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DEMANDE DE SOUMISSION 
 
 
Proposal to: Canada School of Public 
Service 
We hereby offer to sell to His Majesty the King in 
right of Canada, in accordance with the terms and 
conditions set out herein, referred to herein or 
attached hereto, the goods, services and 
construction listed herein and on any attached 
sheets at the price(s) set out therefore. 
 
Proposition à : École de la fonction 
publique du Canada 
Nous offrons par la présente de vendre à Sa 
Majesté le Roi du chef du Canada, aux conditions 
énoncées ou incluses par référence dans la 
présente et aux annexes ci-jointes, les biens, 
services et construction énumérés ici sur toute 
feuille ci-annexée, au(x) prix  indiqué(s). 
 
Comments - Commentaries 
 
 
 
 
Issuing Office – Bureau de distribution 
Canada School of Public Service / École de la 
fonction publique du Canada 
Procurement and Contracting Unit / Unité des 
contrats et approvisionnement 
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Solicitation No. – No. de l’invitation 
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Solicitation closes - L’invitation prend fin 
 
On January 19, 2024 at 2:00 PM   
Le 19 janvier 2024 à 14 h  

Time Zone 
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Address inquiries to: - Adresser toute demande de 
renseignements à : 

Maria-Kristina Hernandez 
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Telephone No. - No de téléphone 
343-550-4215 

Destination of Goods and Services: 
Destinations des biens et services: 
CANADA SCHOOL OF PUBLIC SERVICE 
ÉCOLE DE LA FONCTION PUBLIQUE DU CANADA 
 

Instructions : See Herein 

Instructions : Voir aux présentes  
Delivery Required – Livraison exigée 

See Herein / Voir aux présentes 

Delivery Offered – 
Livraison proposée 
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Rasion sociale et adresse du fournisseur/de l’entrepreneur 
 
 
 
Telephone No. – No de téléphone 
Name and title of the person authorized to sign on behalf of 
Vendor/Firm (type or print) – Nom et titre de la personne 
autorisée à signer au nom du fournisseur/de l’entrepreneur 
(taper ou écrire en caractères d’imprimerie) 
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PART 1 - GENERAL INFORMATION 

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

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

the evaluation criteria that must be addressed in the bid, and the basis of selection; 
 
Part 5 Certifications and Additional Information: includes the certifications and additional information to 

be provided; 
 
Part 6 Security, Financial and Other Requirements: includes specific requirements that must be 

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

contract. 
 
The Annexes include the Statement of Work, the Basis of Payment, the Security Requirements Checklist, 
the Insurance Requirements, the Task Authorization Form, the Electronic Payment Instruments, the 
Application for Registration (AFR) form, and any other annexes.  

1.2 Summary 
 
1.2.1 The Canada School of Public Service (CSPS or the School requires the services of a Contractor 

to provide office relocation, warehousing and related services, on an as and when needed basis, 
within the National Capital Region (NCR). These services include, but are not be limited to, the 
moving of full office suites, office equipment, furniture, workstation systems, files/records, filing 
cabinets, computer hardware, and other various government office related facilities like 
boardrooms and full kitchens; and also include packing, crating, disassembling, loading, 
transporting, unloading, unpacking, uncrating, assembling and cleanup at the end of each move. 
The requirement is detailed in Annex A - Statement of Work (SOW). 
 
This bid solicitation is intended to result in the award of one (1) contract, functioning on a task 
authorization (TA) basis, for an initial period of two (2) years, with the irrevocable option allowing 
Canada to extend the term of the Contract by up to two (2) additional one (1) year periods under 
the same terms and conditions. 

 
1.2.2  There are security requirements associated with this requirement. For additional information, 

consult Part 6 - Security, Financial and Other Requirements, and Part 7 - Resulting Contract 
Clauses. For more information on personnel and organization security screening or security 
clauses, Bidders should refer to the Contract Security Program of Public Works and Government 
Services Canada (http://www.tpsgc-pwgsc.gc.ca/esc-src/introduction-eng.html) website. 
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1.3  Debriefings 
 
Bidders may request a debriefing on the results of the bid solicitation process. Bidders should make the 
request to the Contracting Authority within 15 working days from receipt of the results of the bid 
solicitation process. The debriefing may be in writing or by telephone. 
 

PART 2 - BIDDER INSTRUCTIONS 

2.1 Standard Instructions, Clauses and Conditions 
 
All instructions, clauses and conditions identified in the bid solicitation by number, date and title are set 
out in the Standard Acquisition Clauses and Conditions Manual (https://buyandsell.gc.ca/policy-and-
guidelines/standard-acquisition-clauses-and-conditions-manual) issued by Public Works and Government 
Services Canada. 
 
Bidders who submit a bid agree to be bound by the instructions, clauses and conditions of the bid 
solicitation and accept the clauses and conditions of the resulting contract. 
 
The 2003 (2023-06-08) Standard Instructions – Goods or Services – Competitive Requirements, are 
incorporated by reference into and form part of the bid solicitation, with the following changes: 

 
a) Wherever Public Works and Government Services Canada (PWGSC) revise to read “Canada 

School of Public Service (the School)”. 
b) At Section 05, Submission of Bids, Subsection 4, replace “60 days” with “120 days.” 
c) Section 08, Transmission by Facsimile or by Canada Post Corporation’s (CPC) Connect 

service, is deleted in its entirety. 
 
2.1.1     Technical Difficulties of Bid Transmission 
 
Despite anything to the contrary in (05) or (06) of the Standard Instructions, where a Bidder has 
commenced transmission of its bid through an electronic submission method 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. 
 
2.1.2     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: 



 
 

Page 7 of 41 
 

 
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. 
5. 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 Bids 
 
Bids must be submitted by E-mail only to the Canada School of Public Service (CSPS) Bid Receiving Unit 
by the date and time indicated on page 1 of the bid solicitation. 
 
CSPS Bid Receiving Unit Email Address: solicitation-sollicitation@csps-efpc.gc.ca 
 
Note: Bids will not be accepted if emailed directly to the Contracting Authority’s email address. 
 
Bidders must indicate the RFP number (CSPS-RFP-23KH-0783) in the subject line of their email 
containing their bids. Bids must be submitted in PDF format. 

2.3  Former Public Servant 
 
Contracts awarded to former public servants (FPS) in receipt of a pension or of a lump sum payment 
must bear the closest public scrutiny, and reflect fairness in the spending of public funds. In order to 
comply with Treasury Board policies and directives on contracts awarded to FPSs, bidders must provide 
the information required below before contract award. If the answer to the questions and, as applicable 
the information required have not been received by the time the evaluation of bids is completed, Canada 
will inform the Bidder of a time frame within which to provide the information. Failure to comply with 
Canada’s request and meet the requirement within the prescribed time frame will render the bid non-
responsive. 
 
Definitions 
 
For the purposes of this clause, "former public servant" is any former member of a department as defined 
in the Financial Administration Act, R.S., 1985, c. F-11, a former member of the Canadian Armed Forces 
or a former member of the Royal Canadian Mounted Police. A former public servant may be: 
 

a) an individual; 
b) an individual who has incorporated; 
c) a partnership made of former public servants; or 
d) a sole proprietorship or entity where the affected individual has a controlling or major interest in 

the entity. 

"lump sum payment period" means the period measured in weeks of salary, for which payment has been 
made to facilitate the transition to retirement or to other employment as a result of the implementation of 
various programs to reduce the size of the Public Service. The lump sum payment period does not 
include the period of severance pay, which is measured in a like manner. 
 
"pension" means a pension or annual allowance paid under the Public Service Superannuation Act 
(PSSA), R.S., 1985, c. P-36, and any increases paid pursuant to the Supplementary Retirement Benefits 
Act, R.S., 1985, c. S-24 as it affects the PSSA. It does not include pensions payable pursuant to the 
Canadian Forces Superannuation Act, R.S., 1985, c. C-17, the Defence Services Pension Continuation 
Act, 1970, c. D-3, the Royal Canadian Mounted Police Pension Continuation Act , 1970, c. R-10, and the 
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Royal Canadian Mounted Police Superannuation Act, R.S., 1985, c. R-11, the Members of Parliament 
Retiring Allowances Act, R.S. 1985, c. M-5, and that portion of pension payable to the Canada Pension 
Plan Act, R.S., 1985, c. C-8. 
 
Former Public Servant in Receipt of a Pension 
 
As per the above definitions, is the Bidder a FPS in receipt of a pension? Yes ( ) No ( ) 
 
If so, the Bidder must provide the following information, for all FPSs in receipt of a pension, as applicable: 
 

a) name of former public servant; 
b) date of termination of employment or retirement from the Public Service. 

By providing this information, Bidders agree that the successful Bidder’s status, with respect to being a 
former public servant in receipt of a pension, will be reported on departmental websites as part of the 
published proactive disclosure reports in accordance with Contracting Policy Notice: 2019-01 and the 
Guidelines on the Proactive Disclosure of Contracts.  
 
Work Force Adjustment Directive 
 
Is the Bidder a FPS who received a lump sum payment pursuant to the terms of the Work Force 
Adjustment Directive? Yes ( ) No ( ) 
 
If so, the Bidder must provide the following information: 
 

a) name of former public servant; 
b) conditions of the lump sum payment incentive; 
c) date of termination of employment; 
d) amount of lump sum payment; 
e) rate of pay on which lump sum payment is based; 
f) period of lump sum payment including start date, end date and number of weeks; 
g) number and amount (professional fees) of other contracts subject to the restrictions of a work 

force adjustment program. 

2.4 Enquiries - Bid Solicitation 
 
All enquiries must be submitted in writing to the Contracting Authority at the following email address: 
solicitation-sollicitation@csps-efpc.gc.ca no later than five (5) calendar days before the bid closing date. 
Enquiries received after that time may not be answered. 
 
Bidders should reference as accurately as possible the numbered item of the bid solicitation to which the 
enquiry relates. Care should be taken by Bidders to explain each question in sufficient detail in order to 
enable Canada to provide an accurate answer. Technical enquiries that are of a proprietary nature must 
be clearly marked "proprietary" at each relevant item. Items identified as “proprietary” will be treated as 
such except where Canada determines that the enquiry is not of a proprietary nature. Canada may edit 
the question(s) or may request that the Bidder do so, so that the proprietary nature of the question(s) is 
eliminated and the enquiry can be answered to all Bidders. Enquiries not submitted in a form that can be 
distributed to all Bidders may not be answered by Canada. 

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

2.6 Improvement of Requirement During Solicitation Period 
 

Should bidders consider that the specifications or Statement of Work contained in the bid solicitation 
could be improved technically or technologically, bidders are invited to make suggestions, in writing, to 
the Contracting Authority named in the bid solicitation. Bidders must clearly outline the suggested 
improvement as well as the reason for the suggestion. Suggestions that do not restrict the level of 
competition nor favour a particular bidder will be given consideration provided they are submitted to the 
Contracting Authority at least five (5) days before the bid closing date. Canada will have the right to 
accept or reject any or all suggestions. 

2.7  Bid Challenge and Recourse Mechanisms 
 
(a) Several mechanisms are available to potential suppliers to challenge aspects of the procurement 

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

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

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

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

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

 
 
PART 3 - BID PREPARATION INSTRUCTIONS 

3.1 Bid Preparation Instructions 
 
Canada requests that the Bidder submits its bid electronically and in separate PDF documents as follows: 

 
Section I:  Technical Bid 
Section II:  Financial Bid 
Section III:  Certifications 
Section IV:  Additional Information 

 
Due to the nature of the bid solicitation, bids transmitted by CPC Connect service and by facsimile will not 
be accepted. 

 
Prices must appear in the financial bid only.  No prices must be indicated in any other section of the bid. 
 
Canada requests that bidders follow the format instructions described below in the preparation of their 
electronic bid: 
 

(a) PDF format. 
(b) use a numbering system that corresponds to the bid solicitation. 
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Section I: Technical Bid 
 
In their technical bid, Bidders should demonstrate their understanding of the requirements contained in 
the bid solicitation and explain how they will meet these requirements. Bidders should demonstrate their 
capability to carry out the Work and how they propose to meet the requirements in a thorough, concise 
and clear manner for carrying out the work. 
 
The technical bid should address clearly and in sufficient depth the points that are subject to the 
evaluation criteria against which the bid will be evaluated. Simply repeating the statement contained in 
the bid solicitation is not sufficient. In order to facilitate the evaluation of the bid, Canada requests that 
Bidders address and present topics in the order of the evaluation criteria under the same headings. To 
avoid duplication, Bidders may refer to different sections of their bids by identifying the specific paragraph 
and page number where the subject topic has already been addressed. 
 
Section II: Financial Bid 
 
3.1.1 Bidders must submit their financial bid, in Canadian funds, in accordance with Annex B - Basis of 

Payment. 
 
3.1.2  Electronic Payment of Invoices – Bid 

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

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

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

3.1.3 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 
 
Bidders must submit the certifications and additional information required under Part 5. 
 
Section IV: Additional Information 
 
In Section IV of their bid, Bidders should provide: 

1. Their legal name; 
2. Their Procurement Business Number (PBN); 
3. The name of the contact person (provide also this person’s mailing address, phone number and 
email address) authorized by the Bidder to enter into communication with Canada with regards to their 
bid, and any contract that may result from their bid; and 
4. For Part 2, article 2.3, Former Public Servant, of the bid solicitation: the required answer to each 
question; and if the answer is yes, the required information. 
5. The Company Security Officer must ensure through the Contract Security Program that the Bidder 
and proposed individuals hold a valid security clearance at the required level, as indicated in Part 6 – 
Security Requirements. 
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PART 4 - EVALUATION PROCEDURES AND BASIS OF SELECTION 

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

the technical and financial evaluation criteria. 
 

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

4.1.1.1. Mandatory Technical Criteria  
 
The bid must meet all the mandatory technical criteria specified below. The Bidder must provide the 
necessary documentation to support compliance with this requirement.  
 
Bids that fail to meet all the mandatory technical criteria specified will be declared non-responsive. Each 
mandatory technical criterion should be addressed separately.  
 
 
MT1:  The Bidder must provide a written statement confirming their ability to provide a warehouse facility     
           with a minimum size of 120 m2. 
 
MT2: The Bidder must provide a written statement confirming that they have a minimum  of 12 movers on                               
  their payroll 
 
MT3: The Bidder must provide a list of their vehicles. The Bidder must be able to provide the following:  
 

a. Up to two (2) cube vans 
b. one (1) tractor trailer 
c. two (2) trucks with a minimum gross vehicle weight registered (GVWR) 6,800 kg (at least 

one with hydraulic trail gate)  
 
MT4: The Bidder must have experience in moving and relocating office equipment and furniture. 

The Bidder must provide a list of at least three (3) projects completed within the last five (5) years 
to substantiate the above. 
For a project to qualify, it must involve all of the following conditions:  

  
• the relocation of at least five (5) offices;  
• the moving of computers, monitors and/or TV’s; 
• the relocation of workstations contents;  
• the moving of  office furniture (non-system furniture);  
• the relocation of other office furniture including, but not limited to, office equipment, filing 

cabinets, bookshelves, printers, fax machines, etc.;  
• the dismantling and installation of integrated workstations, including but not limited to: 

Hayworth, Teknion,  
Steelcase, Corcan, Artopex, Global, etc.;  

• involve moves at the municipal, provincial, federal and/or government level;  
 

A table-style format must be used to capture all projects, with separate columns for each of the 
following:  

  
• name of the project;  
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• summary description of the services provided that indicates that they meet each of the 
qualifying conditions above   

• duration of the project – start and completion dates;  
• number/description of resources assigned to the project;  
• dollar value of the project;  
• name of the client organization. 

4.2  Basis of Selection 
 

4.2.1 Mandatory Technical Criteria  
 

A bid must comply with the requirements of the bid solicitation and meet all mandatory technical 
evaluation criteria to be declared responsive. The responsive bid with the lowest evaluated price will be 
recommended for award of a contract. 
 

PART 5 – CERTIFICATIONS AND ADDITIONAL INFORMATION 

Bidders must provide the required certifications and additional information to be awarded a contract.  
 
The certifications provided by Bidders to Canada are subject to verification by Canada at all times. Unless 
specified otherwise, Canada will declare a bid non-responsive, or will declare a contractor in default if any 
certification made by the Bidder is found to be untrue, whether made knowingly or unknowingly, during 
the bid evaluation period or during the contract period. 
 
The Contracting Authority will have the right to ask for additional information to verify the Bidder’s 
certifications. Failure to comply and to cooperate with any request or requirement imposed by the 
Contracting Authority will render the bid non-responsive or constitute a default under the Contract. 

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

5.2 Certifications Precedent to Contract Award and Additional Information 
 
The certifications and additional information listed below should be submitted with the bid but may be 
submitted afterwards. If any of these required certifications or additional information is not completed and 
submitted as requested, the Contracting Authority will inform the Bidder of a time frame within which to 
provide the information. Failure to provide the certifications or the additional information listed below 
within the time frame specified will render the bid non-responsive. 
 
5.2.1 Integrity Provisions – Required Documentation 
 
In accordance with the section titled Information to be provided when bidding, contracting or entering into 
a real property agreement of the Ineligibility and Suspension Policy (http://www.tpsgc-pwgsc.gc.ca/ci-
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if/politique-policy-eng.html), the Bidder must provide the required documentation, as applicable, to be 
given further consideration in the procurement process. 
 
5.2.2 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 Bidder must provide a 
completed Contract Security Program Application for Registration (AFR) form (see Annex G) to be given 
further consideration in the procurement process.  
 
Bidders are reminded to obtain the required security clearance and, as applicable, security capabilities 
promptly. As indicated above, bidders 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 extension granted by the Contracting Authority in its discretion), or if 
Canada requires further information from the Bidder in connection with assessing the request for security 
clearance (i.e., information not required by the AFR form), the Bidder 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 Bidder fails to provide the required information within the timeframe established 
by the Contracting Authority, its bid will be declared non-compliant. 
 
5.2.3 Federal Contractors Program for Employment Equity - Bid Certification 
 
By submitting a bid, the Bidder certifies that the Bidder, and any of the Bidder's members if the Bidder is a 
Joint Venture, is not named on the Federal Contractors Program (FCP) for employment equity "FCP 
Limited Eligibility to Bid" list available at the bottom of the page of the Employment and Social 
Development Canada (ESDC) - Labour's website.  

 
Canada will have the right to declare a bid non-responsive if the Bidder, or any member of the Bidder if 
the Bidder is a Joint Venture, appears on the “FCP Limited Eligibility to Bid list at the time of contract 
award. 
 
5.2.4 Additional Certifications Precedent to Contract Award 
 
5.2.4.1 Status and Availability of Resources 
 
The Bidder certifies that, should it be awarded a contract as a result of the bid solicitation, every individual 
proposed in its bid will be available to perform the Work as required by Canada's representatives and at 
the time specified in the bid solicitation or agreed to with Canada's representatives. If for reasons beyond 
its control, the Bidder is unable to provide the services of an individual named in its bid, the Bidder may 
propose a substitute with similar qualifications and experience. The Bidder must advise the Contracting 
Authority of the reason for the substitution and provide the name, qualifications and experience of the 
proposed replacement. For the purposes of this clause, only the following reasons will be considered as 
beyond the control of the Bidder: death, sickness, maternity and parental leave, retirement, resignation, 
dismissal for cause or termination of an agreement for default. 
 
If the Bidder has proposed any individual who is not an employee of the Bidder, the Bidder certifies that it 
has the permission from that individual to propose his/her services in relation to the Work to be performed 
and to submit his/her résumé to Canada. The Bidder must, upon request from the Contracting Authority, 
provide a written confirmation, signed by the individual, of the permission given to the Bidder and of 
his/her availability. Failure to comply with the request may result in the bid being declared non-
responsive. 
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PART 6 - SECURITY, FINANCIAL AND OTHER REQUIREMENTS 

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

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

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

(c) the Bidder’s security capabilities must be met as indicated in Part 7 - Resulting Contract 
Clauses. 

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

6.2  Insurance Requirements 
 
6.2.1 Insurance – Proof of Availability Prior to Contract Award 
 
The Bidder must provide a letter from an insurance broker or an insurance company licensed to operate 
in Canada stating that the Bidder, if awarded a contract as a result of the bid solicitation, can be insured 
in accordance with the Insurance Requirements specified in Annex D. 
 
If the information is not provided in the bid, the Contracting Authority will so inform the Bidder and provide 
the Bidder with a time frame within which to meet the requirement. Failure to comply with the request of 
the Contracting Authority and meet the requirement within that time period will render the bid non-
responsive. 
 
 
PART 7 - RESULTING CONTRACT CLAUSES  
 
The following clauses and conditions apply to and form part of any contract resulting from the bid 
solicitation.  

7.1 Statement of Work  
 

The Contractor must perform the Work in accordance with the Statement of Work at Annex A. 
 
7.1.2 Task Authorization 
 
The Work or a portion of the Work to be performed under the Contract will be on an "as and when 
requested basis" using a Task Authorization (TA). The Work described in the TA must be in accordance 
with the scope of the Contract. 
 
7.1.2.1 Task Authorization Process 
 

1. The Project Authority will provide the Contractor with a description of the task using Task 
Authorization" form specified in Annex E. 
 

2. The Task Authorization (TA) will contain the details of the activities to be performed, a description 
of the deliverables, and a schedule indicating completion dates for the major activities or 
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submission dates for the deliverables. The TA will also include the applicable basis(bases) and 
methods of payment as specified in the Contract. 
 

3. The Contractor must provide the Project Authority, within twenty-four (24) hours of its receipt, the 
proposed total estimated cost for performing the task and a breakdown of that cost, established in 
accordance with the Basis of Payment specified in the Contract. 
 

4. The Contractor must not commence work until a TA authorized by the Project Authority has been 
received by the Contractor. The Contractor acknowledges that any work performed before a TA 
has been received will be done at the Contractor's own risk. 

 
7.1.2.2 Task Authorization Limit 
 
The Project Authority may authorize individual task authorizations up to a limit of $ 5,000.00, Applicable 
Taxes included, inclusive of any revisions. 
 
Any task authorization to be issued in excess of that limit must be authorized by the Project Authority and 
the Contracting Authority before issuance. 
 
7.1.2.3 Minimum Work Guarantee - All the Work - Task Authorizations 

 
1. In this clause, "Maximum Contract Value" means the amount specified in the "Limitation of 

Expenditure" clause set out in the Contract; and "Minimum Contract Value" means 2% if the 
maximum Contract value. 
 

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

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

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

7.1.2.4  Periodic Usage Reports - Contracts with Task Authorizations 

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

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

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

The quarterly periods are defined as follows: 

- 1st quarter: April 1 to June 30; 

- 2nd quarter: July 1 to September 30; 
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- 3rd quarter: October 1 to December 31; and 

- 4th quarter: January 1 to March 31. 

The data must be submitted to the Contracting Authority no later than fifteen (15) calendar days after 
the end of the reporting period. 

Reporting Requirement- Details 

A detailed and current record of all authorized tasks must be kept for each contract with a task 
authorization process. This record must contain: 

For each authorized task: 

i. the authorized task number or task revision number(s); 

ii. a title or a brief description of each authorized task; 

iii. the total estimated cost specified in the authorized Task Authorization (TA) of each task, 
exclusive of Applicable Taxes; 

iv. the total amount, exclusive of Applicable Taxes, expended to date against each authorized task; 

v. the start and completion date for each authorized task; and 

vi. the active status of each authorized task, as applicable. 

For all authorized tasks: 

i. the amount (exclusive of Applicable Taxes) specified in the contract (as last amended, as 
applicable) as Canada's total liability to the contractor for all authorized TAs; and 

ii. the total amount, exclusive of Applicable Taxes, expended to date against all authorized TAs. 

7.2 Standard Clauses and Conditions 
 

All clauses and conditions identified in the Contract by number, date and title are set out in the Standard 
Acquisition Clauses and Conditions Manual (https://buyandsell.gc.ca/policy-and-guidelines/standard-
acquisition-clauses-and-conditions-manual) issued by Public Works and Government Services Canada. 
 
 
7.2.1 General Conditions 
 
2035 (2022-12-01), General Conditions - Higher Complexity - Services, apply to and form part of the 
Contract. 

7.3 Security Requirements 
 
1. The Contractor must, at all times during the performance of the Contract, hold a valid Designated 

Organization Screening (DOS), issued by the Contract Security Program (CSP), Public Works 
and Government Services Canada (PWGSC). 

 
2. The Contractor personnel requiring access to sensitive site(s) must EACH hold a valid 

RELIABILITY STATUS, granted or approved by the CSP, PWGSC. 
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3.  Subcontracts which contain security requirements are NOT to be awarded without the prior 
written permission of the CSP, PWGSC. 

 
4. 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).  

7.4 Term of Contract 
 
7.4.1 Period of the Contract 
 
The period of the Contract is from date of Contract to _____. (for a period of 2 years from date of contract 
award) 
 
7.4.2 Option to Extend the Contract 
 
The Contractor grants to Canada the irrevocable option to extend the term of the Contract by up to two 
(2) additional one (1) year periods under the same conditions. The Contractor agrees that, during the 
extended period of the Contract, it will be paid in accordance with the applicable provisions as set out in 
the Basis of Payment. 
 
Canada may exercise this option at any time by sending a written notice to the Contractor before the 
expiry date of the Contract. The option may only be exercised by the Contracting Authority, and will be 
evidenced for administrative purposes only, through a contract amendment. 
 
7.4.3 Delivery Points 
 
Delivery of the requirement will be made to delivery points specified at Appendix A of Statement of Work 
– List of Buildings (Appendix 1). 

7.5 Authorities 
 
7.5.1 Contracting Authority 
 
The Contracting Authority for the Contract is: 
(Will be inserted at contract award) 
 
Name: _________ 
Title: _________ 
Organization: __________ 
Address: __________ 
Telephone: ___-___-_____ 
E-mail address: ____________ 
 
The Contracting Authority is responsible for the management of the Contract and any changes to the 
Contract must be authorized in writing by the Contracting Authority. The Contractor must not perform 
work in excess of or outside the scope of the Contract based on verbal or written requests or instructions 
from anybody other than the Contracting Authority. 
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7.5.2 Project Authority 
 
The Project Authority for the Contract is: 
(Will be inserted at contract award) 
 
Name: _________ 
Title: _________ 
Organization: __________ 
Address: __________ 
Telephone: ___-___-_____ 
E-mail address: ____________ 
 
The Project Authority is the representative of the department or agency for whom the Work is being 
carried out under the Contract and is responsible for all matters concerning the technical content of the 
Work under the Contract. Technical matters may be discussed with the Project Authority; however, the 
Project Authority has no authority to authorize changes to the scope of the Work. Changes to the scope 
of the Work can only be made through a contract amendment issued by the Contracting Authority. 
 
7.5.3 Contractor's Representative 
 
Name: (Will be inserted at contract award) 
Title: _________ 
Organization: __________ 
Address: __________ 
Telephone: ___-___-_____ 
Facsimile: ___-___-_____ 
E-mail address: ____________ 
 

7.6 Proactive Disclosure of Contracts with Former Public Servants 
 

By providing information on its status, with respect to being a former public servant in receipt of a Public 
Service Superannuation Act (PSSA) pension, the Contractor has agreed that this information will be 
reported on departmental websites as part of the published proactive disclosure reports, in accordance 
with Contracting Policy Notice: 2019-01 of the Treasury Board Secretariat of Canada 

7.7 Payment 
 
7.7.1 Basis of Payment – Individual Task Authorizations 
 
The Contractor will be paid for the Work specified in the authorized task authorization, in accordance with 
the Basis of Payment at Annex B. 
 
Canada's liability to the Contractor under the authorized task authorization must not exceed the limitation 
of expenditure specified in the authorized task authorization. Custom duties are included and Applicable 
Taxes are extra. 
 
No increase in the liability of Canada or in the price of the Work specified in the authorized task 
authorization resulting from any design changes, modifications or interpretations of the Work will be 
authorized or paid to the Contractor unless these design changes, modifications or interpretations have 
been authorized, in writing, by the Contracting Authority before their incorporation into the Work. 
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7.7.2 Limitation of Expenditure - Cumulative Total of all Task Authorizations 
 

1. Canada's total liability to the Contractor under the Contract for all authorized Task Authorizations 
(TAs), inclusive of any revisions, must not exceed the sum of $ _____ (Will be inserted at 
contract award). Customs duties are included and Applicable Taxes are extra. 
 

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

3. The Contractor must notify the Contracting Authority in writing as to the adequacy of this sum:  

a) when it is 75 percent committed, or 
b) four (4) months before the contract expiry date, or 
c) as soon as the Contractor considers that the sum is inadequate for the completion of the Work      
required in all authorized TAs, inclusive of any revisions, whichever comes first.  

 
4. If the notification is for inadequate contract funds, the Contractor must provide to the Contracting 

Authority, a written estimate for the additional funds required. Provision of such information by the 
Contractor does not increase Canada's liability 

 
7.7.3  Method of Payment 
 
For the Work specified in an authorized TA subject to a limitation of expenditure, the following method of 
payment will form part of the authorized TA: 
 
a) Single Payment: 
 
Canada will pay the Contractor upon completion and delivery of the Work in accordance with the payment 
provisions of the Contract if: 

(i) 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; 

(ii) all such documents have been verified by Canada; and 
(iii) the Work delivered has been accepted by Canada. 

b) Monthly Payment 
 
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: 

(i) 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; 

(ii) all such documents have been verified by Canada; and 
(iii) the Work delivered has been accepted by Canada. 

 
7.7.4 No Responsibility to Pay for Work not performed due to Closure of Government Offices 
 
Where the Contractor, its employees, subcontractors, or agents are providing services on government 
premises under the Contract and those premises are inaccessible because of the evacuation or closure 
of government offices, and as a result no work is performed, Canada is not responsible for paying the 
Contractor for work that otherwise would have been performed if there had been no evacuation or 
closure. 
 
If, as a result of any strike or lock-out, the Contractor or its employees, subcontractors or agents cannot 
obtain access to government premises and, as a result, no work is performed, Canada is not responsible 
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for paying the Contractor for work that otherwise would have been performed if the Contractor had been 
able to gain access to the premises. 
 
7.7.5 Electronic Payment of Invoices – Contract (if applicable) 
 
The Contractor accepts to be paid using any of the following Electronic Payment Instrument(s):  
(insert the information as specified by the Bidder in its bid, or delete if not applicable, at contract award) 
 
7.7.6 Time Verification 
 
Time charged and the accuracy of the Contractor's time recording system are subject to verification by 
Canada, before or after payment is made to the Contractor. If verification is done after payment, the 
Contractor must repay any overpayment, at Canada's request 

7.8 Invoicing Instructions 
 

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

 
Each invoice must be supported by: 
 
a) Each invoice must reference the contract number and TA number 
b) copy of the Task Authorization (TA). 
 

2. Invoices must be distributed as follows: 
 
a) The original and one (1) copy must be forwarded to the address shown on page 1 of the 

Contract for certification and payment. 
b) One (1) copy must be forwarded to the Contracting Authority identified under the section 

entitled "Authorities" of the Contract. 
 

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

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

7.11 Priority of Documents 
 
If there is a discrepancy between the wording of any documents that appear on the list, the wording of the 
document that first appears on the list has priority over the wording of any document that subsequently 
appears on the list. 
 
(a) the Articles of Agreement; 
(b) the general conditions 2035 (2022-12-01), General Conditions – Higher Complexity – Services; 
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(c) Annex A, Statement of Work  
(d) Annex B, Basis of Payment; 
(e) Annex C, Security Requirements Check List; 
(g) Annex D, Insurance Requirements; 
(h) the signed Task Authorizations (including all of its annexes, if any); 
(i) the Contractor's bid dated _____ (insert date at Contract award) 
 

7.12 Insurance – Specific Requirements 
 
The Contractor must comply with the insurance requirements specified in Annex D. The Contractor must 
maintain the required insurance coverage for the duration of the Contract. 
 
Compliance with the insurance requirements does not release the Contractor from or reduce its liability 
under the Contract. The Contractor is responsible for deciding if additional insurance coverage is 
necessary to fulfill its obligation under the Contract and to ensure compliance with any applicable law. 
Any additional insurance coverage is at the Contractor's expense, and for its own benefit and protection. 
 
The Contractor must forward to the Contracting Authority within ten (10) days after the date of award of 
the Contract, a Certificate of Insurance evidencing the insurance coverage and confirming that the 
insurance policy complying with the requirements is in force. For Canadian-based Contractors, coverage 
must be placed with an Insurer licensed to carry out business in Canada, however, for Foreign-based 
Contractors, coverage must be placed with an Insurer with an A.M. Best Rating no less than “A-”. The 
Contractor must, if requested by the Contracting Authority, forward to Canada a certified true copy of all 
applicable insurance policies. 

7.13 Dispute Resolution 

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

STATEMENT OF WORK 
 
 
1. Title 

 
Relocation Services for the Canada School of Public Service (CSPS) within the National Capital 
Region(NCR). 

 
2. Objective 

 
The Canada School of Public Service's (CSPS or the School) Accommodation Division is seeking 
the services of a Contractor to carry out office relocation services for moving offices, 
workspaces, classrooms, in government occupied facilities on an “as and when required” basis 
within the National Capital Region (NCR). 
 

3. Background 
 
The  School is located in three (3) main buildings in the NCR. Office moves and furniture 
installation occur in all three (3) sites and between sites.  
 
The School’s Accommodation division is responsible for addressing health and safety issues 
that arise in the workplace and may require an immediate response to move, relocate and/or 
install office related furniture and equipment (i.e. ergonomic furniture, TV’s). The School must 
ensure that moving and furniture/equipment readily available and installation services are in 
place to address the on-going accommodation needs of the School’s clientele. 
 
The School’s Accommodation division is also responsible for moving, assembling, 
disassembling furniture in an office type environment and for the set-up of classroom 
furniture. 
 
This contract will support the Accommodation division in fullfilling these tasks. 

 
4. Scope 

 
This requirement is for crew supervisors, movers/drivers, vehicles, and storage to perform the 
following, but not limited to, relocation, bi-weekly “courrier” services and tenant services 
within and beetween multiple buildings located within the NCR. The Contractor must provide 
all the ressources, transportation to and from worksites, their tools, equipment, materials and 
lifting equipment necessary to perform all tasks properly, efficiently and safely at no additional 
cost.  

 
5. Requirements 

 
5.1 Contractor’s employees Requirements 
 
Contractor must be able to provide at least 12 movers when required. Personnel assigned to 
this work shall be movers, packers and installers. They must:  

 possess the knowledge related to sequential packing, assembly and dismantling of 
storage and system units, and the installation of powered screens or integrated 
workstations of Teknion, Haworth, Corcan and various freestanding furniture 
manufacturers;; 

 be able to read and interpret furniture installation plans and design layouts; 
 display the Contractor’s name or logo on their outer garment(s) for identification 

purposes; 
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 carry around a personal identity card (with th eir name and photo) from the 
Contractor’s company with them at all time and show it whenever they are asked 
to do so at any move location; 

 Possess client orientation and interpersonal skills  
 possess good communication skills 
 be reliable;  
 use appropriate language and adapt to working conditions on job site (reasonable 

voice level); 
 be neat in appearance in accordance with the Canada Occupational Safety and 

Health Regulations; 
 wear clothes appropriate for the environment as well as have personal suitabilit;  
 be casual clean and must wear safety steel toe work boots having green tag label 

at all times during work hours. 
 
Each move, regardless of how big or small, requires a crew supervisor.  
 
Every crew supervisor must have the following minimum experience within the last 5 years:  

 two years in moving and relocating office equipment and furniture;  
 two years in installing, assembling and disassembling office furniture;  
 two years in sequential (i.e. succeeding or following in order) packing, moving and 

unpacking of records, and in relocation of records storage shelving units; and 
 knowledge in dismantling and reconnecting PC’s.   
 

           5.2    Equipment, resources and tool kits 
 

The Contractor must provide all the resources, tools, lifting equipment and supplies, necessary 
to perform all tasks properly, efficiently and safely, at no additional cost to the Client.  
 

 Example of what could be required, but not limited to the following:  
 boxes and/or plastic moving bins in sufficient numbers to cover each move  
 four (4) wheel padded dollies;  
 heavy duty lift (for safes and secure cabinets)  
 screen carts;  
 electronic/computer carts;  
 floor protection sheets (i.e. aspenite or equivalent);  
 corner protectors;  
 shrink wrap;  
 dollies; and  
 clean blankets/furniture pads.  

 
  Example of a suitable mover’s tool kit:  

 Robertson screwdrivers,;  
 Philips screwdrivers,;  
 two sizes of standard (flat head) screwdrivers,;  
 long needle nose pliers;  
 vice grips;  
 side cutters;  
 metric and imperial wrenches (complete sets);  
 rubber and Ball-peen hammers;  
 cordless drill (with Robertson screwdriver bits and Philips bits) with extra 

recharged batteries;  
 metric and Imperial Allen keys (complete sets); and  
 measuring tape.  

Additional tools may be required, depending on the requirement. CSPS will not be 
responsible for any loss or damage to the Contractor's equipment and/or tools left on 
site. 
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           5.3    Vehicles  
 
The Contractor is required to: 

 provide up to two (2) cube vans, one (1) tractor trailer and two (2) trucks with a 
minimum Gross Vehicle Weight Registered (GVWR) 6,800 kg, closed-in box type; 
(at least one (1) of the trucks is required to have hydraulic tail gate) with 
sufficient clean furniture pads in each truck and a wallboard, as required;  

 be able to provide additional vehicles, upon request, including smaller delivery 
type vehicles or specific purpose vehicles to move heavy or awkward loads, with 
hydraulic tail gates;  

 have readily available back-up vehicles in case of breakdown at no additional cost 
to the identified user(s); and  

 ensure that all vehicles are clean and in good working order.  
 ensure that all vehicles used to fulfill the terms of the contract will be properly 

registered and carry all authorities and licenses required by the appropriate 
Municipal, Provincial or Federal Regulatory Bodies. Proof of operating licenses 
must be provided upon request 

 
6. Hours of work 
 

Contractor must be able to provide services on an as and when requested basis as specified 
in each Task Authorization (TA).  The Contractor could be called on to provide the services 
seven (7) days a week between the hours of 07:00 to 17:00 hours however most work will 
be performed between, but not limited to, 07:00 to 17:00 hours Monday to Friday. 
 
Availability and Deadlines 
 
The Project Authority must be able to reach the Contractor by email and/or telephone without 
delay, during normal business hours (Monday to Friday between 7:00 and 17:00 hours, with 
the exception of holidays) and outside normal business hours for urgent requests. 

 
7. Tasks 

 
The work is to be carried out as described in the Task Authorizations (TA). The Contractor 
may be required, but will not be limited to, relocations within buildings and between 
buildings. 
 
The Contractor must provide relocation and installation services including, but not limited to 
the following, based on the type, size and complexity of the project:  

 Relocation/installation of furniture/equipment, office accessories from one location 
to another within the same building and/or from one building to another;  

o overhead shelving, systems panel hung accessories, bookcases, 
whiteboards, coat racks etc, chairs, tables, filing cabinets, storage 
cabinets, pedestals, storage towers, boxes ect.;  

o full office suites, workstation systems, office screens/panels and desks, 
freestanding, systems and non-systems furniture boardroom furniture, 
TV’s, computer screens equipment, file and record storage systems and 
units etc. 

 Installation services related facilities requests, Ergonomic requests, Health and 
Safety requests  

o setting up ergonomic furniture, adaptive equipment, ergonomic office 
accessories, etc.; 

 Relocation of kitchen equipment and other workplace items such as fridges, 
microwaves, toasters, kettles etc.;  

 Provide delivery bins, boxes and other moving supplies with move schedule to site 
one (1) week prior to the move  or as requested in the TA 

 Dismantle and reassembly of furniture/equipment and office accessories;  
 Disconnection, packing, relocation and re-connection of workstation/offices, 
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computer hardware, peripherals and printers, shredder machines, multi-functional 
devices (photocopiers), laminate machines etc.;  

o items must be plugged-in/reconnected to confirm that workstations are in 
full working order   

o Any unused cables must be left with the client representative for use on 
future moves. 

 Access to a storage facility, minimum 120 m2. 
 Storage and installation services such as the intake of surplus, and redeployment 

of surplus furniture;  
 Provide all warehouse handling, including loading and unloading from trucks at 

warehouse dock;  
 Packing and preparing to transport (dolly-up) and moving to new location;  
 Securing load and transport to destination under the direction of the client 

representative. All items must be padded, packed and protected; 
 Once onsite, the Contractor must utilize loading dock/zone facilities to transport 

items into building and to the designated floor as directed by the client 
representative.  All furniture and packed items must be placed in such a manner 
that does not impede access to workstations and/or corridor areas.  All furniture 
must be assembled/built and installed as directed by client project authority;  

 The Contractor must provide the quote within 24 hours of notice for each 
move/project request; 

 Provision of post move services such as removal of empty moving boxes/bins and 
debris at the completion of a move or installation; all equipment and tools must be 
removed from the floor area and the site must be cleaned of any leftover parts and 
pieces and/or damaged furniture and packaging garbage; 

 
8. Constraints 

 
The Contractor undertakes and agrees to comply with all regulations in force on the sites  
where the work is to be performed.  

 The Contractor must provide transportation to and from the work sites, for the 
Contractors’ personnel, their tools, equipment; and also for all related materials and 
supplies required for the performance of the Work, under any resulting contract at no 
additional cost.  

 The Contractor is liable for any damage or loss caused by the Contractor during a 
move. The Contractor must reimburse  the Client’s damaged or lost furnishings, real 
property and/or equipment (including floor and wall finishes), within two (2) weeks 
notification. 

 Some moves may take place on weekdays. Requirements may change, and moves 
may be added or removed. There is no guarantee that all the Work described herein, 
will ultimately be undertaken through the Contract.   

 
9. Security 
 

All personnel must be security cleared at the Reliability status. Employees not cleared will 
not be granted access to the site. 
 

10. Property of the Canada School of Public Service 
 
During work, the Contractor must keep the work site clean and free of trash and debris. Place 
volatile waste in covered metal containers and empty them daily. Debris accumulation on 
work sites is unacceptable. 
 
After each job, the Contractor must ensure to leave the work site clean and free of trash, 
debris, materials, tools and equipment. The Contractor must ensure to leave the work area 
at the Project Authority's satisfaction. 
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11. Schedule 
 

Schedules, delivery dates and timelines will be determined and provided by the CSPS Project 
Authority (PA) in writing to the Contractor via a TA form, on a project-by-project basis.  

 
12. Client Support 
 

The Project Authority identified  in the Task Authorization will provide access to CSPS's 
facilities and will provide other assistance and/or support, as needed (e.x. floor plans). The 
Project Authority identified in the TA will be available to answer any questions at any 
moment and throughout the scheduled work. 
 
The CSPS Project Authority will sign all worksheets indicating number of hours 
worked by employees. 

 
13. Meetings  
 

An initial meeting is required with the company representative to go through the details of 
the contract and meet the CSPS team. The company representative may be asked to attend 
meetings prior to some projects.  
 

14. Location of Work, Work site and Delivery Point (if applicable) 
 

 The majority of the work will take place within or between federal buildings listed in 
Appendix 1 

 Work may also be required at additional sites within the NCR. 
 The terms of access to the site will be set out by the CSPS's representative. 
 Access to the site will be subject to the regulations in force, depending on the 

building. 
 The Contractor undertakes and agrees to comply with all regulation in force on the 

locations where work will be performed. 
 

 
15. Language of Work 

 
Provide bilingual crew supervisor for the services associated with the contract in both 
official languages (English and French). It is the responsibility of the contractor to assess 
the linguistic capabilities of its personnel. 
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APPENDIX 1 -  LIST OF BUILDINGS 

 
Canada School of Public Service 
LaSalle Academy 
373 Sussex Drive Ottawa, Ontario 
Loading dock access on St Andrews Street. 

 
Canada School of Public Service 
Asticou Campus 
241 Cité des Jeunes Boulevard, Gatineau, Quebec  J8Y 6L2 
Loading dock access through Parking lot #P4 

 
 

John G. Diefenbaker building 
111 Sussex, Ontario 
Loading dock access from parking garage 
 
 
Note: List of buildings is subject to change 
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ANNEX B 

BASIS OF PAYMENT 
 
Proposed firm price is to be expressed in Canadian Dollar, GST, HST extra (if applicable). A breakdown 
of the firm price must be included. The following table must be used. Rates submitted must include the 
furnishings of all labour, materials, equipment, permit fees and incidental costs necessary or proper for 
the completion of the work. All costs for fuel surcharge, overhead, overtime, profit, financing, general 
requirements, contingencies, etc. must be included in the submitted rates. 
 
The minimum task authorization period will be three hours. All claims, above and beyond a three (3) hour 
minimum order time period, will be for on-site hours only and will be calculated to the next 15 minutes. 
 
Table 1: Rates and Prices (in CAN $) 
 

Item 
# 

Service Item Initial Contract 
Period 
Year 1  

Initial Contract 
Period 
Year 2  

Option Period 
1 

Option Period 
2 

A B C D 
A. Labor Catergory (7 days per week) 
1 Crew Supervisor $_____ per hour $_____ per hour $_____ per hour $_____ per hour 
2 General Movers 

(including Drivers) 
$_____ per hour $_____ per hour $_____ per hour $_____ per hour 

3 Installers $_____ per hour $_____ per hour $_____ per hour $_____ per hour 
B. Vehicles – including material, blankets, fuel, etc. but excluding drivers (7days per week) 
4 Cube Van $_____ per hour $_____ per hour $_____ per hour $_____ per hour 
5 Tractor Trailer $_____ per hour $_____ per hour $_____ per hour $_____ per hour 
6 Truck with min. GVWR of 

6,800 kg, Closed-in box 
type without Hydraulic tail 
gate. 

 
$_____ per hour 

 
$_____ per hour 

 
$_____ per hour 

 
$_____ per hour 

7 Truck with min. GVWR of 
6,800 kg, Closed-in box 
type with Hydraulic tail 
gate. 

 
$_____ per hour 

 
$_____ per hour 

 
$_____ per hour 

 
$_____ per hour 

C. Warehousing 
8 Warehouse storage and 

all related services, 
strictly on the amount of 
square foot of goods 
warehoused 

 
$_____per 
square foot, per 
day 
 

 
$_____per 
square foot, per 
day 
 

 
$_____per 
square foot, per 
day 
 

 
$_____per 
square foot, per 
day 
 

D. Packing Material and Supplies 
9 Cardboard Boxes (2.2 cu 

ft capacity) Including 
labels and tape 

$______per box  $______per box  $______per box  $______per box  

10 Plastic Bins ( minimum 
dimensions 25” x 16” X 
12” / 2.7 cu ft) with lids, 
labels and security ties. 
One week minimum 

$________per 
bin, per week 

$________per 
bin, per week 

$________per 
bin, per week 

$________per 
bin, per week 
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Table 2: Bid Evaluation (Will be delete at Contract award) 
 

Item # Service Item Rates/Prices 
submitted for 4 
years 
AA= Table 1, 
Column A+B+C+D 
for each Item 
 

Estimated 
yearly usage 
 

Total estimated 
price 
 

AA BB C=AA*BB 
A. Labour Category (7 days per week) 

1 Crew Supervisor $ 90 hours $ 
2 General Movers 

(including Drivers) 
$ 90 hours $ 

3 Installers $ 90 hours $ 
B. Vehicles – including material, blankets, fuel, etc. but excluding drivers (7days per week) 
4 Cube Van $ 37.5hours $ 
5 Tractor Trailer $ 37.5 hours $ 

6 
Truck with min. GVWR of 
6,800 kg, Closed-in box 
type without Hydraulic 
tail gate. 

$ 37.5 hours $ 

7 Truck with min. GVWR of 
6,800 kg, Closed-in box 
type with Hydraulic tail 
gate. 

$ 
37.5 hours 

$ 

C. Warehousing 
8 Warehouse storage and 

all related services, 
strictly on the amount of 
square foot of goods 
warehoused 

$ 
120 Square 
Meters, 10 days 

$ 

D. Packing Material and Supplies 

9 
Cardboard Boxes (2.2 cu 
ft capacity) Including 
labels and tape 

$ 2000 $ 

10 
Plastic Bins ( minimum 
dimensions 25” x 16” X 
12” / 2.7 cu ft) with lids, 
labels and security ties. 
One week minimum 

$ 2 weeks $ 

Total Estimated Price for Evaluation Purpose Only $ 
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ANNEX C 

SECURITY REQUIREMENTS CHECK LIST 
 
 
 

 
(See the following)  
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ANNEX D 

INSURANCE REQUIREMENTS 

 
Commercial General Liability Insurance 
 
1. The Contractor must obtain Commercial General Liability Insurance, and maintain it in force throughout 
the duration of the Contract, in an amount usual for a contract of this nature, but for not less than 
$2,000,000 per accident or occurrence and in the annual aggregate. 
 
2. The Commercial General Liability policy must include the following: 

a) Additional Insured: Canada is added as an additional insured, but only with respect to liability 
arising out of the Contractor's performance of the Contract. The interest of Canada should read 
as follows: Canada, as represented by Canada School of Public Service. 

b) Bodily Injury and Property Damage to third parties arising out of the operations of the Contractor. 
c) Products and Completed Operations: Coverage for bodily injury or property damage arising out of 

goods or products manufactured, sold, handled, or distributed by the Contractor and/or arising out 
of operations that have been completed by the Contractor. 

d) Personal Injury: While not limited to, the coverage must include Violation of Privacy, Libel and 
Slander, False Arrest, Detention or Imprisonment and Defamation of Character. 

e) Cross Liability/Separation of Insured: Without increasing the limit of liability, the policy must 
protect all insured parties to the full extent of coverage provided. Further, the policy must apply to 
each Insured in the same manner and to the same extent as if a separate policy had been issued 
to each. 

f) Blanket Contractual Liability: The policy must, on a blanket basis or by specific reference to the 
Contract, extend to assumed liabilities with respect to contractual provisions. 

g) Employees and, if applicable, Volunteers must be included as Additional Insured. 
h) Employers' Liability (or confirmation that all employees are covered by Worker's compensation 

(WSIB) or similar program) 
i) Broad Form Property Damage including Completed Operations: Expands the Property Damage 

coverage to include certain losses that would otherwise be excluded by the standard care, 
custody or control exclusion found in a standard policy. 

j) Notice of Cancellation: The Insurer will endeavor to provide the Contracting Authority thirty (30) 
days written notice of policy cancellation. 

k) If the policy is written on a claims-made basis, coverage must be in place for a period of at least 
12 months after the completion or termination of the Contract. 

l) Owners' or Contractors' Protective Liability: Covers the damages that the Contractor becomes 
legally obligated to pay arising out of the operations of a subcontractor. 

m) Non-Owned Automobile Liability - Coverage for suits against the Contractor resulting from the 
use of hired or non-owned vehicles. 

n) Sudden and Accidental Pollution Liability (minimum 120 hours): To protect the Contractor for 
liabilities arising from damages caused by accidental pollution incidents. 

o) Litigation Rights: Pursuant to subsection 5(d) of the Department of Justice Act, S.C. 1993, c. J-2, 
s.1, if a suit is instituted for or against Canada which the Insurer would, but for this clause, have 
the right to pursue or defend on behalf of Canada as an Additional Named Insured under the 
insurance policy, the Insurer must promptly contact the Attorney General of Canada to agree on 
the legal strategies by sending a letter, by registered mail or by courier, with an acknowledgment 
of receipt. 
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For the province of Quebec, send to: 
 
Director Business Law Directorate, 
Quebec Regional Office (Ottawa), 
Department of Justice, 
284 Wellington Street, Room SAT-6042, 
Ottawa, Ontario, K1A 0H8 
 
For other provinces and territories, send to: 
 
Senior General Counsel, 
Civil Litigation Section, 
Department of Justice 
234 Wellington Street, East Tower 
Ottawa, Ontario K1A 0H8 
 
A copy of the letter must be sent to the Contracting Authority. Canada reserves the right to co-defend 
any action brought against Canada. All expenses incurred by Canada to co-defend such actions will 
be at Canada's expense. If Canada decides to co-defend any action brought against it, and Canada 
does not agree to a proposed settlement agreed to by the Contractor's insurer and the plaintiff(s) that 
would result in the settlement or dismissal of the action against Canada, then Canada will be 
responsible to the Contractor's insurer for any difference between the proposed settlement amount 
and the amount finally awarded or paid to the plaintiffs (inclusive of costs and interest) on behalf of 
Canada. 
 
All Risk Property Insurance 
 
The Contractor must obtain All Risks Property insurance while the Government Property is under its 
care, custody or control, and maintain it in force throughout the duration of the Contract, in an amount 
of not less than $2,000,000.00. The Government's Property must be insured on Replacement Cost 
(new) basis. 
 
1. Administration of Claims: The Contractor must notify Canada promptly about any losses or damages to 
Government Property and monitor, investigate and document losses of or damage to ensure that claims 
are properly made and paid. 
 
2. The All Risks Property insurance policy must include the following: 

a) Notice of Cancellation: The Insurer will endeavor to provide the Contracting Authority at least thirty 
(30) days written notice of policy cancellation. 

b) Loss Payee: Canada as its interest may appear or as it may direct. 
c) Waiver of Subrogation Rights: Contractor's Insurer to waive all rights of subrogation against 

Canada as represented by the Canada School of Public Service who issued the Contract 
document and Public Works and Government Services Canada for any and all loss of or damage 
to the property however caused. 
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Warehouseman's Legal Liability Insurance 
 
1. The Contractor must obtain Warehouseman's Legal Liability Insurance coverage on Government 
Property, and maintain it in force while under its care, custody or control for storage, in an amount of not 
less than $2,000,000.00. The Government's Property must be insured on a Replacement Cost (new) 
basis. 
 
2. Administration of Claims: The Contractor must notify Canada promptly about any losses or damages to 
Government Property and monitor, investigate and document losses of or damage to Government 
Property to ensure that claims are properly made and paid. 
 
3. The following endorsements must be included: 

a) Notice of Cancellation: The Insurer will endeavor to provide the Contracting Authority thirty (30) 
days written notice of cancellation. 

b) Settlement of Claims: The insurance proceeds regarding any loss of or damage to Government 
Property must be payable to the appropriate party as directed by the Contracting Authority. 

c) Loss Payee: Canada as its interest may appear or it may direct. 
d) Waiver of Subrogation Rights: Contractor's Insurer to waive all rights of subrogation against 

Canada as represented by the Canada School of Public Service who issued the Contract 
document and Public Works and Government Services Canada for any and all loss of or damage 
to the property however caused. 

All Risk in Transit Insurance 
 
1. The Contractor must obtain on the Government's Property, and maintain in force throughout the 
duration of the Contract, All Risk Property in Transit insurance coverage for all applicable conveyances 
while under its care, custody or control, in an amount of not less than $2,000,000.00 per shipment. 
Government Property must be insured on Replacement Cost (new) basis. 
 
2. Administration of Claims: The Contractor must notify Canada promptly about any losses or damages to 
Government Property and monitor, investigate and document losses of or damage to ensure that claims 
are properly made and paid. 
 
3. The All Risk Property in Transit insurance must include the following: 

a) Notice of Cancellation: The Insurer will endeavor to provide the Contracting Authority at least thirty 
(30) days written notice of any policy cancellation. 

b) Loss Payee: Canada as its interest appears or as it may direct. 
c) Waiver of Subrogation Rights: Contractor's Insurer to waive all rights of subrogation against 

Canada as represented by the Canada School of Public Service who issued the Contract 
document and Public Works and Government Services Canada for any and all loss of or damage 
to the property however caused. 

Automobile Liability Insurance 
 
1. The Contractor must obtain Automobile Liability Insurance, and maintain it in force throughout the 
duration of the Contract, in an amount usual for a contract of this nature, but for not less than $2,000,000 
per accident or occurrence. 
 
2. The policy must include the following: 

a) Third Party Liability - $2,000,000 Minimum Limit per Accident or Occurrence 
b) Accident Benefits - all jurisdictional statutes 
c) Uninsured Motorist Protection 
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d) Notice of Cancellation: The Insurer will endeavor to provide the Contracting Authority thirty (30) 
days written notice of cancellation. 

Additional Insurance 
 
Notwithstanding the Contractor’s requirement to maintain insurance pursuant to Annex E, the 
Contracting Authority hereby reserves the right to make a special declaration for goods whose value 
exceeds the Contractor’s limit of insurance coverage. Upon such a declaration, the Contractor must 
provide a separate estimate and indicate the amount in the Task Authorization. The Canada School of 
Public Service must be responsible for the additional premium. 
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ANNEX E 

TASK AUTHORIZATION FORM 
 

TASK AUTHORIZATION / AUTORISATION DE TÂCHES  
Contractor/entrepreneur:      Contract #/No de 

Contrat:   
  

TA # /No de AT:   Date:      
TA Request / Demande d’AT 

1.  Description of Work to be Performed/ Description du travail  
 The Work to be performed is in accordance with Annex A (Statement of Work) of the contract./ Les travaux à exécuter sont 
conformes à l'annexe A (Énoncé des travaux) du contrat. 
 
 

 
2.   Period of Services estimated/ Durée estimative des 
services:  

From 
/de 
(Date): 

  To /à 
(Date):  

  

3.   Work Location/ Lieux  NCR /RCN 
6.   Other Conditions or Restraints / 
Autres conditions ou restrictions 

As per the contract / Selon le contrat  

7.   TA Proposal  / AT Proposition Estimated Cost/ coût estimé   
TA Proposal/ AT proposition   

8. Estimated Cost TA/ Coût du AT estimé 

Resource Category / Catégorie de ressource 

Estimated # 
of Resource 

/ Nb 
estimative 

de 
ressources 

All Inclusive 
Firm Rate/ Taux 
ferme tout inclus 

Estimated # of 
Hours / Nb 
d’heures 

estimatives 

Estimated Cost 
/ Coût estimatif 

Crew Supervisor / Chef d’équipe   $               /hr   $  
General Movers (including driver)/ Déménageurs 
(incluant le chauffeur) 

  $               /hr   $  

Installers / Installateur   $               /hr   $  
Cube Van /Camion-cube    $               /hr   $  
Tractor Trailer / Tracteur semi-remorque   $               /hr  $  
Truck, min. GVWR of 6,800 kg, closed-in box type, 
without hydraulic tail gate / Camion à caisse fermée sans 
hayon hydraulique (PNBV 6800 kg minimum)  

 
$               /hr 

 
$  

Truck, min. GVWR of 6,800 kg, closed-in box type with 
hydraulic tail gate / Camion à caisse fermée avec hayon 
hydraulique (PNBV 6800 kg minimum)  

 
$               /hr 

 
$  

Storage and all related services, strictly on the amount of 
square foot of goods warehoused/ Stockage, tous les 
services connexes strictement sur la quantité de pieds 
carrés de biens entreposés 

  
$                /ft2 

 
$  

Cardboard Boxes (2.2 cu ft capacity), including labels 
and Tape/ Boîtes de carton (capacité de 2,2 pi3), y 
compris les étiquettes et le ruban 

 
$               /bx     $ 

Plastic Bins (minimum dimensions 25” x 16” x 12” / 2.7 
cubic feet) with lids, labels and security ties. One week 
minimum./ Caisses de plastique (dimension minimum 25 
po X 16 po X 12 po / 2.7 pied cube) avec couvercle, 
étiquette et attache de sécurité. Prix par semaine  

 

$                 

 

$ 

sub-total (excluding tax)/ Sous total (excluant les taxes)  $  

 
GST  $  
HST  $  

Total Must Not Exceed/ Total ne doit pas dépasser   $  
TA Approval /AT approbation 
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9.  Signing Authorities / Délégués autorisés 
Contractor’s Representative (sign & print) / 
Représentant de l’entrepreneur (signer et lettres 
moulées): 
 

 

Organization Name / Entreprise: Date : 

Project Authority (sign & print) 
/Autorité de projet (signer et lettres 
moulées):  
 

 

CSPS /EFPC Date : 

For TA’s above $5,000.00 taxes included / Pour les TA de valeur supérieure à 5 000.00$ incluant les taxes 

Contracting Authority (sign & print) / 
Autorité contractante (signer et lettres 
moulées)) 
 

 

CSPS /EFPC Date : 
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ANNEX F 

ELECTRONIC PAYMENT INSTRUMENTS 

 
As indicated in Part 3, clause 3.1.2, the Bidder must complete the information requested below, to identify 
which electronic payment instruments are accepted for the payment of invoices. 
 
The Bidder accepts to be paid by any of the following Electronic Payment Instrument(s): 
 

(  ) Direct Deposit (Domestic and International); 

(  ) Electronic Data Interchange (EDI);  

(  ) Wire Transfer (International Only); 
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ANNEX G 

APPLICATION FOR REGISTRATION (AFR) FORM 

 
 

(See Attachment 1 – AFR Form) 
 




