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[bookmark: _Toc68071854]Purpose
[bookmark: _Toc415473465]This document describes the process to leverage the task-based contract for “Statement of Work” Writers.
  


1 [bookmark: _Toc68071855]Summary
1.1 [bookmark: _Toc68071856]	What is Capacity on Demand for Statement of Work Writers?
[bookmark: _Toc415473468][bookmark: _Toc488321473][bookmark: _Toc490747489]In an effort to satisfy an ongoing departmental need for Statement of Work Writers services to support various initiatives, the Chief Financial Officer Branch (CFOB) has awarded a task-based contract for the following streams:
· Project Management Services 
The contract is structure as task-based where Task Authorizations (TA) will be issued to the contractor.
The TA will identify the resource required, level of effort, per Diem rate and the work to be completed.
[bookmark: _Toc68071857]1.1.1 Per diem rates
	

	All-inclusive Per-Diem Rate


	
	
Year #1

April 01, 2021 to March 31, 2022
	
Year #2

April 01, 2022 to March 31, 2023

	
Year #3

April 01, 2023 to March 31, 2024

	
Option #1

April 01, 2024 to March 31, 2025


	
Option #2

April 01, 2025 to March 31, 2026


	Procurement Specialist Senior Level
	$ 598.98
	$ 616.96
	$ 635.48
	$ 654.56
	$ 674.21



1.2 [bookmark: _Toc68071858]Who can use the contract?
[bookmark: _Toc415473470][bookmark: _Toc488321475][bookmark: _Toc490747490]Clients who require various Statement of Work writer services to support the delivery of projects for the department.
The Statement of Work Writer contract was awarded using Task and Solutions Professional Services (TSPS).
If you are uncertain about whether your work is suited for the Statement of Work Writer contract please contact the COD Triage team. 

[bookmark: _Toc479858133][bookmark: _Toc23421616][bookmark: _Toc68071859] 1.3    Contact COD Triage Team 
NC-COD-CALD-GD@hrsdc-rhdcc.gc.ca
[bookmark: _Toc68071860]1.4	 Roles and Responsibilities
[bookmark: _Toc415473471][bookmark: _Toc488321476][bookmark: _Toc490747491][bookmark: _Toc68071861]1.4.1 	Client
· Defines requirement;
· Completes Draft Task Authorization form (DTA);
· Project Authority Signs DTA form;
· Sends DTA form to COD Triage Team;
· Client evaluates proposed resource submitted by the Triage Team;
· Client notifies Triage Team that resource was accepted;
· Upon Triage Team approval, Client submits Purchase Requisition with completed evaluation grids, CV, DTA Form, Certifications, Non-Disclosure Agreement 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: _Toc483290731][bookmark: _Toc490747493][bookmark: _Toc68071862]1.4.2	COD Triage Team
· Reviews Draft Task Authorization form and verifies that the information provided by the client is appropriate and can be supported by the Contract;
· If it is determined that the contract 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;
· Route CVs from Contractor to Client and liaise between Client and Contractor as needed;
· Tracks usage against parent-contract(s);
· Ensures distribution of work satisfies the obligations in the contracts.
[bookmark: _Toc415473473][bookmark: _Toc488321479][bookmark: _Toc490747494][bookmark: _Toc68071863]1.4.3	ESDC Procurement Officer
· [bookmark: _Toc415473474][bookmark: _Toc488321480][bookmark: _Toc490747495]Reviews Task Authorization to ensure appropriate legal contract language and security;
· Actions TA in myEMS (SAP) via a Purchase Requisition from the client;
· Issues TAs to Contractor for signature;
· Provides copy of  signed TA to client;
· Actions amendments upon request from client via a Purchase Requisition;
· Provides copies of the TA issued by ESDC to Triage Team.
[bookmark: _Toc68071864]1.4.4	Contractor
· Provides CVs, Non-Disclosure agreement and Signed Certifications upon request, within the timelines given by Triage Team;
· Reviews TA and returns signed copy to Procurement (within 2 business days); 
· Performs work in accordance with the TA;
· Provides replacement resources as required;
· Complies with rules and regulations of the contract.

2 [bookmark: _Toc68071865]Step-by-Step Process

	Step #
	Activity
	Responsibility
	Tool

	1
	Client submits Draft Task Authorization (DTA) form to the Triage Team @ NC-COD-CALD-GD for review before submitting a purchase requisition via myEMS (SAP).
	Client
	Email

	2
	Triage Team reviews the DTA form submitted by the client and determines if the contract is the appropriate method of supply.
	Triage Team
	DRAFT TA form

	3
	Triage Team approves the DTA form and contacts contractor for CV(‘s), certification and signed non-disclosure agreement (Annex D,) 
The expected time frame for a response should be given to the contractor.
	TriageTeam
	Email

	4
	Contractor provides CV(s) to the Triage Team within the specified time frame along with copy of approved DTA form.
	Contractor
	Email

	5
	Triage Team sends the signed Draft TA form and resource information to the client.
	Triage Team
	Email

	6
	Client evaluates CV(s) using evaluation grids provided.
	Client
	Evaluation Grid

	7
	Client submits a Purchase Requisition (PREQ) to Procurement via myEMS (SAP).
Client must ensure that the following information is included in the PREQ:
· Header Text reference “SOW Writer Contract” and name of the contractor to be used (Lumina IT contract # 2000208
· General Ledger (GL) #: 533801 (Management Consultants)
· Triage Approved Draft TA form (PDF)
· Draft TA form (Word)
· Signed Annex D - Non-Disclosure Agreement
· CV
· Signed Certification
· Completed and signed evaluation grid 
· [bookmark: _GoBack]Security Information (i.e. Date of birth, PWGSC file #)
	Client
	myEMS (SAP)

	8
	ESDC Procurement Officer will review the TA and supporting documentation.  Once documentation provided by the client is complete and in order then a TA will be issued to the contractor with a copy (cc) to the client and the Triage Team.
	Procurement
	TA

	9
	Contractor returns signed TA to ESDC Procurement Officer with a copy (cc) to everybody in the original email.
	Contractor
	TA

	10
	ESDC Procurement Officer provides a copy of the signed TA to the project Authority and the client if they were not copied (cc’d) on the email from the contractor.
	Procurement
	TA

	11
	Client manages task:
· Tracks completion of deliverables and manages burn rate;
Requests amendments in a timely fashion as required.
	Client
	TA and myEMS(SAP)


	


Header goes here		Draft



Local disclaimer and copyright statements go here
	

3 [bookmark: _Toc68071866]Draft Task Authorization form





4 [bookmark: _Toc68071867]Evaluation Grids
4.1 [bookmark: _Toc68071868]“Statement of Work” Writers



5 [bookmark: _Toc68071869]Certification and Non-Disclosure Agreement


[bookmark: _MON_1678516260]		





6 [bookmark: _Toc68071870]Tasks and Deliverables
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Appendix B to Annex A- TA Form
APPENDIX B TO ANNEX A

TASK AUTHORIZATION FORM



		TASK AUTHORIZATION (TA) FORM 



		Contractor:  Lumina Inc.

		Contract No. 2000208	



		Task Authorization No.:

		Date:  



		

		Amendment #:



		1. STATEMENT OF WORK  (WORK ACTIVITIES, CERTIFICATIONS AND DELIVERABLES)



		

TITLE



BACKGROUND





TASKS





DELIVERABLES





AUTHORITIES



Contracting Authority: 

Email:



The Contracting Authority is responsible for the management of this TA.  Any changes to the TA must be authorized in writing by the Contracting Authority when applicable.  The Contractor is not to perform work in excess of or outside the scope of this TA based on verbal or written requests or instructions from any government personnel other than the aforementioned officer.

              

      PLEASE SEND INVOICES TO:



The Technical Authority:                    

Email:   



The Technical Authority (or delegated representative) is responsible for all matters concerning the technical content of the Work under this TA. Any proposed changes to the scope of the Work are to be discussed with the Technical Authority, but any resulting change is only effective and enforceable if a written TA amendment is issued by the Contracting Authority.



		2. PERIOD OF SERVICES:

		FROM (DATE):  

		TO (DATE):   



		3. WORK LOCATION:

		



		4. LANGUAGE REQUIREMENTS:

		



		5. LEVEL OF SECURITY 

CLEARANCE REQUIRED

		



		6. COST	



		CATEGORY 

		NAME OF RESOURCE

		PER DIEM RATE

		ESTIMATED # OF DAYS 

		TOTAL COST



		

		

		

		

		$



		

		

		

		

		



		 

 

		ESTIMATED COST

		$



		

		APPLICABLE TAXES

		$



		TOTAL

		$



		 

		8  SIGNATURES



		Technical Authority:



		Signature:



		Date:



				Contracting Authority:

		Signature:



		Date:









		Check Either Option

___  The Contractor hereby accepts this task authorization

___ The Contractor does not accept this task authorization _________________________________________________________________________________



		Name of Contractor authorized to sign (type or print):



		Title of Contractor authorized to sign (type or print):

		Date:



		Signature:
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Appendix C to Annex A - Procurement Specialist Evaluation
[bookmark: _Toc11274091]APPENDIX C TO ANNEX A

[bookmark: _Toc11274092]RESOURCES ASSESSMENT CRITERIA AND RESPONSE TABLE



Each Stream of services has its own set of flexible grids. The flexible grid indicates the minimum level of points required to qualify for each Level of Expertise. Various amounts of points are given for relevant education, professional certification and relevant experience. The flexible grid must be used for all categories in a Stream unless otherwise specified.  



The TSPS Flexible Grids are available on the TSPS website at: 

http://www.tpsgc-pwgsc.gc.ca/app-acq/spc-cps/aact-tbps-anna-eng.html



In preparing their response, Bidders are encouraged to consult the TSPS Annex A: Streams and Categories website at: http://www.tpsgc-pwgsc.gc.ca/app-acq/spc-cps/aact-tbps-anna-eng.html ) for additional information (such as Certifications Examples). 





		Category

		Required Level as Mandatory

per the Flexible Grid



		Procurement Specialist

		Senior







Procurement Specialist Consultant 



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—15 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—45 pts

≥8 yrs and <10 yrs: 96-119 months—55 pts

≥10 yrs: 120 + months—65 pts

The required services may include, but are not limited to the following:

· Planning and coordinating procurement activities including financial estimates, business requirements and contracting options (project procurement management, cost and estimate Management, sole source versus RFP process,)

· Providing briefings on progress and concerns of procurement (Contract process management)

· Planning, coordinating, preparing and controlling documentation for procurement plan and process, depending on method of procurement

· Planning and coordinating the activities of project contractors and other support providers (Procurement integration in Project Management)

· Preparing, reviewing and/or finalizing Statement of Work for potential procurement

· Preparing draft selection methodologies, evaluation plans, evaluation criteria (mandatory and point rated) and evaluation schedules for procurement

· Developing, planning, analyzing, evaluating and prioritizing deliverables and requirements (Bid evaluation)

· Monitoring the implementation and operations of the contract against established goals, objectives and milestones

· Reporting progress of the contract on an ongoing basis and at scheduled points in the lifecycle

· Identifying potential problems and propose solutions

· Ensuring management staff is provided with timely and accurate project information and status updates

· Developing and implementing procurement control, monitoring of system contract delivery and continuing service delivery and reporting procedures and managing changes

· Conducting post procurement reviews and contractor evaluations/lessons learned

· Leading or participating in negotiations and developing procurement process and/or business process maps

· Development of a procurement strategy - for the acquisition of a product or service - that lays out a mechanism to engage with industry and conduct a competition and procurement in line with legislative requirements and organizational policies

· Production of evaluation reports and procurement recommendations for internal stakeholders and sign-off authorities



ADDITIONAL MANDATORY REQUIREMENT



		

		

 PROCUREMENT SPECIALIST SENIOR LEVEL





		



M1



		

The Bidder MUST demonstrate that the proposed resource has minimum of  5 years of experience, within the last 10 years, in Preparing, reviewing and/or finalizing Statement of Work for potential procurements.





		





M2

		

[bookmark: _GoBack]The Bidder MUST demonstrate that the proposed resource has a minimum of 5 years of experience, within the last 10 years, in preparing, reviewing and/or finalizing evaluation criteria (mandatory and point-rated) for potential procurements.
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Appendix E to Annex A - NDA
APPENDIX E TO ANNEX A

NON-DISCLOSURE AGREEMENT



The Contractor must obtain from its employee(s) or subcontractor(s) the completed and signed non-disclosure agreement, It must be signed and attached to the Contractor's quotation when it is submitted to Canada.

.

I, _________________________________, recognize that in the course of my work as an contractor or 

subcontractor of _______________________., I may be given access to information by or on behalf of 

Canada in connection with the Work, pursuant to Contract Serial No _____________________ between 

Her Majesty the Queen in right of Canada, represented by the Minister of Public Works and Government Services and Employment and Social Development Canada (ESDC), including any information that is confidential or proprietary to third parties, and information conceived, developed or produced by the Contractor as part of the Work.  For the purposes of this agreement, information includes but not limited to: any documents, instructions, guidelines, data, material, advice or any other information whether received orally, in printed form, recorded electronically, or otherwise and whether or not labeled as proprietary or sensitive, that is disclosed to a person or that a person becomes aware of during the performance of the Contract.



I agree that I will not reproduce, copy, use, divulge, release or disclose, in whole or in part, in whatever way or form any information described above to any person other than a person employed by Canada on a need to know basis.  I undertake to safeguard the same and take all necessary and appropriate measures, including those set out in any written or oral instructions issued by Canada, to prevent the disclosure of or access to such information in contravention of this agreement.



I also acknowledge that any information provided to the Contractor by or on behalf of Canada must be used solely for the purpose of the Contract and must remain the property of Canada or a third party, as the case may be.



I agree that the obligation of this agreement will survive the completion of the Contract Serial No: 



_________________.





_________________________________

Signature





__________________________________

Date
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Appendix D to Annex A - Certification
APPENDIX D TO ANNEX A

CERTIFICATIONS AT THE TA STAGE



The following Certifications are to be used, as applicable.  If they apply, they must be signed and attached to the Contractor's quotation when it is submitted to Canada.



1. CERTIFICATION OF EDUCATION AND EXPERIENCE

The Contractor certifies that all the information provided in the résumés and supporting 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 Task Authorization.   



________________________________________		____________________

Print name of authorized individual & sign above	  		Date



2. CERTIFICATION OF AVAILABILITY OF PERSONNEL 

The Contractor 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 Task Authorization, 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. 



________________________________________		____________________

Print name of authorized individual & sign above	  		Date



3. CERTIFICATION OF 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 résumé to Canada. At any time during the Contract Period 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.  Failure to comply with the request may result in a default under the Contract in accordance with the General Conditions.  



________________________________________		___________________

Print name of authorized individual & sign above			Date



4. CERTIFICATION OF LANGUAGE

The Contractor certifies that the proposed resource(s) in response to this draft Task Authorization is/are

_____ fluent in English. The individual(s) proposed must be able to communicate orally and in writing in English without any assistance and with minimal errors; or



_____________________________________ 			_________________

Print name of authorized individual & sign above		  	Date	
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Procurement Specialist - Tasks and Deliverables
4. Tasks



The required services may include, but are not limited to the following:

a) Meet with Managers and/or their delegates to gather information on potential complex procurements; 

b) Write, review and finalize Statements of Work ;

c) Write, review and finalize selection methodologies and evaluation criteria (mandatory and point rated).

d) Conduct technical evaluations, as needed;

e) Plan and coordinate procurement activities for managers including financial estimates, business requirements and contracting options (project procurement management, cost and estimate Management, sole source versus RFP process,);

f) Identify potential problems and propose solutions with contract management ;

g) Ensure managers are provided with timely and accurate project information and status updates;

h) Develop and implement monitoring of systems for contract delivery and continuing service delivery.



5. DELIVERABLES, MILESTONES and ASSOCIATED SCHEDULE:

All deliverables must be in Microsoft application software compatible with the ESDC departmental standards, and securely delivered to the Technical Authority by the media as specified in any subsequent Task Authorization.

Detailed deliverables, milestones and associated schedules will be specified in each Task Authorization.
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