearing in the proceeding. 
 
File 
Filing a document means that you submit documents to the court to commence or supplement an ongoing legal action. Filing 
documents may need to be accompanied by proof of service in a manner permitted by law of a copy of the documents on each 
party appearing in the proceeding 
 
4.0       BACKGROUND  
 
The Department of Justice Canada (JUS) has the mandate to support the dual roles of the Minister of Justice and the Attorney 
General of Canada.  
JUS supports the Attorney General as the chief law officer of the Crown both in terms of the ongoing operations of government 
as well as the development of new policies, programs and services for Canadians to support the Government’s priorities.  
Specifically, JUS provides legal advice to the Government and all federal government departments and agencies, represents the 
Crown in civil litigation and before administrative tribunals, drafts legislation, and responds to the other legal needs of federal 
departments and agencies. 
JUS delivers services through a mix of co-located departmental legal services units, specialized branches located within JUS, 
and a network of six regional offices located across the country.  
To this end, the Ontario Regional Office (ORO) engages in a diverse array of litigation, appearing at all levels of court from the 
Provincial Court to the Supreme Court of Canada, as well as the Federal Courts, Tax Court and various administrative tribunals.  
During the course of litigation, the ORO may need to give legal notice to a party, serve such party, be it an individual, a legal 
representative or a corporation, with legal documents, and file said documents with a Court or Tribunal. As a result, the ORO 
uses the services of Process Servers to pick-up, sort, issue, serve and file various types of legal documents within the Province 
of Ontario, in accordance with the applicable legislation and Rules of Court in the area of service.  

5.0         AREAS OF COVERAGE  
5.1  WITHIN THE GTA  
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The majority of the Work will be undertaken in the Greater Toronto Area (GTA), which is defined, by the City of Toronto and the 
following four (4) regions: Halton, Peel, York and Durham. JUS will not reimburse the Contractor for travel and living expenses 
incurred in performing the Work that occurs within the GTA. 

5.2  OUTSIDE THE GTA  
For the Work that will be undertaken in locations outside the GTA, not serviced directly by the Contractor, it is the responsibility 
of the Contractor to make arrangements with Process Service subcontractors in that area, to have documents served and/or 
filed. For these requirements, the Contractor will have to make arrangements to have these legal documents delivered, by a 
courier, to the Process Serving subcontractors, who will in turn serve and/or file these legal documents, which may require out-
of-province service. There will be no travel and living expenses reimbursed. The list of other direct costs that can be reimbursed 
are found in Annex B -Basis of Payment of the Contract.  

6.0        SERVICES REQUIRED  
The Department of Justice Canada Ontario Regional Office requires Process Serving Services to pick up, sort and issue legal 
documents, to serve individuals, legal representatives and/or corporations and to file a number of different types of legal 
documents, with various Courts and Tribunals in the Ontario Region on both a scheduled and as and when requested basis.,. 

 
The most common requests are for the following Courts and Tribunals: the Tax Court of Canada, the Federal Courts, Ontario 
Courts and the Immigration and Refugee Board.  
The legal documents to be served may include, but are not limited to: Notices of Application, Notices of Appeal, Replies, 
Statements of Claim, Statements of Defence, Lists/Affidavits of Documents, Application Records, Notices of Appearance, 
Summons, Affidavits, Subpoenas and other court documents. All services provided must be in compliance with the applicable 
with the applicable legislation and Rules of Court in the area of service.  

 
Services the Contractor must provide to JUS include: 

 
 Pick up legal documents at the JUS offices, 120 Adelaide St. West, Suite 400, Toronto, Ontario.  
 Sort and serve legal documents in accordance with the strict requirements of the legislation and applicable Rules of 

Court in the area of service and instructions from the Project Authority or Authorized Representative.  
 Serve legal documents on a party/tribunal and provide a hard copy  and email proof of service in the manner 

described in section 6.4 of the present Statement of Work by the deadline given by the Project Authority or 
Authorized Representative; 

 Serve legal documents on additional/multiple parties/tribunals in same file and/or separate files and provide a hard 
copy and email of proof of service by the deadline given by the Project Authority or Authorized Representative; 

 Provide same day, next day, regular, rush and urgent services as requested;  
 Provide attempted service (minimum 3 times) including completion of an Affidavit of Attempted Service or Affidavit of 

service as applicable; In the event where a service attempt fails, provide at least two (2) additional attempted 
services and provide Affidavit(s) of Attempted Service to the Project Authority of Authorized Representative 

 File, issue and search documents in Court;  
 Report back immediately to the Project Authority or Authorized Representative within the hour if there are any 

problems with service and advise by email and phone when service is completed;  
 Make arrangements, with Process Service subcontractors, to serve and/or file documents, outside the GTA;  
 Conduct Searches on properties and/or individuals on an as and when requested basis. 
 Disburse fees up to a maximum of $5000 per transaction on behalf of JUS for Conduct Money, Court Filing, 

Transcripts and other Court Services, as requested by the Project Authority or Authorized Representative; 
 Obtain signatures on Court Orders.  
 The vendor must be able to provide individual billing per request and separate the fees for conduct money, court 

filings, transcripts and other court services.  
 

6.1 AS AND WHEN REQUESTED SERVICES 
 
“As and When Requested” Requirements 
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The Contractor must pick-up, sort, issue, serve and file various legal documents, on an “as and when requested” basis. The 
service must include same day, next day, regular, rush and urgent services as requested. 

The pick-up location is 120 Adelaide St. West, Suite 400, Toronto, Ontario, Monday to Friday, including Ontario Family Day 
(excluding weekends and statutory holidays).  
These are the required levels of service:  

 Same day service, completion of services within the same day 

 Regular same day service, completion of services from over four (4) to six (6) hours from request of 
service  

 Rush same day service, completion of services from over two (2) to four (4) hours from request of 
service; and 

 Urgent same day service, completion of services within two (2) hours from request of service. 
o  

 Next day service, completion of services by the following business day 
 

The Contractor must confirm receipt of each order submitted by emailing the Project Authority or Authorized Representative.  
 
The following additional services/instructions will apply to “As and When Requested” Requirements. 
A Covering Memo or email will have instructions with respect to the services JUS requires of the Contractor, for example, the 
name, address and type of legal document(s) to be served, where the document(s) are to be filed, and the timeframe for the 
required service.  
The Contractor will telephone and email the Project Authority or Authorized Representative to confirm that the documents were 
served and/or filed by the stated time, and report any problems within the hour with the services on the same day as the service.  
It is the Contractor’s responsibility to be aware of the operating hours of each respective Court where documents are to be filed.  

  
In filing the various types of documents, the Contractor must follow the filing procedures of each of the different Courts.  
The Contractor may be required to perform other various miscellaneous services, which include, but are not limited to, issuing 
originating documents, obtaining signatures on Court Orders and obtaining information and/or copies of documents from Court.  
Courts and Tribunals can include, but are not limited to:  

 Tax Court of Canada  
 Federal Court of Canada  
 Federal Court of Appeal  
 Supreme Court of Canada  
 Ontario Superior Court of Justice  
 Ontario Court of Appeal  
 Ontario Court of Justice  
 Canadian Human Rights Tribunal  
 Canadian International Trade Tribunal  
 Competition Tribunal  

 
 
+++++++++++++++++++++++++++OPTIONAL REQUIREMENT BEGINS+++++++++++++++++++++++++++++ 

 
6.3      UPLOADING ORDERS AND DOCUMENTS ELECTRONICALLY  
The Contractor must provide JUS with the capability to upload document(s) to and receive uploaded documents from the 
Contractor’s web page.  

+++++++++++++++++++++++++++OPTIONAL REQUIREMENT ENDS+++++++++++++++++++++++++++++++ 
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6.4      PROOF OF SERVICE  
The Contractor must provide to the specific Project Authority or Authorized Representative within twenty-four (24) hours of an 
order requesting service, proof that service was effected in the form of a signature under an “Admission of Service” stamp, on the 
requested number of copies of the documents served in hardcopy format. If this is not possible, the Contractor must prepare an 
Affidavit of Service, sworn before a person authorized to witness oaths such as a Commissioner for Taking Affidavits or a Notary 
Public and provide the Affidavit to the specific Project Authority or Authorized Representative within twenty-four (24) hours after 
service is completed.  

If the Contractor is unsuccessful in serving the individual or legal representative and/or corporations, the Contractor must 
complete and return to JUS in hardcopy, an Affidavit of Attempted Service.  
The Contractor must prepare and commission an Affidavit of Service and an Affidavit of Attempted Service, in accordance with 
the law and without using JUS resources.  
The Proof of Service for the document(s) served must be returned by the Contractor at the office where the document(s) were 
originally picked up.  
JUS will NOT be responsible for preparing or commissioning Affidavits of Service or Affidavits of Attempted Service. 

6.5 Language Requirements  

The table below indicates the languages and the minimum language proficiency with which the Contractor’s resources must 
perform the Work: 

Language :   English   French 
Language Proficiency Grid: 
Oral   Intermediate Level 

A person speaking at this level can: 
• sustain a conversation on concrete topics; report on actions taken 
• give straightforward instructions to employees 
• provide factual descriptions and explanations 

Comprehension   Intermediate Level 
A person reading at this level can: 

• grasp the main idea of most work-related texts 
• identify specific details 
• distinguish main from subsidiary ideas 

Written   Intermediate Level 
A person writing at this level can: 

• deal with explicit information on work-related topics since they have sufficient mastery of 
grammar and vocabulary 

 6.6          Environmental Considerations  

As of April 2006, the Government of Canada issued a policy directing federal departments and agencies to take the necessary 
steps to acquire products and services that have a lower impact on the environment than those traditionally acquired.  The 
environmental impact assessment of a product and/or service considers the whole life cycle of the product and/or service.  
Therefore, the Department of Justice Canada encourages product/service Contractors to improve their operations to reduce their 
negative impact on the environment. 

6.6.1        Environmental Properties Behaviour Recommended 

6.6.1.1 Paper consumption: 



 
Department of Justice 
Canada 

Ministère de la Justice 
Canada  

Request For Standing Offer (RFSO) | Demande d’offre à 
commandes (DOC) 

JUS-RFSO-PRSRV-2023 

 

Page 44 of - de 57 
 
 

Project / Technical Authority and the Contractor are encouraged to: 

• Provide and transmit materials in an electronic format.  Should printed material be required, double sided 
printing in black and white format is the default unless otherwise specified by the Project / Technical Authority. 

• Printed material is requested on minimum recycled content of 30% and/or certified as originating from a 
sustainable managed forest. 

• Recycle unneeded printed documents (in accordance with Security Requirements). 

6.6.1.2 Shipping and Packaging  

The Contractor is encouraged to:  

• Reduce packaging volume and weight for any goods shipped to JUS 

• Use reusable shipping materials, including reusable plastic, crates and corrugated boxes. 
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ANNEX B - BASIS OF PAYMENT 
FOR SERVICES WITHIN THE GREATER TORONTO AREA (includes the City of Toronto and the cities and towns in the 
following regions: Halton, Peel, York and Durham); and 

FOR SERVICES OUTSIDE THE GREATER TORONTO AREA, for any destinations, directly served by the Contractor, 
Treasury Board Travel and Living Expenses will also be applicable, in these cases. 
Prices and rates for each period specified below are firm, all inclusive, in Canadian dollars, Applicable Taxes excluded, FOB 
destination, Canadian customs duties and excise taxes included: 
 
BP1 SERVICES WITHIN THE GREATER TORONTO AREA 

Item No. Types of Services Required 
A REGULAR SERVICE - TWO (2) FIRM “DAILY PICK-UPS” 

Monday to Friday, including Ontario Family Day (excluding weekends and Statutory Holidays). 
Pick-up Times: 10:00 hours and 14:00 hours 
From: Department of Justice Canada, 120 Adelaide St. W, suite 400, Toronto, Ontario 

A1 Individual Service 
Serve a document or documents on a party/tribunal; “and/or” serve and file a document or documents; “or” file a document or 
documents.  
When filing is requested, it must be completed by close of each respective Court’s business hours: 

 
Item No. 

 
Service Requirement 

Price Per Service ($) 
INITIAL PERIOD 

(Date of Issuance 
To 

March 31, 2025) 

OPTION #1 
(April 1, 2025 

To 
March 31, 2026) 

OPTION #2 
(April 1, 2026 

To 
Mar 31, 2027) 

a) Regular Individual Service (Same Day) – Pick-up at 10:00 hours – Serve and/or file document within same day as 
pick-up. 

i. Serve document $    $    $    
ii. Serve and file document $    $    $    
iii. File document $    $    $    
b) Regular Individual Service (Next Day) – Pick-up at 14:00 hours – Serve and/or file document by next business day. 
i. Serve document $    $    $    
ii. Serve and file document $    $    $    
iii. File document $    $    $    
A2 *Bulk Service 

Serve a legal document or documents on a party/tribunal in separate files and/or serve document(s) on additional/multiple parties/tribunals in the 
same file and/or in separate files, at the same time and address; “and/or” serve as previously and file document(s); “or” file document(s).  
When filing is requested, it must be completed by close of each respective Court’s business hours: 

 
Item No. 

 
Service Requirement 

Firm Lot Price ($) 
INITIAL PERIOD 

(Date of Issuance 
To 

March 31, 2025) 

OPTION #1 
(April 1, 2025 

To 
March 31, 2026) 

OPTION #2 
(April 1, 2026 

To 
Mar 31, 2027) 

a) Regular Bulk Service (Same Day) – Pick-up at 10:00 hours – Serve and/or file document(s) within same day as pick-up. 

i. Serve document(s) $    $    $    
ii. Serve and file document(s) $    $    $    
iii. File document(s) $    $    $    
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b) Regular Bulk Service (Next Day) – Pick-up at 14:00 hours – Serve and/or file document(s) by next business day. 

i. Serve document(s) $    $    $    
ii. Serve and file document(s) $    $    $    
iii. File document(s) $    $    $    

*Where additional/multiple parties or additional documents are being served in the same or separate files, at the same time and address, the firm lot price 
must include all parties and documents served.  
The lower of Bulk Service price and regular Individual Service prices shall apply.  
For clarity, the Bulk Service price shall only apply where it results in a lower cost than cumulative Individual Service prices. 

 
 

Item No. Types of Services Required 
B ON AN “AS AND WHEN REQUESTED” BASIS 

Monday to Friday, including Ontario Family Day (excluding weekends and Statutory Holidays). 
From: Department of Justice Canada, 120 Adelaide St. W, suite 400, Toronto, Ontario 

B1 Individual Service 
Serve a document or documents on a party/tribunal; “and/or” serve and file a document or documents; “or” file a document or documents.  
When filing is requested, it must be completed by close of each respective Court’s business hours (same day): 

 
Item No. 

 
Service Requirement 

Price Per Service ($) 
INITIAL PERIOD 

(Date of Issuance 
To 

March 31, 2025) 

OPTION #1 
(April 1, 2025 

To 
March 31, 2026) 

OPTION #2 
(April 1, 2026 

To 
March 31, 2027) 

a) Regular Individual Service: Completion within 6 hours from request of service: 
i. Serve document $    $    $    
ii. Serve and file document $    $    $    
iii. File document $    $    $    
b) Rush Individual Service: Completion within 4 hours from request of service: 
i. Serve document $    $    $    
ii. Serve and file document $    $    $    
iii. File document $    $    $    
c) Urgent Individual Service: Completion within 2 hours from request of service: 
i. Serve document $    $    $    
ii. Serve and file document $    $    $    
iii. File document $    $    $    
B2 *Bulk Service 

Serve a legal document or documents on a party/tribunal in separate files and/or serve document(s) on additional/multiple parties/tribunals in the 
same file and/or in separate files, at the same time and address; “and/or” serve as previously and file document(s); “or” file document(s).  
When filing is requested, it must be completed by close of each respective Court’s business hours (same day): 

 
Item No. 

 
Service Requirement 

Firm Lot Price ($) 
INITIAL PERIOD 

(Date of Issuance 
To 

March 31, 2025) 

OPTION #1 
(April 1, 2025 

To 
March 31, 2026) 

OPTION #2 
(April 1, 2026 

To 
March 31, 2027) 

a) Regular Bulk Service: Completion within 6 hours from request of service: 
i. Serve document(s) $    $    $    
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ii. Serve and file document(s) $    $    $    
iii. File document(s) $    $    $    
b) Rush Bulk Service: Completion within 4 hours from request of service: 
i. Serve document(s) $    $    $    
ii. Serve and file document(s) $    $    $    
iii. File document(s) $    $    $    
c) Urgent Bulk Service: Completion within 2 hours, from request of service: 
i. Serve document(s) $    $    $    
ii. Serve and file document(s) $    $    $    
iii. File document(s) $    $    $    

*Where additional/multiple parties or additional documents are being served in the same or separate files, at the same time and address, the firm lot price 
must include all parties and documents served.  
The lower of Bulk Service price and regular Individual Service prices shall apply.  
For clarity, the Bulk Service price shall only apply where it results in a lower cost than cumulative Individual Service prices. 

 
 

Item No. Types of Services Required 
C BULK TRIBUNAL SERVICE and SERVICE ON the APPLICANT- ONE (1)“DAILY FIRM PICK-UP” 

Documents to be sorted and served on the Tribunals listed below at the same time and address, in bulk, and subsequently sorted and served on 
Applicants either individually or in bulk if at the same time and address. Documents are to be returned within three (3) business days. 
Monday to Friday, including Ontario Family Day (excluding weekends and Statutory Holidays). 
Pick-up Time: 16:30hours 
From: Department of Justice Canada, 120 Adelaide St. W, suite 400, Toronto, Ontario 

C1 **Bulk Tribunal Service 
Sort and serve documents on Tribunal(s) in bulk, at the same time and address. Locations in the GTA as follows: 

 
Item No. 

 
Service Requirement 

Firm Lot Price ($) 
INITIAL PERIOD 

(Date of Issuance 
To 

March 31, 2025) 

OPTION #1 
(April 1, 2025 

To 
March 31, 2026) 

OPTION #2 
(April 1, 2026 

To 
March 31, 2027) 

i. Immigration and Refugee Board, 74 Victoria Street, 
Toronto, ON  M4C 3C7 

$    $    $    

ii. Greater Toronto Enforcement Centre, 6900 Airport 
Road, Mississauga, ON  L4V 1E8 

$    $    $    

iii. Citizenship and Immigration Canada, Etobicoke Pre-
Removal Risk, Assessment (PRRA), 5343 Dundas 
Street West, Etobicoke, ON  M9B 6K5 

$    $    $    

iv. Citizenship and Immigration, 200 Town Centre Ct., 
Scarborough, ON M1P 4X8 

$    $    $    

v. Citizenship and Immigration Canada, GTA 25 St. 
Clair Avenue East, Toronto, ON  M4T 1M2 

$    $    $    

vi. Immigration Division,Suite 200, 135 Queens Plate 
Drive, Etobicoke, ON  M9W 6V1 

$    $    $    

vii. Citizenship and Immigration Canada, 3085 Glen Erin 
Drive, Mississauga, ON  L5L 1J3 

$    $    $    
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C2 Individual Service on Applicant 
Sort and serve a document on an Applicant and return within three (3) business days: 

 
Item No. 

 
Service Requirement  

Price Per Service ($) 
INITIAL PERIOD 

(Date of Issuance 
To 

March 31, 2025) 

OPTION #1 
(April 1, 2025 

To 
March 31, 2026) 

OPTION #2 
(April 1, 2026 

To 
March 31, 2027) 

i. Serve document (Individual) $    $    $    
C3 **Bulk Service on Applicants 

Sort and serve documents on multiple Applicants in bulk, at the same time and address in same or separate files and return within three (3) 
business days: 

 
Item No. 

 
Service Requirement 

Firm Lot Price ($) 
INITIAL PERIOD 

(Date of Issuance 
To 

March 31, 2025) 

OPTION #1 
(April 1, 2025 

To 
March 31, 2026) 

OPTION #2 
(April 1, 2026 

To 
March 31, 2027) 

i. Serve document(s) (Bulk) $    $    $    
**The firm lot prices include all documents being served in bulk.  
The lower of Bulk Service price and regular Individual Service price shall apply.  
For clarity, the Bulk Service price shall only apply where it results in a lower cost than cumulative Individual service prices. 

 
Item No. Types of Services Required 

D ADDITIONAL SERVICES/FEES 
  

D1 Additional Attempt(s) (including Affidavit of Attempted Service) 
For services stated in A through C above.  
Up to a total of two (2) additional attempts to serve will be made unless instructed otherwise in a Covering Memo (the following attempts do not 
include the original serve). 

 
Item No. 

 
Service Requirement 

Price Per Attempt ($) 
INITIAL PERIOD 

(Date of Issuance 
To 

March 31, 2025) 

OPTION #1 
(April 1, 2025 

To 
March 31, 2026) 

OPTION #2 
(April 1, 2026 

To 
March 31, 2027) 

i. 2nd Attempt: $    $    $    
ii. 3rd Attempt: $    $    $    
iii. 4 or more Attempts must be authorized by the 

Project Authority or Authorized Representative. 
$    $    $    

     
D2 Administration Fees 

An administration fee per transaction for disbursements made by cheque by the Contractor on behalf of JUS for Court filing fees, for conduct 
money made payable to witness that must accompany a served subpoena, for transcript fees and other services. 

 
Item No. 

 
Service Requirement 

Price Per Transaction ($) 
INITIAL PERIOD 

(Date of Issuance 
To 

March 31, 2025) 

OPTION #1 
(April 1, 2025 

To 
March 31, 2026) 

OPTION #2 
(April 1, 2026 

To 
March 31, 2027) 

i. Administration Fee $    $    $    
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D3 Return of Documents Same Day (on an “as requested basis”) to: 

Department of Justice Canada, 120 Adelaide St. W, suite 400, Toronto, Ontario 
 

Item No. 
 
Service Requirement 

Price Per Service ($) 
INITIAL PERIOD 

(Date of Issuance 
To 

March 31, 2025) 

OPTION #1 
(April 1, 2025 

To 
March 31, 2026) 

OPTION #2 
(April 1, 2026 

To 
March 31, 2027) 

i. Same Day Return of Document(s) $    $    $    
     

D4 Transfer Fees 
Contractor’s transfer fees for making arrangements with other Process Serving Companies, to provide services outside the GTA. 

 
Item No. 

 
Service Requirement 

Price Per Transfer ($) 
INITIAL PERIOD 

(Date of Issuance 
To 

March 31, 2025) 

OPTION #1 
(April 1, 2025 

To 
March 31, 2026) 

OPTION #2 
(April 1, 2026 

To 
March 31, 2027) 

i. Transfer Fee $    $    $    
     

D5 Miscellaneous Services 
Issuing originating documents, obtaining a signature on Court Orders, obtaining information and/or obtaining copies of documents from Court. 

 
Item No. 

 
Service Requirement 

Hourly Price ($) 
INITIAL PERIOD 

(Date of Issuance 
To 

March 31, 2025) 

OPTION #1 
(April 1, 2025 

To 
March 31, 2026) 

OPTION #2 
(April 1, 2026 

To 
March 31, 2027) 

i. Miscellaneous Services $    $    $    

BP2 SERVICES OUTSIDE THE GREATER TORONTO AREA 
BP2.1 PROCESS SERVER SERVICES OUTSIDE THE GTA PROVIDED BY THE CONTRACTOR 
 
Travel and Living expenses Outside of the GTA only: 
There is no travel and living allowance payable to the Contractor within the GTA, which includes the City of Toronto and the cities 
and towns in the following regions: Halton, Peel, York and Durham. 
 
However, should travel be required outside the GTA, the Contractor will be reimbursed its authorized travel and living expenses 
reasonably and properly incurred in the performance of the Work, at cost, without any allowance for profit and/or administrative 
overhead, in accordance with the meal, and private vehicle allowances specified in Appendices B, C and D of the National Joint 
Council Travel Directive, and with the other provisions of the directive referring to "travellers", rather than those referring to 
"employees". Canada will not pay the Contractor any incidental expense allowance for authorized travel. 
 
All travel must have the prior authorization of the Project Authority or Authorized Representative. All payments are subject to 
government audit. 
 
BP2.2 PROCESS SERVER SERVICES OUTSIDE THE GTA PROVIDED BY A SUB-CONTRACTOR 
 
For destinations, requested and authorized by the Project Authority or Authorized Representative, outside the GTA, not served 
directly by the Contractor, the Contractor must make arrangements with Process Serving subcontractors to serve and/or file legal 
documents to an individual(s), legal representatives and/or corporations on an “as and when” requested basis. 
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For these requirements, the Contractor must make arrangements to have these legal documents delivered, by a courier, to the 
Process Serving subcontractors, who will in turn serve and/or file these legal documents. There will be no travel and living 
expenses reimbursed. 
 
Other Direct Costs Related to Process Serving Expenses outside the GTA only: 
In addition to the transfer fee, any costs invoiced, for the service described below, will be reimbursed at cost provided support 
documentation (original receipts) are included with the invoices. No allowance for overhead or profit will be permitted. Charges 
may include the following: 
 

• Process Servers fees for serving; 
• Courier charges to deliver the documents, if applicable; 
• Phone charges, if applicable; 
• Filing legal document fees, if applicable; 
• Photocopies; and 

• Facsimile Services. 
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ANNEX C - SECURITY REQUIREMENTS CHECK LIST 
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ANNEX D - STANDING OFFER USAGE REPORT 
 
STANDING OFFER NUMBER: OFFEROR: 
  
REPORTING PERIOD: 

☐   1st  Quarter: April 1 to June 30 ☐ 3rd Quarter: October 1 to December 31 
☐    2nd  Quarter: July 1 to September 30 ☐ 4th Quarter: January 1 to March 31 
☐ REPORT: WE HAVE DONE THE FOLLOWING BUSINESS WITH THE DEPARTMENT OF JUSTICE CANADA FOR THIS 
PERIOD 
 
ACQUSITION CARD OR 
CALL UP* 

ITEM 
NO.** 

DESCRIPTION TOTAL VALUE OF ITEM 
(excluding taxes) 

    
    
    
    
    
    
    
    
    
  (add/delete rows as applicable)  
TOTAL: $ 

*If the acquisition card was used, simply write “Acquisition Card” in the column as applicable. If a call-up was awarded, please 
provide the call-up number in the column as applicable. 
**Item number is to be taken from the Basis of Payment charts 
 
☐ NIL REPORT: WE HAVE NOT DONE ANY BUSINESS WITH THE DEPARTMENT OF JUSTICE CANADA FOR THIS 
PERIOD 
 
By signing below, we certify that the information contained in this report is accurate and complete. 
 
Name:     Title:   
 
Signature:    Date:  
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ANNEX E – INTEGRITY REGIME FORM 

The supplier should complete the Form and submit it precedent to contract award.* 

 

Supplier’s legal name:  

Organizational structure:  corporate entity 
 privately owned corporation 
 sole proprietor 

Bidder’s address:  

 

 

Procurement Business Number (PBN):  

 

Directors / Owners * 

First Name Last Name Position (if applicable) 

   

   

   

   

   

   

   

   

   

   

   

 

* Note: 

i. Suppliers, including those bidding as joint ventures, whether incorporated or not, must provide a complete list of the names of all current 
directors. 

ii. Privately owned corporations must provide the names of the owners of the corporation. 

iii. Suppliers bidding as sole proprietors, including sole proprietors bidding as joint ventures, whether incorporated or not, must provide a 
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complete list of the names of all owners. 

iv. Suppliers that are a partnership do not need to provide a list of names. 
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ANNEX F - APPLICATION FOR REGISTRATION (AFR) FORM / INITIAL INTERNATIONAL SECURITY SCREENING FORM 
 
 
 
PLEASE REFER TO SEPARATE ATTACHMENT LABELED ANNEX F - APPLICATION FOR REGISTRATION (AFR) FORM / 
INITIAL INTERNATIONAL SECURITY SCREENING FORM 


