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[bookmark: _Toc528738912]Purpose

This document describes the process to leverage the Standing Offers (SO’s) for Translation, Comparative editing, Source Text editing and Transcription Services.



[bookmark: _Toc479858130][bookmark: _Toc528738913]Summary
[bookmark: _Toc479858131][bookmark: _Toc528738914]What are the Standing Offers (SO’s)? 
In an effort to satisfy an ongoing departmental need for Translation, Comparative editing, Source Text editing and Transcription Services, the Chief Financial Officer Branch (CFOB) has awarded four (4) Standing Offers (SO’s).

When a requirement is identified, the Translation Coordinators will contact the highest-ranked Offeror to determine if the requirement can be satisfied by that offeror. 
If that Offeror is unable to meet the requirement, the next ranked Offeror will be contacted. The process will continue and proceed as above until one offeror indicates that it can meet the requirement. In other words, orders are made based on the "right of first refusal" basis.
The Offeror’s order of ranking is as follows:
1st Ranked: Société Gamma (Ubiqus)
2nd Ranked: Opentext Corporation 
3rd Ranked: Lionbridge Canada
4th Ranked: RTG Protech

[bookmark: _Toc528738915]Standing Offer (SO) Authority
Mimi Rabouin
Senior Procurement Specialist, Chief Financial Officer Branch
E-mail: mimi.rabouin@hrsdc-rhdcc.gc.ca


[bookmark: _Toc479858134][bookmark: _Toc528738916]Roles and Responsibilities: 
[bookmark: _Toc479858135]
[bookmark: _Toc528738917]Translation Coordinators
If the requirement is less than $25,000.00 including taxes: 
· Determines the word count;
· If applicable, completes contract clauses document, attached;
· Sends requirement to the first ranked offeror with contract clauses or an alternative ordering method;
· If the first ranked vendor is unable to meet the requirement, the translation coordinator will contact the next ranked offeror;
· Document file appropriately;
· Pays invoices using acquisition card.

If the requirement is valued at $25,000.00 and above: 
· Determines the word count;
· Completes contract clauses document, attached;
· Creates a purchase requisition in myEMS (SAP) – attaches contract clauses document;
· Manages Call-up;
· Identifies needs for amendments in a timely fashion (where applicable);
· Closes out Call-up;
· Completes Service Entry Sheet (SES) and pays invoices in myEMS (SAP).

[bookmark: _Toc528738918]ESDC Procurement Officer
If the requirement is valued at $25,000.00 and above: 
· Reviews contract clauses;
· Creates Call-up 942 via a Purchase Requisition from the translation coordinators;
· Provides copy of  signed Call-up 942 to the translation coordinators;
· Actions amendments upon request from translation coordinators via a Purchase Requisition.

[bookmark: _Toc479858136][bookmark: _Toc528738919]Standing Offer (SO) Authority
· Administration and revision of the Standing Offer (SO).


[bookmark: _Toc479858139][bookmark: _Toc528738920]Contractor
· Performs work in accordance with the contract clauses;
· [bookmark: _Toc479858140]Complies with rules and regulations of the Standing Offer (SO).
[bookmark: _Toc479858141][bookmark: _Toc528738921]Step-by-Step Process
	Step #
	ACTIVITY
	Responsibility
	Tool

	If the requirement is valued at less than $25,000.00 including taxes


	1
	The Translation Coordinator determines the word count and defines requirement.
	Client
	Contract
Clauses


	2
	The Translation Coordinator sends contract clauses to the first ranked offeror via e-mail or altenative method. 
	Client
	Contract 
Clauses

	3
	The Translation Coordinator continues and proceeds as above until one offeror indicates that it can meet the requirement. *
	Client
	Contract
Clauses

	If the requirement is valued at $25,000.00 and above


	4
	The Translation Coordinator determines the word count and defines requirement.
	Client
	Contract
Clauses

	5
	The Translation Coordinator submits a Purchase Requisition (PREQ) to Procurement via myEMS (SAP)

Translator Coordinator to ensure that the following information is included in the PREQ:

1) Header Text 
Call-up against Standing Offer (SO) # 100010771 – Translation and Transcription
2) GL   
538302 – Translation Services
532052 – Writing and Editing (source text editing and comparative editing)
532051 – Transcription Services
3) Attaches Contract Clauses

	Client
	myEMS (SAP)

	6
	
ESDC Procurement Officer will review the Contract Clauses and supporting documentation.

A Call-up 942 will be issued to the highest ranked offeror with a copy (cc) to the translation coordinator.

	Procurement
	myEMS (SAP) and
Call-up 942

	7
	Offeror acknowledge receipt of the Call-up 942 by replying all. *
	Contractor
	E-mail

	8
	ESDC Procurement Officer ensures that the Translator Coordinator receives the acknowledgment.
	Procurement
	E-mail

	9
	Translation Coordinator manages Call-up 942:
1) Tracks completion of deliverables.
2) Requests amendments in a timely manner as required.
	Client
	Call-up and myEMS(SAP)

	
* Offeror must send order confirmation within a specific timeframe. Once this timeframe is reach, the next ranked offeror will be contacted. Refer to Annex “A”, section 3.2.1 and 3.2.2 



[bookmark: _Toc479858142][bookmark: _Toc528738922]Documents
[bookmark: _Toc528738784][bookmark: _Toc528738923][bookmark: _Toc479858143]Annex “A” – Requirement




	Ranking
	Standing Offer No
	Vendor
	Contract Clauses
	Basis of Payment

	1
	100010771/01

	Société Gamma (Ubiqus)
Line Fortin
lfortin@ubiqus.com
	

	


	2
	100010771/02
	Open Text Corporation
Eleni Grigoroupoulos
egrigoro@opentext.com
	

	


	3
	100010771/03
	Lionbridge Canada (formerly CSL Lexi-Tech)
Nathalie Robichaud Albert
linguisticservices@lexitech.ca
	

	


	4
	100010771/04
	RTG Protech
Tony Gentile
admin@rtgprotech.com
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ANNEX "A" 
 


REQUIREMENT 
 


 
1. BACKGROUND 


Employment and Social Development Canada (ESDC) seeks to fulfill a need through as-and-when-
required, outsourced resource provision, i.e. the Requirement. 


The Requirement consists in a means: 


a) to support the pursuance of any Departmental operations; 


b) to leverage the private sector’s expertise, innovation and practice. 


The Requirement consists in the provision of services pertaining to: 


a) Translation, i.e. rewriting a text in another language, while respecting the meaning, the tone, style 
and terminology used by the author and the grammar rules of the target language. 


b) Source text editing, i.e. reviewing a text in its original language to correct grammar, spelling, 
usage and typography, to make basic stylistic improvements, fix unclear or illogical sentences or 
paragraphs, and to check the accuracy and consistency of terminology. 


c) Comparative editing, i.e. comparing a translation with the original text to ensure consistency in 
content, terminology, tone and style, as well as to correct spelling, grammar, usage and typography 
of the translated text only. 


d) Transcription, i.e. verbatim transcripts of client provided audio / video of events including 
speeches, press conferences, interviews, public hearings, inquiries, court and legal proceedings 
and radio / TV transcripts. 


2. SCOPE 


2.1 Categories 


With respect to the Requirement, specific categories that are inherent to each service are stated below: 


Translation  


Tier 1 English to French / French to English 


Tier 2 Spanish to English / Spanish to French 


Tier 3 To English or French from foreign or Indigenous languages 


Source text editing  
English 


French 


Comparative editing  
English 


French 


Transcription 
English 


French 


 
  







 
2.2 Occupational Streams 


The following list identifies which ESDC-related stream any deliverables are likely to pertain to: 


1) Information Technology 


2) Legal 


3) Department Specific, including (but not limited to): 


i) Labour 


ii) Income Security 


iii) Social Community, Family, Health and Education Issues 


iv) Skills and Employment 


v) Policy Research and Analysis 


vi) General 


 


2.3 Document formats  
 


Documents to be translated may combine text with tables, graphics and have special layout 
requirements, depending on the medium/media used. 
 
The Contractor will provide translated documents in the same format, style and layout as the original, 
using the same software and the same version, in such a way that the text can be used without costly or 
time-consuming modifications. If the Contractor cannot modify tables or graphics to input translated text, 
the translated text should be supplied below the table or graphic.  ESDC will modify the graphic and 
tables as necessary with the translated text provided. At times, the Contractor may be required to provide 
the translated documents in a specific form and/or format requested by the Identified User. For 
PowerPoint presentations, the Contractor must ensure that the information fits within the margins or 
parameters of the slide presentation and uses the font determined by the Identified User. 
 
2.4 Virus detection software  


 
The Contractor will use up-to-date virus detection and elimination software to ensure the delivery of virus-
free texts, and must refrain from using unauthorized codes for word processing, tables, etc. The 
Contractor will take the necessary measures to ensure that its texts delivered on electronic media or 
systems are virus-free in accordance with the Government of Canada Industrial Security Program.  
 
2.5 Quality of work:  


 
The Contractor must have a quality assurance control process in place for all orders to ensure documents 
are correct, complete and equal in meaning and interpretation to the original documents before delivery. 
This service must be included in the rates provided in the basis of payment. 
 
The Contractor will ensure the consistency of terminology throughout one call-up, as well as for various 
call-ups addressing similar subjects. 
 
If terminology or other types of reference guides and documents were provided by ESDC and were not 
properly used by the translator, these actions will also be considered as a major error, and the text will be 
deemed unsatisfactory by the order requestor. 
 







 
In the event of unsatisfactory translations and/or comparative editing text containing more errors than the 
standard described in the above paragraphs, one of the following actions may be taken at the discretion 
of the order requestor: 


 
1) The work will be sent back to the Contractor for revision/redo with a prescribed timeframe given by the 
order requestor, even if the work must be completed during evening and/or weekend periods to meet the 
new deadline, at the Contractor’s expense; or 
 
2) The work will be revised/modified by another Contractor or by the order requestor and the original 
Contractor will only be paid for the satisfactory paragraphs of the translated document as determined by 
the Identified User. If substantial corrections are required as determined by the Identified User, ESDC 
reserves the right not to pay for the order. 
 
If action 1) was chosen and the work was sent back to the original Contractor for corrections but the 
document is still unsatisfactory, ESDC, at its sole discretion, will reject the order and not pay for the 
translation.  
 
If the Contractor submits five (5) or more unsatisfactory orders, the Contractor will be asked by the 
contracting authority to provide a plan of action to correct the situation and be given two weeks to submit 
the plan. 
 
If the Contractor is unable to correct the situation in a reasonable period of time and continues to submit 
unsatisfactory orders, the contracting authority may remove the Contractor from the list of qualified 
suppliers under the stream. 
 
2.6 Word Count 
 
A word is defined as a continuous and finished series of characters. Words in headers, footers and 
footnotes are to be counted only once, if repeated. A manual count will be done for words within an 
image, or graphic. 


In the event of a disagreement regarding the number of words, the identified End user will do a recount in 
order to determine the exact number of words. If the word count is still in dispute, the Standing offer 
authority will determine the ultimate word count. 


 


3. OCCUPATIONAL CONSIDERATIONS 


3.1 Service Standards, Applicable to Translation 


Delivery Definitions Turnaround Time 


Regular Level  During regular business hours (cf. 3.2.1 below) One (1) business hour for 
every 200 words 


Urgent Level 


• Outside of regular business hours and/or 
the number of words requested in the 
timeframe given; or 


• Exceeds the regular rate of 200 words in 
one (1) business hour. 


To be determined upon 
ordering, granted the minimum 
agreed-to standard (cf. 3.2.2 
below). 


 


Service Standards, Applicable to Comparative Editing, and Source Text Editing 







 
 


Delivery Definitions Turnaround Time 


Regular Level  During regular business hours (cf. 3.2.1 below) One (1) business hour for 
every 400 to 500 words 


Urgent Level 


• Outside of regular business hours and/or 
the number of words requested in the 
timeframe given; or 


• Exceeds the regular rate of 400 to 500 
words in one (1) business hour. 


To be determined upon 
ordering, granted the minimum 
agreed-to standard (cf. 3.2.2 
below). 


 


3.2 Resource Availability 


3.2.1 Regular Level 


Most orders are likely to occur under regular conditions, at regular business hours situated between 07:00 
AM and 06:00 PM (Eastern (Standard / Daylight) Time). 


Order confirmation must be sent no later than one (1) business hour, electronic order transmission 
certification pending. 


3.2.2 Urgent Level 


Orders deemed at this level will occur under exceptional circumstances requiring dedicated availability.  


Orders are subjected to all-time availability, as well as strong collaboration skills. 


Order confirmation must be sent no later than one half (½) business hour, electronic order transmission 
certification pending. 


 
 
3.3 Language of Work 


Every proposed resource must be able to deal with a work environment subjected to the List of Bilingual 
Regions of Canada for Language-of-Work Purposes (https://www.canada.ca/en/treasury-board-
secretariat/services/values-ethics/official-languages/list-bilingual-regions-canada-language-of-work-
purposes.html). 
 



https://www.canada.ca/en/treasury-board-secretariat/services/values-ethics/official-languages/list-bilingual-regions-canada-language-of-work-purposes.html

https://www.canada.ca/en/treasury-board-secretariat/services/values-ethics/official-languages/list-bilingual-regions-canada-language-of-work-purposes.html

https://www.canada.ca/en/treasury-board-secretariat/services/values-ethics/official-languages/list-bilingual-regions-canada-language-of-work-purposes.html
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CONTRACT CLAUSES [to be filled out by the Identified User and included with each call-up]



The following clauses and conditions apply to and form part of any Contract resulting from a call-up against the Standing Offer.



[bookmark: _Toc484165755]1.	Statement of Work



The Contractor must perform the Work detailed by the Identified User and in accordance with the Standing Offer.



2.	Scope of the Work	[Identified User to select]



The Work described in the call-up against the Standing Offer shall apply to:



☐ Translation

☐ Comparative Editing

☐ Source Text Editing

☐ Transcription



3.	Recipient Language Standards	



The Offeror must ensure the highest standards applicable to the deliverable. On the submission of the deliverable:

1) a maximum 2 % content error for minor occurrences, including but not limited to: spelling, punctuation, grammar, syntax, barbarism, Gallicism / Anglicism, formatting, poor word choice; 

2) no major error, including but not limited to: mistranslation, gibberish, mistake in figures, not using terminology provided, omission;

3) A translation followed by a request for comparative editing shall contain no (0) minor error and no (0) major error; and  

4) If terminology or other types of reference guides and documents were provided by ESDC and were not properly used by the translator, these actions will also be considered as a major error, and the text will be deemed unsatisfactory by the Identified User.



4.	Identified User Specific References	[Identified User to determine the appropriate references]



Offeror must take into account what the Identified User is subjected to in terms of writing and content standards and principles. The following hyperlinked references are, but shall not be limited to:



· Language resources (ESDC accessible only) 

· Canada Labour Code 

· Canadian Guide to Uniform Legal Citation (no hyperlink available)



The Identified User may provide a wider array of work references and standards along with the Call-up order.



5.	Point of delivery	[Identified User to determine]



6. 	Project Authority	[Identified User to determine]



The Project Authority is:



The Project Authority is the representative of the department or agency for whom the Work will be carried out pursuant to a call-up under the Standing Offer and is responsible for all the technical content of the Work under the resulting Contract.



7	Standard Clauses and Conditions



7.1	General Conditions



The following apply to and form part of the Contract.



		Date

		ID

		Title



		2016-04-04

		2010B

		General Conditions - Services (Medium Complexity)







IMPORTANT: Section 15 of General conditions 2010B, Interest on Overdue Accounts, does not apply to payments made by credit cards.





[bookmark: _Toc484165757]8	Term of Contract



8.1	Period of the Contract		[Identified User to fill in where applicable]



The Work is to be performed during the period of _______________ to  ________________.





[bookmark: _Toc484165758]9.	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: 2012-2 of the Treasury Board Secretariat of Canada.

(cf. A3025C)



[bookmark: _Toc484165759]

10	Payment



10.1	Basis of Payment – Firm Price(s) / Rate(s)	[Identified User to select the table A or B, as applicable]



In consideration of the Contractor satisfactorily completing its obligations under the Contract, the Contractor will be paid the firm price(s) / rate(s), in accordance with Annex B. Customs duties are included and Applicable Taxes are extra.





A.	Where the Ordering Quantities (i.e. type(s) of services and firm unit(s)) are known:



	[Identified User to fill in where applicable]



		Description of Services

		Firm Units

		Firm Unit price/rate

		Subtotals

(per row)



		Translation

		

		$

		$



		Comparative Editing

		

		$

		$



		Source Text Editing

		

		$

		$



		Transcription

		

		$

		$



		[Add as many rows as necessary to suit the  call-up]

		

		

		



		Firm Price

		$









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







B.	Where Ordering Quantities (i.e. type(s) of services and firm unit(s)) are Estimated:



	[Identified User to fill in where applicable]



		Description of Services

		Estimated Units

		Firm Unit price/rate

		Estimated Subtotal (per row)



		Translation

		

		$

		



		Comparative Editing

		

		$

		



		Source Text Editing

		

		$

		



		Transcription

		

		$

		



		[Add as many rows as necessary to suit the  call-up]

		

		

		







The Contractor will be paid for its costs reasonably and properly incurred in the performance of the Work, in accordance with the Basis of Payment in Annex B, to a limitation of expenditure of $ ______________

[bookmark: OLE_LINK1][bookmark: OLE_LINK2]Customs duties are included and Applicable Taxes are extra. (cf. C0206C)





11.	Terms of Payment





11.1	SACC Manual Clauses		[Identified User to select one, as applicable]



		Date

		ID

		Title



		2008-05-12

		H1000C

		Single Payment









OR



		Date

		ID

		Title



		2008-05-12

		H1008C

		Monthly Payment 





	

12.	Invoicing

The Offeror must submit invoices to the Project Authority, in accordance with the section entitled "Invoice Submission" of the general conditions (cf. section 10). Invoices cannot be submitted until all work identified in the invoice is completed. 

Where applicable, each invoice must be supported by a copy of time sheets to support the time claimed.



[bookmark: _Toc484165761]13.	Insurance



13.1	SACC Manual Clauses



		Date

		ID

		Title



		2016-01-28

		G1005C

		Insurance - No Specific Requirement
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ANNEX "B" 
 


BASIS OF PAYMENT 
 


INITIAL CONTRACT PERIOD: 
 
 
1. Basis of Payment Applicable to Translation 


 


Rate per word ($) 
 


Tier 
 


Type of Translation 
Operational Streams 


Department 
Specific 


Legal Information 
Technology 


Regular Urgent Regular Urgent Regular Urgent 
 
Tier 1 


 
English to French /  
French to English 
 


 
$0.19 


 
$0.19 


 
$0.19 


 
$0.19 


 
$0.19 


 
$0.19 


 
Tier 2 


 
Spanish to English /  
Spanish to French 
 


 
$0.21 


 
$0.21 
 


 
$0.21 


 
$0.21 


 
$0.21 


 
$0.21 


 
Tier 3 


To English or French from 
foreign or Indigenous 
languages 


 
$0.27 


 
$0.27 


 
$0.27 


 
$0.27 


 
$0.27 


 
$0.27 


 


  
2. Basis of Payment Applicable to Comparative Editing 
 


Type of service 
UNIT - Hourly Rate ($) 


Regular Urgent 


Comparative Editing 
English $50.00 $60.00 


French $50.00 $60.00 


 
 


3. Basis of Payment Applicable to Source Text Editing 
 


Type of service 
UNIT - Hourly Rate ($) 


Regular Urgent 


Source Text Editing English $50.00 $60.00 
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French $50.00 $60.00 


 
 


4. Basis of Payment Applicable to Transcription 
 


DESCRIPTION UNIT PRICE PER UNIT 
($) 


Standard delivery: between four (4) to six (6) times the 
length of the recording (in hours) Per minute $5.50 


Extended delivery: above six (6) to nine (9) times the 
length of the recording (in hours) Per minute $4.50 


Discounted delivery timeframe: above nine (9) times the 
length of the recording (in hours) Per minute $4.00 


Urgent delivery: within 24 hours or under four (4) times the 
length of the recording (in hours) Per minute $5.50 


Setup fee Per transcript $0.00 


Hard copy Deliverable 
Per sheet of Letter-format paper $0.60 


All-inclusive Electronically / Digitally Supported At Cost* 


Courier delivery At Cost* 


* Cost is considered a direct expense. The Offeror will be reimbursed its direct expenses reasonably 
and properly incurred in the performance of the Work. These expenses will be paid at actual cost 
without markup, upon submission of an itemized statement supported by receipt vouchers. 


 


 


 


1st OPTION PERIOD: 


 
1. Basis of Payment Applicable to Translation 


 


Rate per word ($) 
 


Tier 
 


Type of Translation 
Operational Streams 


Department Legal Information 
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Specific Technology 
Regular Urgent Regular Urgent Regular Urgent 


 
Tier 1 


 
English to French /  
French to English 
 


 
$0.19 


 
$0.19 


 
$0.19 


 
$0.19 


 
$0.19 


 
$0.19 


 
Tier 2 


 
Spanish to English /  
Spanish to French 
 


 
$0.21 


 
$0.21 
 


 
$0.21 


 
$0.21 


 
$0.21 


 
$0.21 


 
Tier 3 


To English or French from 
foreign or Indigenous 
languages 


 
$0.27 


 
$0.27 


 
$0.27 


 
$0.27 


 
$0.27 


 
$0.27 


 


 


  
2. Basis of Payment Applicable to Comparative Editing 
 


Type of service 
UNIT - Hourly Rate ($) 


Regular Urgent 


Comparative Editing 
English $50.00 $60.00 


French $50.00 $60.00 


 
 


 
3. Basis of Payment Applicable to Source Text Editing 
 


Type of service 
UNIT - Hourly Rate ($) 


Regular Urgent 


Source Text Editing 
English $50.00 $60.00 


French $50.00 $60.00 


 
 


4. Basis of Payment Applicable to Transcription 
 


DESCRIPTION UNIT PRICE PER UNIT 
($) 
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Standard delivery: between four (4) to six (6) times the 
length of the recording (in hours) Per minute $5.50 


Extended delivery: above six (6) to nine (9) times the 
length of the recording (in hours) Per minute $4.50 


Discounted delivery timeframe: above nine (9) times the 
length of the recording (in hours) Per minute $4.00 


Urgent delivery: within 24 hours or under four (4) times the 
length of the recording (in hours) Per minute $5.50 


Setup fee Per transcript $0.00 


Hard copy Deliverable 
Per sheet of Letter-format paper $0.60 


All-inclusive Electronically / Digitally Supported At Cost* 


Courier delivery At Cost* 


 


*Cost is considered a direct expense. The Offeror will be reimbursed its direct expenses reasonably 
and properly incurred in the performance of the Work. These expenses will be paid at actual cost 
without markup, upon submission of an itemized statement supported by receipt vouchers. 


 


 


 


2nd OPTION PERIOD: 


 
1. Basis of Payment Applicable to Translation 


Rate per word ($) 
 


Tier 
 


Type of Translation 
Operational Streams 


Department 
Specific 


Legal Information 
Technology 


Regular Urgent Regular Urgent Regular Urgent 
 
Tier 1 


 
English to French /  
French to English 
 


 
$0.20 


 
$0.20 


 
$0.20 


 
$0.20 


 
$0.20 


 
$0.20 


 
Tier 2 


 
Spanish to English /  
Spanish to French 


 
$0.22 


 
$0.22 
 


 
$0.22 


 
$0.22 


 
$0.22 


 
$0.22 
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Tier 3 


To English or French from 
foreign or Indigenous 
languages 


 
$0.28 


 
$0.28 


 
$0.28 


 
$0.28 


 
$0.28 


 
$0.28 


 


  
2. Basis of Payment Applicable to Comparative Editing 
 
 


Type of service 
UNIT - Hourly Rate ($) 


Regular Urgent 


Comparative Editing 
English $55.00 $65.00 


French $55.00 $65.00 


 
 


3. Basis of Payment Applicable to Source Text Editing 
 


Type of service 
UNIT - Hourly Rate ($) 


Regular Urgent 


Source Text Editing 
English $55.00 $65.00 


French $55.00 $65.00 


 
 


4. Basis of Payment Applicable to Transcription 
 


DESCRIPTION UNIT PRICE PER UNIT 
($) 


Standard delivery: between four (4) to six (6) times the 
length of the recording (in hours) Per minute $5.50 


Extended delivery: above six (6) to nine (9) times the 
length of the recording (in hours) Per minute $4.50 


Discounted delivery timeframe: above nine (9) times the 
length of the recording (in hours) Per minute $4.00 
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Urgent delivery: within 24 hours or under four (4) times the 
length of the recording (in hours) Per minute $5.50 


Setup fee Per transcript $0.00 


Hard copy Deliverable 
Per sheet of Letter-format paper $0.60 


All-inclusive Electronically / Digitally Supported At Cost* 


Courier delivery At Cost* 


* Cost is considered a direct expense. The Offeror will be reimbursed its direct expenses reasonably 
and properly incurred in the performance of the Work. These expenses will be paid at actual cost 
without markup, upon submission of an itemized statement supported by receipt vouchers. 
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CONTRACT CLAUSES [to be filled out by the Identified User and included with each call-up]



The following clauses and conditions apply to and form part of any Contract resulting from a call-up against the Standing Offer.



[bookmark: _Toc484165755]1	Statement of Work



The Contractor must perform the Work detailed by the Identified User and in accordance with the Standing Offer.



2.	Scope of the Work	[Identified User to select]



The Work described in the call-up against the Standing Offer shall apply to:



☐ Translation

☐ Comparative Editing

☐ Source Text Editing

☐ Transcription



3.	Recipient Language Standards	



The Offeror must ensure the highest standards applicable to the deliverable. On the submission of the deliverable:

1) a maximum  2% content error for minor occurrences, including but not limited to: spelling, punctuation, grammar, syntax, barbarism, Gallicism / Anglicism, formatting, poor word choice; 

2) no major error, including but not limited to: mistranslation, gibberish, mistake in figures, not using terminology provided, omission;

3) A translation followed by a request for comparative editing shall contain no (0) minor error and no (0) major error; and  

4) If terminology or other types of reference guides and documents were provided by ESDC and were not properly used by the translator, these actions will also be considered as a major error, and the text will be deemed unsatisfactory by the Identified User.



4.	Identified User Specific References	[Identified User to determine the appropriate references]



Offeror must take into account what the Identified User is subjected to in terms of writing and content standards and principles. The following hyperlinked references are, but shall not be limited to:



· Language resources (ESDC accessible only) 

· Canada Labour Code 

· Canadian Guide to Uniform Legal Citation (no hyperlink available)



The Identified User may provide a wider array of work references and standards along with the Call-up order.



5.	Point of delivery	[Identified User to determine]



6. 	Project Authority	[Identified User to determine]



The Project Authority is:



The Project Authority is the representative of the department or agency for whom the Work will be carried out pursuant to a call-up under the Standing Offer and is responsible for all the technical content of the Work under the resulting Contract.



7	Standard Clauses and Conditions



7.1	General Conditions



The following apply to and form part of the Contract.



		Date

		ID

		Title



		2016-04-04

		2010B

		General Conditions - Services (Medium Complexity)







IMPORTANT: Section 15 of General conditions 2010B, Interest on Overdue Accounts, does not apply to payments made by credit cards.





[bookmark: _Toc484165757]8	Term of Contract



8.1	Period of the Contract		[Identified User to fill in where applicable]



The Work is to be performed during the period of _______________ to  ________________.





[bookmark: _Toc484165758]9.	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: 2012-2 of the Treasury Board Secretariat of Canada.

(cf. A3025C)



[bookmark: _Toc484165759]

10	Payment



10.1	Basis of Payment – Firm Price(s) / Rate(s)	[Identified User to select the table A or B, as applicable]



In consideration of the Contractor satisfactorily completing its obligations under the Contract, the Contractor will be paid the firm price(s) / rate(s), in accordance with Annex B. Customs duties are included and Applicable Taxes are extra.





A.	Where the Ordering Quantities (i.e. type(s) of services and firm unit(s)) are known:



	[Identified User to fill in where applicable]



		Description of Services

		Firm Units

		Firm Unit price/rate

		Subtotals

(per row)



		Translation

		

		$

		$



		Comparative Editing

		

		$

		$



		Source Text Editing

		

		$

		$



		Transcription

		

		$

		$



		[Add as many rows as necessary to suit the  call-up]

		

		

		



		Firm Price

		$









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







B.	Where Ordering Quantities (i.e. type(s) of services and firm unit(s)) are Estimated:



	[Identified User to fill in where applicable]



		Description of Services

		Estimated Units

		Firm Unit price/rate

		Estimated Subtotal (per row)



		Translation

		

		$

		



		Comparative Editing

		

		$

		



		Source Text Editing

		

		$

		



		Transcription

		

		$

		



		[Add as many rows as necessary to suit the  call-up]

		

		

		







The Contractor will be paid for its costs reasonably and properly incurred in the performance of the Work, in accordance with the Basis of Payment in Annex B, to a limitation of expenditure of $ ______________

[bookmark: OLE_LINK1][bookmark: OLE_LINK2]Customs duties are included and Applicable Taxes are extra. (cf. C0206C)





11.	Terms of Payment





11.1	SACC Manual Clauses		[Identified User to select one, as applicable]



		Date

		ID

		Title



		2008-05-12

		H1000C

		Single Payment









OR



		Date

		ID

		Title



		2008-05-12

		H1008C

		Monthly Payment 





	

12.	Invoicing

The Offeror must submit invoices to the Project Authority, in accordance with the section entitled "Invoice Submission" of the general conditions (cf. section 10). Invoices cannot be submitted until all work identified in the invoice is completed. 

Where applicable, each invoice must be supported by a copy of time sheets to support the time claimed.



[bookmark: _Toc484165761]13.	Insurance



13.1	SACC Manual Clauses



		Date

		ID

		Title



		2016-01-28

		G1005C

		Insurance - No Specific Requirement
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ANNEX "B" 
 


BASIS OF PAYMENT 
 


INITIAL CONTRACT PERIOD: 
 
 
1. Basis of Payment Applicable to Translation 


 


Rate per word ($) 
 


Tier 
 


Type of Translation 
Operational Streams 


Department 
Specific 


Legal Information 
Technology 


Regular Urgent Regular Urgent Regular Urgent 
 
Tier 1 


 
English to French /  
French to English 
 


 
$0.22 


 
$0.27 


 
$0.22 


 
$0.27 


 
$0.22 


 
$0.27 


 
Tier 2 


 
Spanish to English /  
Spanish to French 
 


 
$0.22 


 
$0.27 
 


 
$0.22 


 
$0.27 


 
$0.22 


 
$0.27 


 
Tier 3 


To English or French from 
foreign or Indigenous 
languages 


 
$0.85 


 
$1.10 


 
$0.85 


 
$1.10 


 
$0.85 


 
$1.10 


 


  
2. Basis of Payment Applicable to Comparative Editing 
 


Type of service 
UNIT - Hourly Rate ($) 


Regular Urgent 


Comparative Editing 
English $50.00 $75.00 


French $50.00 $75.00 


 
 


3. Basis of Payment Applicable to Source Text Editing 
 


Type of service 
UNIT - Hourly Rate ($) 


Regular Urgent 


Source Text Editing English $50.00 $75.00 
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French $50.00 $75.00 


 
 


4. Basis of Payment Applicable to Transcription 
 


DESCRIPTION UNIT PRICE PER UNIT 
($) 


Standard delivery: between four (4) to six (6) times the 
length of the recording (in hours) Per minute $3.75 


Extended delivery: above six (6) to nine (9) times the 
length of the recording (in hours) Per minute $3.50 


Discounted delivery timeframe: above nine (9) times the 
length of the recording (in hours) Per minute $3.25 


Urgent delivery: within 24 hours or under four (4) times the 
length of the recording (in hours) Per minute $4.50 


Setup fee Per transcript $0.00 


Hard copy Deliverable 
Per sheet of Letter-format paper $0.00 


All-inclusive Electronically / Digitally Supported At Cost* 


Courier delivery At Cost* 


* Cost is considered a direct expense. The Offeror will be reimbursed its direct expenses reasonably 
and properly incurred in the performance of the Work. These expenses will be paid at actual cost 
without markup, upon submission of an itemized statement supported by receipt vouchers. 


 


 


 


1st OPTION PERIOD: 


 
1. Basis of Payment Applicable to Translation 


 


Rate per word ($) 
 


Tier 
 


Type of Translation 
Operational Streams 


Department Legal Information 
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Specific Technology 
Regular Urgent Regular Urgent Regular Urgent 


 
Tier 1 


 
English to French /  
French to English 
 


 
$0.20 


 
$0.25 


 
$0.20 


 
$0.25 


 
$0.20 


 
$0.25 


 
Tier 2 


 
Spanish to English /  
Spanish to French 
 


 
$0.20 


 
$0.25 
 


 
$0.20 


 
$0.25 


 
$0.20 


 
$0.25 


 
Tier 3 


To English or French from 
foreign or Indigenous 
languages 


 
$0.75 


 
$1.00 


 
$0.75 


 
$1.00 


 
$0.75 


 
$1.00 


 


 


  
2. Basis of Payment Applicable to Comparative Editing 
 


Type of service 
UNIT - Hourly Rate ($) 


Regular Urgent 


Comparative Editing 
English $50.00 $75.00 


French $50.00 $75.00 


 
 


 
3. Basis of Payment Applicable to Source Text Editing 
 


Type of service 
UNIT - Hourly Rate ($) 


Regular Urgent 


Source Text Editing 
English $50.00 $75.00 


French $50.00 $75.00 


 
 


4. Basis of Payment Applicable to Transcription 
 


DESCRIPTION UNIT PRICE PER UNIT 
($) 
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Standard delivery: between four (4) to six (6) times the 
length of the recording (in hours) Per minute $3.75 


Extended delivery: above six (6) to nine (9) times the 
length of the recording (in hours) Per minute $3.50 


Discounted delivery timeframe: above nine (9) times the 
length of the recording (in hours) Per minute $3.25 


Urgent delivery: within 24 hours or under four (4) times the 
length of the recording (in hours) Per minute $4.50 


Setup fee Per transcript $0.00 


Hard copy Deliverable 
Per sheet of Letter-format paper $0.00 


All-inclusive Electronically / Digitally Supported At Cost* 


Courier delivery At Cost* 


 


*Cost is considered a direct expense. The Offeror will be reimbursed its direct expenses reasonably 
and properly incurred in the performance of the Work. These expenses will be paid at actual cost 
without markup, upon submission of an itemized statement supported by receipt vouchers. 


 


 


 


2nd OPTION PERIOD: 


 
1. Basis of Payment Applicable to Translation 


Rate per word ($) 
 


Tier 
 


Type of Translation 
Operational Streams 


Department 
Specific 


Legal Information 
Technology 


Regular Urgent Regular Urgent Regular Urgent 
 
Tier 1 


 
English to French /  
French to English 
 


 
$0.18 


 
$0.23 


 
$0.18 


 
$0.23 


 
$0.18 


 
$0.23 


 
Tier 2 


 
Spanish to English /  
Spanish to French 


 
$0.18 


 
$0.23 
 


 
$0.18 


 
$0.23 


 
$0.18 


 
$0.23 
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Tier 3 


To English or French from 
foreign or Indigenous 
languages 


 
$0.65 


 
$0.90 


 
$0.65 


 
$0.90 


 
$0.65 


 
$0.90 


 


  
2. Basis of Payment Applicable to Comparative Editing 
 
 


Type of service 
UNIT - Hourly Rate ($) 


Regular Urgent 


Comparative Editing 
English $50.00 $75.00 


French $50.00 $75.00 


 
 


3. Basis of Payment Applicable to Source Text Editing 
 


Type of service 
UNIT - Hourly Rate ($) 


Regular Urgent 


Source Text Editing 
English $50.00 $75.00 


French $50.00 $75.00 


 
 


4. Basis of Payment Applicable to Transcription 
 


DESCRIPTION UNIT PRICE PER UNIT 
($) 


Standard delivery: between four (4) to six (6) times the 
length of the recording (in hours) Per minute $3.75 


Extended delivery: above six (6) to nine (9) times the 
length of the recording (in hours) Per minute $3.50 


Discounted delivery timeframe: above nine (9) times the 
length of the recording (in hours) Per minute $3.25 
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Urgent delivery: within 24 hours or under four (4) times the 
length of the recording (in hours) Per minute $4.50 


Setup fee Per transcript $0.00 


Hard copy Deliverable 
Per sheet of Letter-format paper $0.00 


All-inclusive Electronically / Digitally Supported At Cost* 


Courier delivery At Cost* 


* Cost is considered a direct expense. The Offeror will be reimbursed its direct expenses reasonably 
and properly incurred in the performance of the Work. These expenses will be paid at actual cost 
without markup, upon submission of an itemized statement supported by receipt vouchers. 
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CONTRACT CLAUSES [to be filled out by the Identified User and included with each call-up]



The following clauses and conditions apply to and form part of any Contract resulting from a call-up against the Standing Offer.



[bookmark: _Toc484165755]1	Statement of Work



The Contractor must perform the Work detailed by the Identified User and in accordance with the Standing Offer.



2.	Scope of the Work	[Identified User to select]



The Work described in the call-up against the Standing Offer shall apply to:



☐ Translation

☐ Comparative Editing

☐ Source Text Editing

☐ Transcription



3.	Recipient Language Standards	



The Offeror must ensure the highest standards applicable to the deliverable. On the submission of the deliverable:

1) a maximum  2% content error for minor occurrences, including but not limited to: spelling, punctuation, grammar, syntax, barbarism, Gallicism / Anglicism, formatting, poor word choice; 

2) no major error, including but not limited to: mistranslation, gibberish, mistake in figures, not using terminology provided, omission;

3) A translation followed by a request for comparative editing shall contain no (0) minor error and no (0) major error; and  

4) If terminology or other types of reference guides and documents were provided by ESDC and were not properly used by the translator, these actions will also be considered as a major error, and the text will be deemed unsatisfactory by the Identified User.



4.	Identified User Specific References	[Identified User to determine the appropriate references]



Offeror must take into account what the Identified User is subjected to in terms of writing and content standards and principles. The following hyperlinked references are, but shall not be limited to:



· Language resources (ESDC accessible only) 

· Canada Labour Code 

· Canadian Guide to Uniform Legal Citation (no hyperlink available)



The Identified User may provide a wider array of work references and standards along with the Call-up order.



5.	Point of delivery	[Identified User to determine]



6. 	Project Authority	[Identified User to determine]



The Project Authority is:



The Project Authority is the representative of the department or agency for whom the Work will be carried out pursuant to a call-up under the Standing Offer and is responsible for all the technical content of the Work under the resulting Contract.



7	Standard Clauses and Conditions



7.1	General Conditions



The following apply to and form part of the Contract.



		Date

		ID

		Title



		2016-04-04

		2010B

		General Conditions - Services (Medium Complexity)







IMPORTANT: Section 15 of General conditions 2010B, Interest on Overdue Accounts, does not apply to payments made by credit cards.





[bookmark: _Toc484165757]8	Term of Contract



8.1	Period of the Contract		[Identified User to fill in where applicable]



The Work is to be performed during the period of _______________ to  ________________.





[bookmark: _Toc484165758]9.	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: 2012-2 of the Treasury Board Secretariat of Canada.

(cf. A3025C)



[bookmark: _Toc484165759]

10	Payment



10.1	Basis of Payment – Firm Price(s) / Rate(s)	[Identified User to select the table A or B, as applicable]



In consideration of the Contractor satisfactorily completing its obligations under the Contract, the Contractor will be paid the firm price(s) / rate(s), in accordance with Annex B. Customs duties are included and Applicable Taxes are extra.





A.	Where the Ordering Quantities (i.e. type(s) of services and firm unit(s)) are known:



	[Identified User to fill in where applicable]



		Description of Services

		Firm Units

		Firm Unit price/rate

		Subtotals

(per row)



		Translation

		

		$

		$



		Comparative Editing

		

		$

		$



		Source Text Editing

		

		$

		$



		Transcription

		

		$

		$



		[Add as many rows as necessary to suit the  call-up]

		

		

		



		Firm Price

		$









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







B.	Where Ordering Quantities (i.e. type(s) of services and firm unit(s)) are Estimated:



	[Identified User to fill in where applicable]



		Description of Services

		Estimated Units

		Firm Unit price/rate

		Estimated Subtotal (per row)



		Translation

		

		$

		



		Comparative Editing

		

		$

		



		Source Text Editing

		

		$

		



		Transcription

		

		$

		



		[Add as many rows as necessary to suit the  call-up]

		

		

		







The Contractor will be paid for its costs reasonably and properly incurred in the performance of the Work, in accordance with the Basis of Payment in Annex B, to a limitation of expenditure of $ ______________

[bookmark: OLE_LINK1][bookmark: OLE_LINK2]Customs duties are included and Applicable Taxes are extra. (cf. C0206C)





11.	Terms of Payment





11.1	SACC Manual Clauses		[Identified User to select one, as applicable]



		Date

		ID

		Title



		2008-05-12

		H1000C

		Single Payment









OR



		Date

		ID

		Title



		2008-05-12

		H1008C

		Monthly Payment 





	

12.	Invoicing

The Offeror must submit invoices to the Project Authority, in accordance with the section entitled "Invoice Submission" of the general conditions (cf. section 10). Invoices cannot be submitted until all work identified in the invoice is completed. 

Where applicable, each invoice must be supported by a copy of time sheets to support the time claimed.



[bookmark: _Toc484165761]13.	Insurance



13.1	SACC Manual Clauses



		Date

		ID

		Title



		2016-01-28

		G1005C

		Insurance - No Specific Requirement
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ANNEX "B" 
 


BASIS OF PAYMENT 
 


INITIAL CONTRACT PERIOD: 
 
 
1. Basis of Payment Applicable to Translation 


 


Rate per word ($) 
 


Tier 
 


Type of Translation 
Operational Streams 


Department 
Specific 


Legal Information 
Technology 


Regular Urgent Regular Urgent Regular Urgent 
 
Tier 1 


 
English to French /  
French to English 
 


 
$0.17 


 
$0.20 


 
$0.20 


 
$0.23 


 
$0.18 


 
$0.23 


 
Tier 2 


 
Spanish to English /  
Spanish to French 
 


 
$0.20 


 
$0.25 
 


 
$0.20 


 
$0.27 


 
$0.20 


 
$0.27 


 
Tier 3 


To English or French from 
foreign or Indigenous 
languages 


 
$0.45 


 
$0.55 


 
$0.50 


 
$0.60 


 
$0.50 


 
$0.60 


 


  
2. Basis of Payment Applicable to Comparative Editing 
 


Type of service 
UNIT - Hourly Rate ($) 


Regular Urgent 


Comparative Editing 
English $45.00 $75.00 


French $45.00 $75.00 


 
 


3. Basis of Payment Applicable to Source Text Editing 
 


Type of service 
UNIT - Hourly Rate ($) 


Regular Urgent 


Source Text Editing English $45.00 $75.00 
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French $45.00 $75.00 


 
4. Basis of Payment Applicable to Transcription 
 


DESCRIPTION UNIT PRICE PER UNIT 
($) 


Standard delivery: between four (4) to six (6) times the 
length of the recording (in hours) Per minute $4.00 


Extended delivery: above six (6) to nine (9) times the 
length of the recording (in hours) Per minute $3.50 


Discounted delivery timeframe: above nine (9) times the 
length of the recording (in hours) Per minute $3.25 


Urgent delivery: within 24 hours or under four (4) times the 
length of the recording (in hours) Per minute $5.00 


Setup fee Per transcript $15.00 


Hard copy Deliverable 
Per sheet of Letter-format paper $3.00 


All-inclusive Electronically / Digitally Supported At Cost* 


Courier delivery At Cost* 


 


*Cost is considered a direct expense. The Offeror will be reimbursed its direct expenses reasonably 
and properly incurred in the performance of the Work. These expenses will be paid at actual cost 
without markup, upon submission of an itemized statement supported by receipt vouchers. 


 


 


 


1st OPTION PERIOD: 


 
1. Basis of Payment Applicable to Translation 


 


Rate per word ($) 
  Operational Streams 
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Tier Type of Translation Department 
Specific 


Legal Information 
Technology 


Regular Urgent Regular Urgent Regular Urgent 
 
Tier 1 


 
English to French /  
French to English 
 


 
$0.16 


 
$0.20 


 
$0.20 


 
$0.23 


 
$0.18 


 
$0.23 


 
Tier 2 


 
Spanish to English /  
Spanish to French 
 


 
$0.20 


 
$0.25 
 


 
$0.20 


 
$0.27 


 
$0.20 


 
$0.27 


 
Tier 3 


To English or French from 
foreign or Indigenous 
languages 


 
$0.45 


 
$0.55 


 
$0.50 


 
$0.60 


 
$0.50 


 
$0.60 


 


 


  
2. Basis of Payment Applicable to Comparative Editing 
 


Type of service 
UNIT - Hourly Rate ($) 


Regular Urgent 


Comparative Editing 
English $45.00 $75.00 


French $45.00 $75.00 


 
 


 
3. Basis of Payment Applicable to Source Text Editing 
 


Type of service 
UNIT - Hourly Rate ($) 


Regular Urgent 


Source Text Editing 
English $45.00 $75.00 


French $45.00 $75.00 


 
 


4. Basis of Payment Applicable to Transcription 
 


DESCRIPTION UNIT PRICE PER UNIT 
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($) 


Standard delivery: between four (4) to six (6) times the 
length of the recording (in hours) Per minute $4.00 


Extended delivery: above six (6) to nine (9) times the 
length of the recording (in hours) Per minute $3.50 


Discounted delivery timeframe: above nine (9) times the 
length of the recording (in hours) Per minute $3.25 


Urgent delivery: within 24 hours or under four (4) times the 
length of the recording (in hours) Per minute $5.00 


Setup fee Per transcript $15.00 


Hard copy Deliverable 
Per sheet of Letter-format paper $3.00 


All-inclusive Electronically / Digitally Supported At Cost* 


Courier delivery At Cost* 


 


*Cost is considered a direct expense. The Offeror will be reimbursed its direct expenses reasonably 
and properly incurred in the performance of the Work. These expenses will be paid at actual cost 
without markup, upon submission of an itemized statement supported by receipt vouchers. 


 


 


 


2nd OPTION PERIOD: 


 
1. Basis of Payment Applicable to Translation 


Rate per word ($) 
 


Tier 
 


Type of Translation 
Operational Streams 


Department 
Specific 


Legal Information 
Technology 


Regular Urgent Regular Urgent Regular Urgent 
 
Tier 1 


 
English to French /  
French to English 
 


 
$0.16 


 
$0.20 


 
$0.20 


 
$0.23 


 
$0.18 


 
$0.23 
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Tier 2 Spanish to English /  
Spanish to French 
 


$0.20 $0.25 
 


$0.20 $0.27 $0.20 $0.27 


 
Tier 3 


To English or French from 
foreign or Indigenous 
languages 


 
$0.45 


 
$0.55 


 
$0.50 


 
$0.60 


 
$0.50 


 
$0.60 


 


  
2. Basis of Payment Applicable to Comparative Editing 
 
 


Type of service 
UNIT - Hourly Rate ($) 


Regular Urgent 


Comparative Editing 
English $45.00 $75.00 


French $45.00 $75.00 


 
 


3. Basis of Payment Applicable to Source Text Editing 
 


Type of service 
UNIT - Hourly Rate ($) 


Regular Urgent 


Source Text Editing 
English $45.00 $75.00 


French $45.00 $75.00 


 
 


4. Basis of Payment Applicable to Transcription 
 


DESCRIPTION UNIT PRICE PER UNIT 
($) 


Standard delivery: between four (4) to six (6) times the 
length of the recording (in hours) Per minute $4.00 


Extended delivery: above six (6) to nine (9) times the 
length of the recording (in hours) Per minute $3.50 


Discounted delivery timeframe: above nine (9) times the 
length of the recording (in hours) Per minute $3.25 
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Urgent delivery: within 24 hours or under four (4) times the 
length of the recording (in hours) Per minute $5.00 


Setup fee Per transcript $15.00 


Hard copy Deliverable 
Per sheet of Letter-format paper $3.00 


All-inclusive Electronically / Digitally Supported At Cost* 


Courier delivery At Cost* 


* Cost is considered a direct expense. The Offeror will be reimbursed its direct expenses reasonably 
and properly incurred in the performance of the Work. These expenses will be paid at actual cost 
without markup, upon submission of an itemized statement supported by receipt vouchers. 
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CONTRACT CLAUSES [to be filled out by the Identified User and included with each call-up]



The following clauses and conditions apply to and form part of any Contract resulting from a call-up against the Standing Offer.



[bookmark: _Toc484165755]1	Statement of Work



The Contractor must perform the Work detailed by the Identified User and in accordance with the Standing Offer.



2.	Scope of the Work	[Identified User to select]



The Work described in the call-up against the Standing Offer shall apply to:



☐ Translation

☐ Comparative Editing

☐ Source Text Editing

☐ Transcription



[bookmark: _GoBack]3.	Recipient Language Standards	



The Offeror must ensure the highest standards applicable to the deliverable. On the submission of the deliverable:

1) a maximum  2 % content error for minor occurrences, including but not limited to: spelling, punctuation, grammar, syntax, barbarism, Gallicism / Anglicism, formatting, poor word choice; 

2) no major error, including but not limited to: mistranslation, gibberish, mistake in figures, not using terminology provided, omission;

3) A translation followed by a request for comparative editing shall contain no (0) minor error and no (0) major error; and  

4) If terminology or other types of reference guides and documents were provided by ESDC and were not properly used by the translator, these actions will also be considered as a major error, and the text will be deemed unsatisfactory by the Identified User.



4.	Identified User Specific References	[Identified User to determine the appropriate references]



Offeror must take into account what the Identified User is subjected to in terms of writing and content standards and principles. The following hyperlinked references are, but shall not be limited to:



· Language resources (ESDC accessible only) 

· Canada Labour Code 

· Canadian Guide to Uniform Legal Citation (no hyperlink available)



The Identified User may provide a wider array of work references and standards along with the Call-up order.



5.	Point of delivery	[Identified User to determine]



6. 	Project Authority	[Identified User to determine]



The Project Authority is:



The Project Authority is the representative of the department or agency for whom the Work will be carried out pursuant to a call-up under the Standing Offer and is responsible for all the technical content of the Work under the resulting Contract.



7	Standard Clauses and Conditions



7.1	General Conditions



The following apply to and form part of the Contract.



		Date

		ID

		Title



		2016-04-04

		2010B

		General Conditions - Services (Medium Complexity)







IMPORTANT: Section 15 of General conditions 2010B, Interest on Overdue Accounts, does not apply to payments made by credit cards.





[bookmark: _Toc484165757]8	Term of Contract



8.1	Period of the Contract		[Identified User to fill in where applicable]



The Work is to be performed during the period of _______________ to  ________________.





[bookmark: _Toc484165758]9.	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: 2012-2 of the Treasury Board Secretariat of Canada.

(cf. A3025C)



[bookmark: _Toc484165759]

10	Payment



10.1	Basis of Payment – Firm Price(s) / Rate(s)	[Identified User to select the table A or B, as applicable]



In consideration of the Contractor satisfactorily completing its obligations under the Contract, the Contractor will be paid the firm price(s) / rate(s), in accordance with Annex B. Customs duties are included and Applicable Taxes are extra.





A.	Where the Ordering Quantities (i.e. type(s) of services and firm unit(s)) are known:



	[Identified User to fill in where applicable]



		Description of Services

		Firm Units

		Firm Unit price/rate

		Subtotals

(per row)



		Translation

		

		$

		$



		Comparative Editing

		

		$

		$



		Source Text Editing

		

		$

		$



		Transcription

		

		$

		$



		[Add as many rows as necessary to suit the  call-up]

		

		

		



		Firm Price

		$









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







B.	Where Ordering Quantities (i.e. type(s) of services and firm unit(s)) are Estimated:



	[Identified User to fill in where applicable]



		Description of Services

		Estimated Units

		Firm Unit price/rate

		Estimated Subtotal (per row)



		Translation

		

		$

		



		Comparative Editing

		

		$

		



		Source Text Editing

		

		$

		



		Transcription

		

		$

		



		[Add as many rows as necessary to suit the  call-up]

		

		

		







The Contractor will be paid for its costs reasonably and properly incurred in the performance of the Work, in accordance with the Basis of Payment in Annex B, to a limitation of expenditure of $ ______________

[bookmark: OLE_LINK1][bookmark: OLE_LINK2]Customs duties are included and Applicable Taxes are extra. (cf. C0206C)





11.	Terms of Payment





11.1	SACC Manual Clauses		[Identified User to select one, as applicable]



		Date

		ID

		Title



		2008-05-12

		H1000C

		Single Payment









OR



		Date

		ID

		Title



		2008-05-12

		H1008C

		Monthly Payment 





	

12.	Invoicing

The Offeror must submit invoices to the Project Authority, in accordance with the section entitled "Invoice Submission" of the general conditions (cf. section 10). Invoices cannot be submitted until all work identified in the invoice is completed. 

Where applicable, each invoice must be supported by a copy of time sheets to support the time claimed.



[bookmark: _Toc484165761]13.	Insurance



13.1	SACC Manual Clauses



		Date

		ID

		Title



		2016-01-28

		G1005C

		Insurance - No Specific Requirement
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ANNEX "B" 
 


BASIS OF PAYMENT 
 


INITIAL CONTRACT PERIOD: 
 
 
1. Basis of Payment Applicable to Translation 


 


Rate per word ($) 
 


Tier 
 


Type of Translation 
Operational Streams 


Department 
Specific 


Legal Information 
Technology 


Regular Urgent Regular Urgent Regular Urgent 
 
Tier 1 


 
English to French /  
French to English 
 


 
$0.25 


 
$0.27 


 
$0.28 


 
$0.30 


 
$0.27 


 
$0.29 


 
Tier 2 


 
Spanish to English /  
Spanish to French 
 


 
$0.28 


 
$0.28 
 


 
$0.28 


 
$0.28 


 
$0.28 


 
$0.28 


 
Tier 3 


To English or French from 
foreign or Indigenous 
languages 


 
$0.60 


 
$0.65 


 
$0.65 


 
$0.70 


 
$0.65 


 
$0.70 


 


  
2. Basis of Payment Applicable to Comparative Editing 
 


Type of service 
UNIT - Hourly Rate ($) 


Regular Urgent 


Comparative Editing 
English $55.00 $60.00 


French $55.00 $60.00 


 
 


3. Basis of Payment Applicable to Source Text Editing 
 


Type of service 
UNIT - Hourly Rate ($) 


Regular Urgent 


Source Text Editing English $50.00 $56.00 
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French $50.00 $56.00 


 
4. Basis of Payment Applicable to Transcription 
 


DESCRIPTION UNIT PRICE PER UNIT 
($) 


Standard delivery: between four (4) to six (6) times the 
length of the recording (in hours) Per minute $4.50 


Extended delivery: above six (6) to nine (9) times the 
length of the recording (in hours) Per minute $4.25 


Discounted delivery timeframe: above nine (9) times the 
length of the recording (in hours) Per minute $4.00 


Urgent delivery: within 24 hours or under four (4) times the 
length of the recording (in hours) Per minute $5.50 


Setup fee Per transcript $20.00 


Hard copy Deliverable 
Per sheet of Letter-format paper $7.00 


All-inclusive Electronically / Digitally Supported At Cost* 


Courier delivery At Cost* 


* Cost is considered a direct expense. The Offeror will be reimbursed its direct expenses reasonably 
and properly incurred in the performance of the Work. These expenses will be paid at actual cost 
without markup, upon submission of an itemized statement supported by receipt vouchers. 


 


 


 


 


1st OPTION PERIOD: 


 
1. Basis of Payment Applicable to Translation 


 


Rate per word ($) 
  Operational Streams 
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Tier Type of Translation Department 
Specific 


Legal Information 
Technology 


Regular Urgent Regular Urgent Regular Urgent 
 
Tier 1 


 
English to French /  
French to English 
 


 
$0.26 


 
$0.28 


 
$0.28 


 
$0.30 


 
$0.27 


 
$0.29 


 
Tier 2 


 
Spanish to English /  
Spanish to French 
 


 
$0.28 


 
$0.29 
 


 
$0.28 


 
$0.29 


 
$0.28 


 
$0.29 


 
Tier 3 


To English or French from 
foreign or Indigenous 
languages 


 
$0.65 


 
$0.70 


 
$0.65 


 
$0.70 


 
$0.65 


 
$0.70 


 


 


  
2. Basis of Payment Applicable to Comparative Editing 
 


Type of service 
UNIT - Hourly Rate ($) 


Regular Urgent 


Comparative Editing 
English $57.00 $62.00 


French $57.00 $62.00 


 
 


 
3. Basis of Payment Applicable to Source Text Editing 
 


Type of service 
UNIT - Hourly Rate ($) 


Regular Urgent 


Source Text Editing 
English $53.00 $60.00 


French $53.00 $60.00 


 
 


4. Basis of Payment Applicable to Transcription 
 


DESCRIPTION UNIT PRICE PER UNIT 
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($) 


Standard delivery: between four (4) to six (6) times the 
length of the recording (in hours) Per minute $4.75 


Extended delivery: above six (6) to nine (9) times the 
length of the recording (in hours) Per minute $4.50 


Discounted delivery timeframe: above nine (9) times the 
length of the recording (in hours) Per minute $4.25 


Urgent delivery: within 24 hours or under four (4) times the 
length of the recording (in hours) Per minute $5.75 


Setup fee Per transcript $20.00 


Hard copy Deliverable 
Per sheet of Letter-format paper $8.00 


All-inclusive Electronically / Digitally Supported At Cost* 


Courier delivery At Cost* 


 


*Cost is considered a direct expense. The Offeror will be reimbursed its direct expenses reasonably 
and properly incurred in the performance of the Work. These expenses will be paid at actual cost 
without markup, upon submission of an itemized statement supported by receipt vouchers. 


 


 


 


2nd OPTION PERIOD: 


 
1. Basis of Payment Applicable to Translation 


Rate per word ($) 
 


Tier 
 


Type of Translation 
Operational Streams 


Department 
Specific 


Legal Information 
Technology 


Regular Urgent Regular Urgent Regular Urgent 
 
Tier 1 


 
English to French /  
French to English 
 


 
$0.27 


 
$0.29 


 
$0.29 


 
$0.31 


 
$0.28 


 
$0.30 
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Tier 2 Spanish to English /  
Spanish to French 
 


$0.29 $0.30 
 


$0.29 $0.30 $0.29 $0.30 


 
Tier 3 


To English or French from 
foreign or Indigenous 
languages 


 
$0.67 


 
$0.70 


 
$0.67 


 
$0.70 


 
$0.67 


 
$0.70 


 


  
2. Basis of Payment Applicable to Comparative Editing 
 
 


Type of service 
UNIT - Hourly Rate ($) 


Regular Urgent 


Comparative Editing 
English $60.00 $65.00 


French $60.00 $65.00 


 
 


3. Basis of Payment Applicable to Source Text Editing 
 


Type of service 
UNIT - Hourly Rate ($) 


Regular Urgent 


Source Text Editing 
English $57.00 $63.00 


French $57.00 $63.00 


 
 


4. Basis of Payment Applicable to Transcription 
 


DESCRIPTION UNIT PRICE PER UNIT 
($) 


Standard delivery: between four (4) to six (6) times the 
length of the recording (in hours) Per minute $5.00 


Extended delivery: above six (6) to nine (9) times the 
length of the recording (in hours) Per minute $4.75 


Discounted delivery timeframe: above nine (9) times the 
length of the recording (in hours) Per minute $4.50 
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Urgent delivery: within 24 hours or under four (4) times the 
length of the recording (in hours) Per minute $6.50 


Setup fee Per transcript $25.00 


Hard copy Deliverable 
Per sheet of Letter-format paper $9.00 


All-inclusive Electronically / Digitally Supported At Cost* 


Courier delivery At Cost* 


* Cost is considered a direct expense. The Offeror will be reimbursed its direct expenses reasonably 
and properly incurred in the performance of the Work. These expenses will be paid at actual cost 
without markup, upon submission of an itemized statement supported by receipt vouchers. 
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