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[bookmark: _Hlk149548903]PROCUREMENT QUESTIONS

1. Complete this document by answering yes or no to each question prior to submitting your requisition to wst.allocation@tpsgc-pwgsc.gc.ca .  
2. Providing these answers at the time of submission will reduce processing time once your file is assigned to a buyer.

	1. 
	Previous File:
If you have previously contracted for this requirement, please provide the file number:
	File #:


	Were there any unresolved challenges with the previous contract? If so, describe how they have been addressed in your new requisition. 



	2.
	Translation Services:  
Are your translations completed by the Translation Bureau? 
If no, please specify how translations are completed. 
	YES         NO
☐            ☐

	Note:  Please do not translate your documents until requested by the contracting authority. 


	3. 
	SOSA App:
Have you reviewed the SOSA app to determine if your requirement is available under a SO or SA?
	YES         NO
☐            ☐

	

	4.
	Social Procurement:
Is there an opportunity to include a Socio Value Plan?
	YES         NO
☐            ☐

	Social procurement is the practice of leveraging purchasing power to realize socio-economic objectives, by including socio-economic measures within procurement processes. A Social Value Plans (SVP) can be incorporated to give incentive(s) by awarding additional points to suppliers who meet certain social value requirements. Refer to the Policy on Social Procurement. 
 
The objectives are:
· Advancing diversity and inclusion
· Enhancing market competition
· Promoting job creation and economic and social advantage
 
Please address the following questions:
1. Would you like to include an SVP?
1. If yes, what social benefits are applicable?
1. If no, describe what research or efforts were taken to determine feasibility. 


	5. 
	Project Authority / Technical Authority contact information:
As it will appear in the contract document.

	Name: 
Organization:
Address:
Telephone: 
E-mail address: 


	6.
	Procurement Strategy for Indigenous Businesses (PSIB):  
Do you wish to pursue a mandatory or voluntary set Aside?
	YES         NO
☐            ☐

	As per Supply Manual Section 9.40.1, clients are responsible for setting aside procurements under PSIB. The Government of Canada aims for at least 5% of federal procurement to be awarded to Indigenous businesses.
· Mandatory Set-Aside: Required if an Indigenous population (community or end-user) makes up at least 51% of the group benefiting from the procurement.
· Voluntary Set-Aside: Available if Indigenous suppliers exist in the marketplace.
Additional Questions:
1. Is your requirement a mandatory or voluntary set-aside under PSIB?
2. If voluntary, describe what research, efforts, or measures were taken to identify Indigenous suppliers.
*Consider using the Indigenous Business Directory

If your answer is “NO,” explain why:     


	[bookmark: _Hlk150428085][bookmark: _Hlk147217319]7. 
	Standing Offer Requests ONLY:
Is your requirement for a Standing offer? 
If no, please indicate “no” and proceed to next question.
If yes, please provide responses to the questions below.
	YES         NO
☐            ☐

	6.1. Is there a previous or existing SO? When does it expire?

6.2. Have you reviewed the historical usage? Is the usage within your own authority? 

6.3. If there is a current SO, please provide the current usage / expenditure. (Funds spent from date of issuance to current date) 

6.3. The Identified User authorized to make Call-ups against the Standing Offer is:
Name:
Title: 
Telephone:
Email:
6.4. Do you wish to issue one SO to a single supplier or multiple suppliers? If multiple, specify the selection method (e.g., Proportional Allocation or Right of First Refusal). Ranking and Methodology for Standing Offers - Buyandsell.gc.ca
6.5. Will this SO be used solely for your “location,” or will other sites or departments use it? 
6.6. Specify the individual call up limitation (based on your delegated authority):  Standing Offer Procedures - Buyandsell.gc.ca    Goods and Services:    ☐  $25,000     ☐  $40,000    ☐  $100,000    ☐  $400,000  
6.7.  Is there a requirement for PSPC to raise call-ups that exceed your departmental limit? ☐  YES     ☐  NO     
                       




	8.
	Delivery Dates:
	YES         NO
☐            ☐

	Best Delivery (recommended)
Delivery is requested by _____________.
Or
[bookmark: _Toc391628422]All the deliverables must be received within _____ (hours/days/weeks) from order date. 
Best-by delivery allows flexibility for date amendments if delays occur.

Mandatory Delivery (not recommended)
All deliverables must be received on or before __________. 
Justification:  Provide an operational reason (Funding is NOT an acceptable reason) _________________________

Acknowledgment of Risks:  
☐            I acknowledge and accept the risks associated with a mandatory delivery date.

Risks include:
· Cancellation if the supplier cannot meet the deadline post-contract award.
· Contract termination for default due to supplier delays.
                                                                                     

	9.
	Green Procurement:
	Option 1  ☐   
Option 2  ☐

	Select an Environmentally Preferable Packaging option:

Option 1 (Mandatory) – Standard commercial packaging with environmental specifications. 
Option 2 (Optional) – Alternative packaging due to specialized needs or location constraints.

If neither option is included, the rationale must be documented and approved by PWGSC’s Senior Designated Official (SDO).

Green Considerations: Please advise of any greening components that are already included in the requirement and/or advise on additional greening components we could add to the requirement. 

☐  Green packaging requirements (requiring where packaging is recyclable, returnable, or reusable)
☐   Digital meetings and training vs. physical training: meetings/training conducted virtually (MS Teams, Cisco                                                       Webex, Zoom etc.) is greener than physical travel.
☐   Digital delivery: could apply to software, reports, or user/technical manuals.
☐   Energy efficient appliances (such as Ener STAR)
☐   Green building certifications (such as LEED)
☐   Green power sources – requiring electric/battery/hybrid power sources for equipment vs fossil fuel.
☐   Green House Gas Initiative – only applies over $25M – typically with LARGE supplier corporations.
☐   Net Zero Challenge – only applies over $25M – typically with LARGE supplier corporations.





	10.
	Insurance Requirement:    

	YES         NO
☐            ☐

	Do you require specific proofs of insurance? If yes, please identify the types of insurance you require. 

☐ Aircraft Charter Insurance
☐ Aircraft Hull Insurance
☐ All Risk in Transit Insurance
☐ All Risk Property Insurance
☐ Automobile Liability Insurance
☐ Aviation Liability Insurance
☐ Bailee’s Customer Goods Insurance
☐ Commercial General Liability Insurance
☐ Comprehensive Crime Insurance
☐ Environmental Impairment Liability Insurance
☐ Errors and Omissions Liability Insurance
☐ Garage Automobile Liability Insurance
☐ Marine Hull Insurance
☐ Marine Liability Insurance
☐ Medical Malpractice Liability Insurance
☐ Rigger’s Liability Insurance
☐ Ship Repairers’ Liability
☐ Ship Repairers Liability
☐ Short Term Lease Insurance
☐ Vehicles – Long Term Lease Insurance 
☐ Warehouseman’s Legal Liability Insurance
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