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[bookmark: _Toc504548969]Purpose

This document describes the process to leverage the Capacity on Demand (CoD) contract for Human Resources (HR) Services.

[bookmark: _GoBack]

[bookmark: _Toc479858130][bookmark: _Toc504548970]Summary
[bookmark: _Toc479858131][bookmark: _Toc504548971]What is Capacity on Demand Human Resources (COD HR)?
In an effort to satisfy an ongoing departmental need for HR Services to support various initiatives the Chief Financial Officer Branch (CFOB) has awarded a task based contract.

The resulting Task Authorizations (TA) will identify the category of resource required, level of effort, per Diem rates and the work to be completed.
[bookmark: _Toc479858132][bookmark: _Toc504548972]Who can use COD HR?
All branches of ESDC
If you are uncertain about whether your requirement is suited for this COD contract please contact the COD Triage team. 
[bookmark: _Toc479858133][bookmark: _Toc504548973]Contact COD Triage Team 
NC-COD-CALD-GD@hrsdc-rhdcc.gc.ca

Contact EPSI
Nicholas Roy - nroy@epsi-inc.com

[bookmark: _Toc479858134][bookmark: _Toc504548974]Roles and Responsibilities: 
[bookmark: _Toc479858135]
[bookmark: _Toc504548975]Client
· Defines requirement;
· Works with the Procurement Planning and Advisory Services (PPAS) team on a Project Procurement Plan (where applicable);
· Completes Draft Task Authorization form (DTA);
· Project Authority Signs DTA form;
· Sends DTA form and Project Procurement Plan (where applicable) to 
COD Triage Team (Triage Team);
· Client evaluates proposed resource submitted by the Triage Team using the flexible grid;
· Upon Triage Team approval, Client submits Purchase Requisition with completed flexible grid, CV, Approved DTA Form and Procurement Plan (where applicable) to Procurement via myEMS (SAP);
· Manages TA;
· Closes out TA;
· Identifies needs for amendments in a timely fashion (where applicable), including changes of resources;
· Completes Service Entry Sheet (SES) and pays invoices in myEMS (SAP).

[bookmark: _Toc479858136][bookmark: _Toc504548976]Procurement Planning and Advisory Services (PPAS)
· PPAS team works with client to create or amend the Project Procurement Plan;
· Approves Project Procurement Plans; 
· Provides copy of CFOB approved Project Procurement Plan to client.


[bookmark: _Toc479858137][bookmark: _Toc504548977]COD Triage Team
· Reviews DTA form and verifies that the information provided by the client is appropriate and can be supported by COD HR Contract;
· If it is determined that the COD HR is the appropriate method of supply, 
Triage Team signs the DTA;
· Advises client, by email, that the request has been approved – or denied;
· Contacts vendor for CVs and Security Information;
· Routes CVs from Contractor to Client and liaise between Client and Contractor as needed;
· Tracks usage against parent-contract;

[bookmark: _Toc479858138][bookmark: _Toc504548978]ESDC Procurement Officer
· Reviews TA to ensure appropriate legal contract language and security;
· Issues TAs to Contractor for signature;
· Actions TA in myEMS (SAP) via a Purchase Requisition from the client;
· Provides copy of  signed TA to client;
· Actions amendments upon request from client via a Purchase Requisition;
· [bookmark: _Toc479858139]Provides copies of the TA issued by ESDC to Triage Team.

[bookmark: _Toc504548979]Contractor
· Reviews TA and returns signed copy to Procurement (within 2 business days); 
· Provides CVs and Signed Certifications upon request, within the timelines given by Triage Team;
· Performs work in accordance with the TA;
· Provides replacement resources as required;
· [bookmark: _Toc479858140]Complies with rules and regulations of the contract.
[bookmark: _Toc479858141][bookmark: _Toc504548980]Step-by-Step Process
	Step #
	ACTIVITY
	Responsibility
	Tool

	1
	Client defines requirement and determines if a new or amended Project Procurement Plan is required.
	Client
	Statement of Work

	2
	If a Project Procurement Plan is required then client works with Procurement Planning and Advisory Services (PPAS) at the following General Email Box:
	PPAS
	Project Procurement Plan

	
	NC-PPAS-PASC-GD.
	
	

	3
	Client submits Draft TA form and Project Procurement Plan (if needed) to the COD Triage Team at the following General Email Box for review:
	Client
	Email

	
	NC-COD-CALD-GD
	
	

	4
	COD Triage Team reviews the Draft TA form submitted by the client and determines if the COD HR is the appropriate method of supply.
	COD HR
	Draft TA form

	
	
	Triage Team
	

	5
	If COD HR is the appropriate method of supply, COD Triage Team will advise the client by email.
	COD Triage Team
	Email

	6
	COD Triage Team will contact contractor and request:
	COD Triage Team
	Email

	
	1)     CV(s);
2)     Signed certification(s) (Appendix to Annex D);
3)     Security File # and expiry date;
4)     Date of Birth.
	
	

	
	
	
	

	7
	Contractor provides requested documents to COD Triage Team within the specified time frame.
	Contractor
	Email

	8
	COD Triage Team sends the signed Draft TA form and resource information to the client, including the appropriate Flexible Grid.
	COD Triage Team
	Email

	9
	Client evaluates CV(s) using Flexible Grid provided.
	Client
	Flexible Grid

	10
	Client submits a Purchase Requisition (PREQ) to Procurement via myEMS (SAP)
	Client
	myEMS (SAP)

	
	Client to ensure that the following information is included in the PREQ:
	
	

	
	1) Header Text 
“COD HR Contract 2000115”
2) GL   
533088 – Human Resources Support Services
3) Approved Draft TA form
4) Signed certification: Appendix to Annex D
5) CV
6) Completed and signed flexible grid (for the successful resource only)
7) Security Information (i.e. Date of birth, PSPC file #)
8) CFOB approved or amended Procurement Plan, if applicable.

	
	

	11
	ESDC Procurement Officer will review the Draft TA and supporting documentation.
	Procurement
	TA

	
	Once documentation provided by the client is complete and in order, a TA will be issued.
	
	

	
	A TA will be issued to the contractor with a copy (cc) to the client and COD Triage Team.
	
	

	12
	Contractor signs the TA and sends back to ESDC Procurement Officer by replying all.
	Contractor
	TA

	13
	ESDC Procurement Officer ensures that a copy of the signed TA went to the client and to the COD Triage Team for tracking purposes.
	Procurement
	TA

	14
	COD Triage Team tracks usage against contract.
	COD Triage Team
	Excel

	15
	Client manages TA:
	Client
	TA and myEMS(SAP)

	
	1) Tracks completion of deliverables and manages burn rate.
	
	

	
	2) Requests amendments in a timely manner as required.
	
	



[bookmark: _Toc479858142][bookmark: _Toc504548981]Documents
[bookmark: _Toc479858143][bookmark: _Toc504548982]Draft Task Authorization (DTA)



[bookmark: _Toc479858145][bookmark: _Toc504548983]Certifications at the TA Stage (Appendix to Annex D)




[bookmark: _Toc504548984]Basis of Payment
[bookmark: _Toc479858147]
Click on the category description, below, to obtain typical tasks/services. 

	HR Services  – Expected Level
	Average Per Diem
($)

	1.1 - Human Resources Consultant - Senior
	590.00

	1.2 - Organizational Design and Classification Consultant - Senior
	590.00

	1.7 - Leadership Development Consultant - Senior
	590.00

	1.8 - Staffing Consultant - Senior
	590.00

	1.10 - HR Assistant Consultant - Intermediate
	350.00





















[bookmark: _Toc504548985]Flexible Grids
http://www.tpsgc-pwgsc.gc.ca/app-acq/spc-cps/aact-tbps-anna-eng.html

The Human Resources Services Stream Flexible Grid is applicable to:
· 1.1 HR Consultant; 
· 1.2 Organizational Design and Classification Consultant;
· 1.8 Staffing Consultant.

Human Resources Services Stream Flexible Grid

Levels of Expertise 
Senior: Minimum 95 pts

Relevant Education to the Consultant Category 
University (PhD, Graduate, Undergraduate, degree): 35 pts
College or CEGEP Diploma/Certificate: 25 pts
High School Diploma: 20 pts

Professional Certification
Relevant Professional Certification: 15 pts

Relevant Experience in Consultant Category
≥1 yrs and <2 yrs: 12-23 months — 10 pts
≥2 yrs and <4 yrs: 24-47 months — 20 pts
≥4 yrs and <6 yrs: 48-71 months — 30 pts
≥6 yrs and <8 yrs: 72-95 months — 40 pts
≥8 yrs and <10 yrs: 96-119 months — 50 pts
≥10 yrs: 120 + months — 60 pts



The Leadership Development Consultant Flexible Grid is applicable to:
· 1.7 Leadership Development Consultant

Leadership Development Consultant Flexible Grid

Levels of Expertise 
Senior: Minimum 100 pts

Relevant Education to the Consultant Category 
University (PhD, Graduate, Undergraduate, degree): 35 pts
College or CEGEP Diploma/Certificate: 25 pts

Professional Certification
Relevant Professional Certification: 15 pts

Relevant Experience in Consultant Category
≥1 yrs and <2 yrs: 12-23 months — 15 pts
≥2 yrs and <4 yrs: 24-47 months — 20 pts
≥4 yrs and <6 yrs: 48-71 months — 30 pts
≥6 yrs and <8 yrs: 72-95 months — 35 pts
≥8 yrs and <10 yrs: 96-119 months — 55 pts
≥10 yrs: 120 + months — 65 pts


The HR Assistant Consultant Flexible Grid is applicable to:
· 1.10 HR Assistant Consultant
HR Assistant Consultant Flexible Grid

Levels of Expertise 
Intermediate: Minimum 50 pts

Relevant Education to the Consultant Category 
College or CEGEP Diploma/Certificate: 25 pts
High School Diploma: 20 pts

Relevant Experience in Consultant Category
≥1 yrs and <2 yrs: 12-23 months — 10 pts
≥2 yrs and <4 yrs: 24-47 months — 25 pts
≥4 yrs and <6 yrs: 48-71 months — 35 pts
≥6 yrs and <8 yrs: 72-95 months — 40 pts
≥8 yrs and <10 yrs: 96-119 months — 45 pts
≥10 yrs: 120 + months — 50 pts
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CAPACITY ON DEMAND - HR

Draft Task Authorization Form

   Please note that all fields are mandatory

Last Update: 12/2017



		Date:      





		ESDC Internal Order #:

(Completed by COD Triage Team)



		Task Authorization #:

(If request for amendment)



		Project Name:





		Will this support a stage-gated project requiring an IMP procurement plan?              Yes ☐	No ☐



If yes, please  specify:

IMP project #:



Which stage of work is this for #:

2☐	3☐	4☐                   5☐





		Background

(Expand the box to add more text)















		Tasks

The consultant  will complete the following tasks to the satisfaction  of the Project Authority

(Expand the box to add more text)













		Deliverables

The Contractor  will submit the following  deliverables to the satisfaction  of the Project Authority

(Expand the box to add more text)













		Location of Work:





		Working on site full time?

Yes ☐                                            No☐





		
Amendment





		
Is this is an amendment to an existing contract?

Yes ☐                                            No☐





		
Task Authorization #:







		

Justification:













		

New Deliverables (If applicable)

What should the department expect to receive with the additional funding?













		Number of days added:





		Financial Increase($):
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		Project Authority	



The Project Authority is responsible for all matters concerning the technical content of the work under this Task Authorization (TA). Any proposed changes to the scope of work are to be discussed with the Project Authority, but any resulting change is only effective and enforceable if a written TA Amendment is issued by the Contracting Authority.



Please print or type

Name of Project Authority: 



Telephone Number:



Signature: __________________________________________________ 



Date:      









		Initial Period of Services 



		Start Date: Click here to enter a date.

		End Date: Click here to enter a date.



		Amended Period of Services



		Start Date: Click here to enter a date.

		End Date: Click here to enter a date.



		Travel Requirements



		Yes ☐	  No ☐	                 Specify :



		[bookmark: OLE_LINK1][bookmark: OLE_LINK2]Security Clearance Required



Reliability Status ☐             Secret ☐             Top Secret ☐             Other ☐





		Language Profile Required



Bilingual ☐             English Only ☐             French Only ☐             Other ☐









		

Category (Level)



		Per Diem

		# Days

		Cost



		



		

		

		



		



		

		

		



		



		

		

		



		



		

		

		



		

Total

		



		

Travel and Living Costs

		



		

Grand Total

		







For Administrative Use Only:





		Selected Contractor :



		Approved By:



		Date:
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_____________________________________________________________________________



[bookmark: _Toc494889585][bookmark: _Toc494889664]APPENDIX to ANNEX D – CERTIFICATIONS

Name of Resource:_____________________________________





Contractor must use this Appendix with every quotation pursuant to a Task Authorization (TA) when it is submitted to Canada.



A - Education and Experience



The Contractor hereby certifies that all the information provided in the CV and suporting material proposed for completing the subject work, particularly the information pertaining to education, achievements, experience and work history, has been verified by the Contractor to be true and accurate. Furthermore, the Contractor warrants that every individual proposed by the Contractor for the requirement is capable of performing the Work described in the TA.



Signed, Contractor’s Representative

		



		



		Print Name

		Signature









B - Availability of Personnel



The Contractor hereby certifies that, should it be authorized to provide services under this Task Authorization, the persons proposed in the quotation will be available to commence performance of the Work within a reasonable time from the date of issuance of the valid TA, or within the time specified in the TA form, and will remain available to perform the Work in relation to the fulfillment of the Requirement.



Signed, Contractor’s Representative



		

		



		Print Name

		Signature









C - Status of Personnel



If the Contractor has proposed any individual who is not an employee of the Contractor, the Contractor  certifies that it has permission from that individual to propose his / her services in relation to the Work to be performed under this TA, and to submit his / her CV to Canada. At any time during the Contract the Contractor must, upon request from the Contracting Authority, provide the written confirmation, signed by the individual, of the permission that was given to the Contractor of his / her availability.



Signed, Contractor’s Representative



		

		



		Print Name

		Signature









Contractor must state the Date here,

		



		Date (YYYY-MM-DD)







1
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