©,
Winnipeg

THE CITY OF WINNIPEG

BID OPPORTUNITY

BID OPPORTUNITY NO. 396-2016

PROVISION OF MEDIA DESTRUCTION SERVICES



The City of Winnipeg
Bid Opportunity No. 396-2016

TABLE OF CONTENTS

PART A - BID SUBMISSION

Form A: Bid
Form B: Prices

PART B

B1.
B2.
B3.
B4.
BS.
B6.
B7.
B8.
B9

B10.
B11.
B12.
B13.
B14.
B15.
B16.

- BIDDING PROCEDURES

Contract Title
Submission Deadline
Enquiries
Confidentiality
Addenda

Substitutes

Bid Submission

Bid

Prices

Disclosure
Qualification
Opening of Bids and Release of Information
Irrevocable Bid
Withdrawal of Bids
Evaluation of Bids
Award of Contract

PART C - GENERAL CONDITIONS

Co.

General Conditions

PART D - SUPPLEMENTAL CONDITIONS
General

D1.
D2.
D3.
DA4.
D5.
D6.

General Conditions

Scope of Work

Definitions

Contract Administrator

Ownership of Information, Confidentiality and Non Disclosure
Notices

Submissions

D7.
D8.

Authority to Carry on Business
Insurance

Control of Work

D9.

D10.
D11.
D12.
D13.
D14.

Commencement

Prime Contractor — The Workplace Safety and Health Act (Manitoba)
The Workplace Safety and Health Act (Manitoba) — Qualifications
Safety

Orders

Records

Measurement and Payment

D15.
D16.
D17.

Invoices
Payment
Purchasing Card

Warranty

D18.

PART E

Warranty

- SPECIFICATIONS

General

E1l.
E2.

Applicable Specifications
History

Table of Contents

w -

~NOOOOOURABRMNWWNRRERPRRER

AW w w NNNRE PR

o1 o1 o1



The City of Winnipeg
Bid Opportunity No. 396-2016

E3. Services

PART F - SECURITY CLEARANCE
F1. Security Clearance

Table of Contents



The City of Winnipeg Bidding Procedures
Bid Opportunity No. 396-2016 Page 1 of 7

PART B - BIDDING PROCEDURES

B1. CONTRACT TITLE

Bl.1 PROVISION OF MEDIA DESTRUCTION SERVICES

B2. SUBMISSION DEADLINE
B2.1 The Submission Deadline is 4:00 p.m. Winnipeg time, May 30, 2016.

B2.2 Bids determined by the Manager of Materials to have been received later than the Submission
Deadline will not be accepted and will be returned upon request.

B2.3 The Contract Administrator or the Manager of Materials may extend the Submission Deadline
by issuing an addendum at any time prior to the time and date specified in B2.1.

B3. ENQUIRIES
B3.1 All enquiries shall be directed to the Contract Administrator identified in D4.1.

B3.2 If the Bidder finds errors, discrepancies or omissions in the Bid Opportunity, or is unsure of the
meaning or intent of any provision therein, the Bidder shall promptly notify the Contract
Administrator of the error, discrepancy or omission at least five (5) Business Days prior to the
Submission Deadline.

B3.3 If the Bidder is unsure of the meaning or intent of any provision therein, the Bidder should
request clarification as to the meaning or intent prior to the Submission Deadline.

B3.4 Responses to enquiries which, in the sole judgment of the Contract Administrator, require a
correction to or a clarification of the Bid Opportunity will be provided by the Contract
Administrator to all Bidders by issuing an addendum.

B3.5 Responses to enquiries which, in the sole judgment of the Contract Administrator, do not
require a correction to or a clarification of the Bid Opportunity will be provided by the Contract
Administrator only to the Bidder who made the enquiry.

B3.6 The Bidder shall not be entitled to rely on any response or interpretation received pursuant to
B3 unless that response or interpretation is provided by the Contract Administrator in writing.

B4. CONFIDENTIALITY

B4.1 Information provided to a Bidder by the City or acquired by a Bidder by way of further enquiries
or through investigation is confidential. Such information shall not be used or disclosed in any
way without the prior written authorization of the Contract Administrator. The use and
disclosure of the confidential information shall not apply to information which:

(&) was known to the Bidder before receipt hereof; or

(b) becomes publicly known other than through the Bidder; or

(c) is disclosed pursuant to the requirements of a governmental authority or judicial order.
B4.2 The Bidder shall not make any statement of fact or opinion regarding any aspect of the Bid

Opportunity to the media or any member of the public without the prior written authorization of
the Contract Administrator.

B5. ADDENDA

B5.1 The Contract Administrator may, at any time prior to the Submission Deadline, issue addenda
correcting errors, discrepancies or omissions in the Bid Opportunity, or clarifying the meaning or
intent of any provision therein.
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B5.2

B5.2.1

B5.2.2

B5.3

B6.

B6.1

B6.2

B6.3

B6.4

B6.5

B6.6

B6.6.1

B6.7

The Contract Administrator will issue each addendum at least two (2) Business Days prior to the
Submission Deadline, or provide at least two (2) Business Days by extending the Submission
Deadline.

Addenda will be available on the Bid Opportunities page at The City of Winnipeg,
Corporate Finance, Materials Management Division website at
http://www.winnipeg.ca/matmgt/bidopp.asp

The Bidder is responsible for ensuring that he/she has received all addenda and is advised
to check the Materials Management Division website for addenda regularly and shortly
before the Submission Deadline, as may be amended by addendum.

The Bidder shall acknowledge receipt of each addendum in Paragraph 8 of Form A: Bid.
Failure to acknowledge receipt of an addendum may render a Bid non-responsive.

SUBSTITUTES
The Work is based on the Plant, Materials and methods specified in the Bid Opportunity.

Substitutions shall not be allowed unless application has been made to and prior approval has
been granted by the Contract Administrator in writing.

Requests for approval of a substitute will not be considered unless received in writing by the
Contract Administrator at least five (5) Business Days prior to the Submission Deadline.

The Bidder shall ensure that any and all requests for approval of a substitute:

(a) provide sufficient information and details to enable the Contract Administrator to determine
the acceptability of the Plant, Material or method as either an approved equal or
alternative;

(b) identify any and all changes required in the applicable Work, and all changes to any other
Work, which would become necessary to accommodate the substitute;

(c) identify any anticipated cost or time savings that may be associated with the substitute;

(d) certify that, in the case of a request for approval as an approved equal, the substitute will
fully perform the functions called for by the general design, be of equal or superior
substance to that specified, is suited to the same use and capable of performing the same
function as that specified and can be incorporated into the Work, strictly in accordance with
the Contract;

(e) certify that, in the case of a request for approval as an approved alternative, the substitute
will adequately perform the functions called for by the general design, be similar in
substance to that specified, is suited to the same use and capable of performing the same
function as that specified and can be incorporated into the Work, strictly in accordance with
the Contract.

The Contract Administrator, after assessing the request for approval of a substitute, may in
his/her sole discretion grant approval for the use of a substitute as an “approved equal” or as an
“approved alternative”, or may refuse to grant approval of the substitute.

The Contract Administrator will provide a response in writing, at least two (2) Business Days
prior to the Submission Deadline, to the Bidder who requested approval of the substitute.

The Contract Administrator will issue an Addendum, disclosing the approved materials,
equipment, methods and products to all potential Bidders. The Bidder requesting and
obtaining the approval of a substitute shall be responsible for disseminating information
regarding the approval to any person or persons he/she wishes to inform.

If the Contract Administrator approves a substitute as an “approved equal”, any Bidder may use
the approved equal in place of the specified item.
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B6.8

B6.9

B7.

B7.1

B7.2

B7.3

B7.4

B7.5

B7.6

B7.7

B7.7.1

B7.8
B7.8.1

B7.9

B8.
B8.1

B8.2

If the Contract Administrator approves a substitute as an “approved alternative”, any Bidder
bidding that approved alternative may base his/her Total Bid Price upon the specified item but
may also indicate an alternative price based upon the approved alternative. Such alternatives
will be evaluated in accordance with B15.

No later claim by the Contractor for an addition to the Total Bid Price because of any other
changes in the Work necessitated by the use of an approved equal or an approved alternative
will be considered.

BID SUBMISSION

The Bid shall consist of the following components:
() Form A: Bid; and
(b) Form B: Prices.

Further to B7.1, the Bidder should include the written correspondence from the Contract
Administrator approving a substitute in accordance with B6.

All components of the Bid shall be fully completed or provided, and submitted by the Bidder no
later than the Submission Deadline, with all required entries made clearly and completely, to
constitute a responsive Bid.

Bidders are advised not to include any information/literature except as requested in accordance
with B7.1.

Bidders are advised that inclusion of terms and conditions inconsistent with the Bid Opportunity
document, including the General Conditions, will be evaluated in accordance with B15.1(a).

The Bid may be submitted by mail, courier or personal delivery, or by facsimile transmission.

If the Bid is submitted by mail, courier or personal delivery, it shall be enclosed and sealed in an
envelope clearly marked with the Bid Opportunity number and the Bidder's name and address,
and shall be submitted to:

The City of Winnipeg

Corporate Finance Department

Materials Management Division

185 King Street, Main Floor

Winnipeg MB R3B 1J1

Samples or other components of the Bid which cannot reasonably be enclosed in the
envelope may be packaged separately, but shall be clearly marked with the Bid
Opportunity number, the Bidder's name and address, and an indication that the contents
are part of the Bidder’s Bid Submission.

If the Bid is submitted by facsimile transmission, it shall be submitted to 204 949-1178

The Bidder is advised that the City cannot take responsibility for the availability of the
facsimile machine at any time.

Bids submitted by internet electronic mail (e-mail) will not be accepted.

BID
The Bidder shall complete Form A: Bid, making all required entries.

Paragraph 2 of Form A: Bid shall be completed in accordance with the following requirements:

(a) if the Bidder is a sole proprietor carrying on business in his/her own name, his/her name
shall be inserted;

(b) if the Bidder is a partnership, the full name of the partnership shall be inserted,;
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B8.2.1

B8.3

B8.4

B8.4.1

B8.5

B9.

B9.1

B9.1.1

B9.2

B9.3

B9.4

B10.

B10.1

B10.2

(c) if the Bidder is a corporation, the full name of the corporation shall be inserted;

(d) if the Bidder is carrying on business under a name other than his/her own, the business
name and the name of every partner or corporation who is the owner of such business
name shall be inserted.

If a Bid is submitted jointly by two or more persons, each and all such persons shall identify
themselves in accordance with B8.2.

In Paragraph 3 of Form A: Bid, the Bidder shall identify a contact person who is authorized to
represent the Bidder for purposes of the Bid.

Paragraph 10 of Form A: Bid shall be signed in accordance with the following requirements:

(a) if the Bidder is a sole proprietor carrying on business in his/her own name, it shall be
signed by the Bidder;

(b) if the Bidder is a partnership, it shall be signed by the partner or partners who have
authority to sign for the partnership;

(c) if the Bidder is a corporation, it shall be signed by its duly authorized officer or officers and
the corporate seal, if the corporation has one, should be affixed;

(d) if the Bidder is carrying on business under a name other than his/her own, it shall be
signed by the registered owner of the business name, or by the registered owner's
authorized officials if the owner is a partnership or a corporation.

The name and official capacity of all individuals signing Form A: Bid should be printed
below such signatures.

If a Bid is submitted jointly by two or more persons, the word "Bidder" shall mean each and all
such persons, and the undertakings, covenants and obligations of such joint Bidders in the Bid
and the Contract, when awarded, shall be both joint and several.

PRICES

The Bidder shall state a price in Canadian funds for each item of the Work identified on Form B:
Prices.

Notwithstanding C11.1.3, prices on Form B: Prices shall not include the Goods and
Services Tax (GST) or Manitoba Retail Sales Tax (MRST, also known as PST), which shall
be extra where applicable.

The guantities listed on Form B: Prices are to be considered approximate only. The City will
use said quantities for the purpose of comparing Bids.

The quantities for which payment will be made to the Contractor are to be determined by the
Work actually performed and completed by the Contractor, to be measured as specified in the
applicable Specifications.

Payments to Non-Resident Contractors are subject to Non-Resident Withholding Tax pursuant
to the Income Tax Act (Canada).

DISCLOSURE

Various Persons provided information or services with respect to this Work. In the City’s
opinion, this relationship or association does not create a conflict of interest because of this full
disclosure. Where applicable, additional material available as a result of contact with these
Persons is listed below.

The Persons are:
(@ N/A



The City of Winnipeg Bidding Procedures
Bid Opportunity No. 396-2016 Page 5 of 7

B11.

B11.1

B11.2

B11.3

B11.4

B11.5

B11.6

QUALIFICATION

The Bidder shall:

(&) undertake to be in good standing under The Corporations Act (Manitoba), or properly
registered under The Business Names Registration Act (Manitoba), or otherwise properly
registered, licensed or permitted by law to carry on business in Manitoba, or if the Bidder
does not carry on business in Manitoba, in the jurisdiction where the Bidder does carry on
business; and

(b) be financially capable of carrying out the terms of the Contract; and

(c) have all the necessary experience, capital, organization, and equipment to perform the
Work in strict accordance with the terms and provisions of the Contract.

The Bidder and any proposed Subcontractor (for the portion of the Work proposed to be
subcontracted to them) shall:

(@) be responsible and not be suspended, debarred or in default of any obligations to the City.
A list of suspended or debarred individuals and companies is available on the Information
Connection page at The City of Winnipeg, Corporate Finance, Materials Management
Division website at http://www.winnipeg.ca/matmgt/debar.stm

The Bidder and/or any proposed Subcontractor (for the portion of the Work proposed to be
subcontracted to them) shall:

(a) have successfully carried out work similar in nature, scope and value to the Work; and

(b) be fully capable of performing the Work required to be in strict accordance with the terms
and provisions of the Contract; and

(c) have a written workplace safety and health program, if required, pursuant to The
Workplace Safety and Health Act (Manitoba);

(d) upon request of the Contract Administrator , obtain Security Clearances in accordance
with PART F -

Further to B11.3(c), the Bidder shall, within five (5) Business Days of a request by the Contract
Administrator, provide proof satisfactory to the Contract Administrator that the
Bidder/Subcontractor has a workplace safety and health program meeting the requirements of
The Workplace Safety and Health Act (Manitoba), by providing:

(a) a copy of their valid Manitoba COR certificate and Letter of Good Standing (or Manitoba
equivalency) as issued under the Certificate of Recognition (COR) Program administered
by the Construction Safety Association of Manitoba or by the Manitoba Heavy Construction
Association’s WORKSAFELY™ COR™ Program; or

(b) a copy of their valid Manitoba SECOR™ certificate and Letter of Good Standing (or
Manitoba equivalency) as issued under the Small Employer Certificate of Recognition
Program (SECOR™) administered by the Construction Safety Association of Manitoba or
by the Manitoba Heavy Construction Association’s WORKSAFELY™ COR™ Program; or

(c) areport or letter to that effect from an independent reviewer acceptable to the City. (A list
of acceptable reviewers and the review template are available on the Information
Connection page at The City of Winnipeg, Corporate Finance, Materials Management
Division website at http://www.winnipeg.ca/matmat/.

The Bidder shall submit, within three (3) Business Days of a request by the Contract
Administrator, proof satisfactory to the Contract Administrator of the qualifications of the Bidder
and of any proposed Subcontractor.

The Bidder shall provide, on the request of the Contract Administrator, full access to any of the
Bidder's equipment and facilities to confirm, to the Contract Administrator’s satisfaction, that the
Bidder's equipment and facilities are adequate to perform the Work.


http://www.winnipeg.ca/matmgt/debar.stm
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B12. OPENING OF BIDS AND RELEASE OF INFORMATION

B12.1  Bids will not be opened publicly.

B12.2  Following the Submission Deadline, the names of the Bidders and their Total Bid Prices
(unevaluated, and pending review and verification of conformance with requirements) will be
available on the Closed Bid Opportunities (or Public/Posted Opening & Award Results) page at
The City of Winnipeg, Corporate Finance, Materials Management Division website at
http://www.winnipeg.ca/matmagt/

B12.3  After award of Contract, the name(s) of the successful Bidder(s) and the Contract amount(s) will
be available on the Closed Bid Opportunities (or Public/Posted Opening & Award Results) page
at The City of Winnipeg, Corporate Finance, Materials Management Division website at
http://www.winnipeg.ca/matmagt/

B12.4  The Bidder is advised that any information contained in any Bid may be released if required by
City policy or procedures, by The Freedom of Information and Protection of Privacy Act
(Manitoba), by other authorities having jurisdiction, or by law.

B13. IRREVOCABLE BID

B13.1  The Bid(s) submitted by the Bidder shall be irrevocable for the time period specified in
Paragraph 9 of Form A: Bid.

B13.2  The acceptance by the City of any Bid shall not release the Bids of the next two lowest
evaluated responsive Bidders and these Bidders shall be bound by their Bids on such Work for
the time period specified in Paragraph 9 of Form A: Bid.

B14. WITHDRAWAL OF BIDS

B14.1 A Bidder may withdraw his/her Bid without penalty by giving written notice to the Manager of
Materials at any time prior to the Submission Deadline.

B14.1.1 Notwithstanding C22.5, the time and date of receipt of any notice withdrawing a Bid shall

be the time and date of receipt as determined by the Manager of Materials.

B14.1.2 The City will assume that any one of the contact persons named in Paragraph 3 of Form A:
Bid or the Bidder’s authorized representatives named in Paragraph 10 of Form A: Bid, and
only such person, has authority to give notice of withdrawal.

B14.1.3 If a Bidder gives notice of withdrawal prior to the Submission Deadline, the Manager of
Materials will:

() retain the Bid until after the Submission Deadline has elapsed;

(b) open the Bid to identify the contact person named in Paragraph 3 of Form A: Bid and
the Bidder’s authorized representatives named in Paragraph 10 of Form A: Bid; and

(c) if the notice has been given by any one of the persons specified in B14.1.3(b), declare
the Bid withdrawn.

B14.2 A Bidder who withdraws his/her Bid after the Submission Deadline but before his/her Bid has
been released or has lapsed as provided for in B13.2 shall be liable for such damages as are
imposed upon the Bidder by law and subject to such sanctions as the Chief Administrative
Officer considers appropriate in the circumstances. The City, in such event, shall be entitled to
all rights and remedies available to it at law.

B15. EVALUATION OF BIDS

B15.1  Award of the Contract shall be based on the following bid evaluation criteria:

(a) compliance by the Bidder with the requirements of the Bid Opportunity, or acceptable
deviation therefrom (pass/fail);


http://www.winnipeg.ca/matmgt/
http://www.winnipeg.ca/matmgt/
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B15.2

B15.3

B15.4

B15.4.1

B15.5

B16.

B16.1

B16.2

B16.2.1

B16.3

B16.3.1

B16.4

B16.5

(b) qualifications of the Bidder and the Subcontractors, if any, pursuant to B11 (pass/fail);

(c) Total Bid Price;

(d) economic analysis of any approved alternative pursuant to B6;

Further to B15.1(a), the Award Authority may reject a Bid as being non-responsive if the Bid is
incomplete, obscure or conditional, or contains additions, deletions, alterations or other

irregularities. The Award Authority may reject all or any part of any Bid, or waive technical
requirements or minor informalities or irregularities if the interests of the City so require.

Further to B15.1(b), the Award Authority shall reject any Bid submitted by a Bidder who does
not demonstrate, in his/her Bid or in other information required to be submitted, that he/she is
responsible and qualified.

Further to B15.1(c), the Total Bid Price shall be the sum of the quantities multiplied by the unit
prices for each item shown on Form B: Prices.

Further to B15.1(a), in the event that a unit price is not provided on Form B: Prices, the City
will determine the unit price by dividing the Amount (extended price) by the approximate
guantity, for the purposes of evaluation and payment.

This Contract will be awarded as a whole.

AWARD OF CONTRACT

The City will give notice of the award of the Contract or will give notice that no award will be
made.

The City will have no obligation to award a Contract to a Bidder, even though one or all of the
Bidders are determined to be responsible and qualified, and the Bids are determined to be
responsive.

Without limiting the generality of B16.2, the City will have no obligation to award a Contract
where:

(8) the prices exceed the available City funds for the Work;
(b) the prices are materially in excess of the prices received for similar work in the past;

(c) the prices are materially in excess of the City’s cost to perform the Work, or a
significant portion thereof, with its own forces;

(d) only one Bid is received; or
(e) inthe judgment of the Award Authority, the interests of the City would best be served
by not awarding a Contract.

Where an award of Contract is made by the City, the award shall be made to the responsible
and qualified Bidder submitting the lowest evaluated responsive Bid in accordance with B15.

Following the award of contract, a Bidder will be provided with information related to the
evaluation of his/her Bid upon written request to the Contract Administrator.

Notwithstanding C4.1, the City may issue a purchase order to the successful Bidder in lieu of
the execution of a Contract.

The Contract Documents, as defined in C1.1(n)(ii), in their entirety shall be deemed to be
incorporated in and to form a part of the purchase order notwithstanding that they are not
necessarily attached to or accompany said purchase order.
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PART C - GENERAL CONDITIONS

Co. GENERAL CONDITIONS

Co0.1 The General Conditions for Supply of Services (Revision 2007 04 12) are applicable to the
Work of the Contract.

C0.1.1 The General Conditions for Supply of Services are available on the Information Connection
page at The City of Winnipeg, Corporate Finance, Materials Management Division website
at http://www.winnipeg.ca/matmgt/gen_cond.stm

C0.2 A reference in the Bid Opportunity to a section, clause or subclause with the prefix “C”
designates a section, clause or subclause in the General Conditions for Supply of Services.
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PART D - SUPPLEMENTAL CONDITIONS

GENERAL

D1. GENERAL CONDITIONS

D1.1 In addition to the General Conditions for Supply of Services, these Supplemental Conditions are
applicable to the Work of the Contract.

D2. SCOPE OF WORK

D2.1 The Work to be done under the Contract shall consist of the provision of media destruction
services for the period from July 1, 2016 until June 30, 2017, with the option of four (4) mutually
agreed upon one (1) year extensions.

D2.1.1 The City may negotiate the extension option with the Contractor within ninety (90)

Calendar Days prior to the expiry date of the Contract. The City shall incur no liability to the
Contractor as a result of such negotiations.

D2.1.2 Changes resulting from such negotiations shall become effective on July 1 of the
respective year. Changes to the Contract shall not be implemented by the Contractor
without written approval by the Contract Administrator.

D2.2 The major components of the Work are media destruction services as follows:

(a) Paper media;

(b) Archival records media;

(c) Audio/Video media;

(d) Hard drive media;

(e) Computer flash drive, Tape drives and diskette media,
() Hard Disk, I-phone, Static Drive.

D2.3 The Work shall be done on a “scheduled” and "as required" basis during the term of the
Contract.

D2.3.1 The type and quantity of Work to be performed under this Contract shall be as authorized

from time to time by the Contract Administrator and/or Users.

D2.3.2 Notwithstanding C7.4, the City shall have no obligation under the Contract to purchase any
guantity of any item in excess of its actual operational requirements.

D2.4 Notwithstanding D2.1, the type and quantity of Work to be performed under this Contract is
subject to annual approval of monies therefore in a budget by Council. Bidders are advised that
monies have been approved for work up to and including December 31, *.

D2.5 Notwithstanding D2.1, in the event that operational changes result in substantial changes to the
requirements for Work, the City reserves the right to alter the type or quantity of work performed
under this Contract, or to terminate the Contract, upon thirty (30) Calendar Days written notice
by the Contract Administrator. In such an event, no claim may be made for damages on the
ground of loss of anticipated profit on Work.

D2.6 The City reserves the right to add items during the Contract period, as they are required.

D3. DEFINITIONS

D3.1 When used in this Bid Opportunity:

(&) “As-Required” means as needed; according to need.
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DA4.

D4.1

D4.2

D5.

D5.1

D5.2

D5.3

D5.4

D6.

D6.1

D6.2

(a) "Destruction" means the process of eliminating or deleting records, beyond any possible
reconstruction;

(b) "Record" means any kind of recorded information (that is created or received by, or) in the
custody or control of the City regardless of its physical form or its characteristics;

(c) “Scheduled” means included or planned according to a schedule; for a particular time
and/or day.

(d) "User" means a person, department or other administrative unit of the City authorized by
the Contract Administrator to order Work under this Contract.

(e) “Minimum Order Charge” means Lowest amount applicable to a service invoice; where
the service falls below the minimum order charge the minimum order charge shall be
payable to the Contractor; Minimum Order Charge shall be invoked on a per building basis.

CONTRACT ADMINISTRATOR

The Contract Administrator is:

Terminder Singh
Contracts Officer

Telephone No. 204 986-2249
Email Address: tsingh@winnipeg.ca

At the pre-commencement meeting, the Contract Administrator will identify additional personnel
representing the Contract Administrator and their respective roles and responsibilities for the
Work.

OWNERSHIP OF INFORMATION, CONFIDENTIALITY AND NON DISCLOSURE

The Contract, all deliverables produced or developed, and information provided to or acquired
by the Contractor are the property of the City and shall not be appropriated for the Contractors
own use, or for the use of any third party.

The Contractor shall not make any public announcements or press releases regarding the
Contract, without the prior written authorization of the Contract Administrator.

The following shall be confidential and shall not be disclosed by the Contractor to the media or
any member of the public without the prior written authorization of the Contract Administrator;

(a) information provided to the Contractor by the City or acquired by the Contractor during the
course of the Work;

(b) the Contract, all deliverables produced or developed; and
(c) any statement of fact or opinion regarding any aspect of the Contract.

A Contractor who violates any provision of D5 may be determined to be in breach of Contract.

NOTICES
Notwithstanding C22.3, all notices of appeal to the Chief Administrative Officer shall be sent to
the attention of the Chief Financial Officer at the following facsimile number:

The City of Winnipeg
Chief Financial Officer

Facsimile No.: 204 949-1174

Bid Submissions must not be submitted to this facsimile number. Bids must be
submitted in accordance with B7.
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SUBMISSIONS

D7.

D7.1

D8.

D8.1

D8.2

D8.3

D8.4

AUTHORITY TO CARRY ON BUSINESS

The Contractor shall be in good standing under The Corporations Act (Manitoba), or properly
registered under The Business Names Registration Act (Manitoba), or otherwise properly
registered, licensed or permitted by law to carry on business in Manitoba, or if the Contractor
does not carry on business in Manitoba, in the jurisdiction where the Contractor does carry on
business, throughout the term of the Contract, and shall provide the Contract Administrator with
evidence thereof upon request.

INSURANCE

The Contractor shall provide and maintain the following insurance coverage:

(&) commercial general liability insurance, in the amount of at least two million dollars
($2,000,000.00) inclusive, with The City of Winnipeg added as an additional insured; such
liability policy to also contain a cross-liability clause, non-owned automobile liability and
products and completed operations cover, to remain in place at all times during the
performance of the Work;

(b) if applicable, Automobile Liability Insurance covering all motor vehicles, owned and
operated and used or to be used by the Contractor directly or indirectly in the performance
of the Service. The Limit of Liability shall not be less than $2,000,000 inclusive for loss or
damage including personal injuries and death resulting from any one accident or
occurrence;

Deductibles shall be borne by the Contractor.

The Contractor shall provide the Contract Administrator with a certificate(s) of insurance, in a
form satisfactory to the City Solicitor, at least two (2) Business Days prior to the commencement
of any Work on the Site but in no event later than seven (7) Calendar Days from notification of
the award of Contract.

The Contractor shall not cancel, materially alter, or cause the policy to lapse without providing at
least thirty (30) Calendar Days prior written notice to the Contract Administrator.

CONTROL OF WORK

D9.

D9.1

D9.2

D9.3

COMMENCEMENT

The Contractor shall not commence any Work until he/she is in receipt of a notice of award from
the City authorizing the commencement of the Work.

The Contractor shall not commence any Work on the Site until:
(a) the Contract Administrator has confirmed receipt and approval of:
(i) evidence of authority to carry on business specified in D7,
(i)  evidence of the workers compensation coverage specified in C6.14; and
(i) evidence of the insurance specified in D8.

(b) the Contractor has attended a meeting with the Contract Administrator, or the Contract
Administrator has waived the requirement for a meeting.

The Contractor shall commence the Work on the Site within seven (7) Working Days of receipt
of the notice of award.
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D1o0. PRIME CONTRACTOR - THE WORKPLACE SAFETY AND HEALTH ACT (MANITOBA)
D10.1  Further to C6.23, the Contractor shall be the Prime Contractor and shall serve as, and have the
duties of the Prime Contractor in accordance with The Workplace Safety and Health Act
(Manitoba).
D11. THE WORKPLACE SAFETY AND HEALTH ACT (MANITOBA) — QUALIFICATIONS
D11.1  Further to B11.4, the Contractor/Subcontractor must, throughout the term of the Contract, have
a Workplace Safety and Health Program meeting the requirements of The Workplace Safety
and Health Act (Manitoba). At any time during the term of the Contract, the City may, at its sole
discretion and acting reasonably, require updated proof of compliance, as set out in B11.4.
D12. SAFETY
D12.1  The Contractor shall be solely responsible for safety at the Site and for compliance with all laws,
rules, regulations and practices required by the applicable safety legislation.
D12.2  The Contractor shall be solely responsible for securing the Site, and any existing facility
thereon, and for the proper care and protection of the Work already performed.
D12.3  The Contractor shall do whatever is necessary to ensure that:
(a) no person, property, right, easement or privilege is injured, damaged or infringed by reason
of the Contractor's activities in performing the Work;
(b) the health and safety of all persons employed in the performance of the Work or otherwise
is not endangered by the method or means of its performance;
(c) adequate medical services are available to all persons employed on the Work and at all
times during the performance of the Work;
(d) pedestrian and other traffic on any public or private road or waterway is not unduly
impeded, interrupted or endangered by the performance or existence of the Work or Plant;
(e) fire hazards in or about the Work are eliminated;
D13. ORDERS
D13.1  The Contractor shall provide a local account manager and his direct telephone number to
handle City requests, and coordinate with City departments and projects, answer requests for
information and problem resolution.
D14. RECORDS
D14.1  The Contractor shall keep detailed records of the services supplied under the Contract.
D14.2  The Contractor shall record, as a minimum, for each item listed on Form B: Prices:
(&) user name(s) and addresses;
(b) order date(s);
(c) service date(s); and
(d) description and quantity of services provided.
D14.3  The Contractor shall provide the Contract Administrator with a copy of the records for each

guarter year within fifteen (15) Calendar Days of a request of the Contract Administrator.
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MEASUREMENT AND PAYMENT

D15.

D15.1

D15.2

D15.3

D15.4

D16.

D16.1

D16.2

D17.

D17.1

D17.2

INVOICES

Further to C11, the Contractor shall submit an invoice for each portion of work performed
delivered to:

The City of Winnipeg

Corporate Finance - Accounts Payable

4th Floor, Administration Building, 510 Main Street
Winnipeg MB R3B 1B9

Facsimile No.: 204 949-0864
Email: CityWpgAP@winnipeg.ca

Invoices must clearly indicate, as a minimum:

(a) the City's purchase order number;

(b) date of delivery;

(c) delivery address;

(d) type and quantity of work performed;

(e) the amount payable with GST and MRST shown as separate amounts; and
(f) the Contractor's GST registration number.

The City will bear no responsibility for delays in approval of invoices which are improperly
submitted.

Bid Submissions must not be submitted to the above facsimile number. Bids must be
submitted in accordance with B7.

PAYMENT

Further to C11, payment shall be in Canadian funds net thirty (30) Calendar Days after receipt
and approval of the Contractor's invoice.

Further to C11, the City may at its option pay the Contractor by direct deposit to the Contractor’s
banking institution.

PURCHASING CARD
The Contractor shall allow Users to charge items to their purchasing cards at no extra cost.

The Contractor’s credit card website/gateway shall have appropriate current Payment Card
Industry Data Security standards (PCI DSS) certification,
(https://www.pcisecuritystandards.org/index.shtml ). The credit card gateway shall meet the
credit card data security requirements outlined by the Payment Card Industry Security
Standards Council (PCl SSC) for service providers and/or software vendors.

WARRANTY

D18.

D18.1

WARRANTY

Notwithstanding C12, Warranty does not apply to this Contract.
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PART E - SPECIFICATIONS

GENERAL

El. APPLICABLE SPECIFICATIONS

El.1l These Specifications shall apply to the Work.

E1l.2 The Contractor shall provide all labour, equipment and materials necessary for shredding, and
record destruction services, and removal, transportation, and disposal of documents on a
scheduled and/or as-required basis.

E1.3 Further to D2.1, the Contractor shall be certified by a nationally registered and widely
recognized association that specializes in destruction services such as National Association for
Information Destruction (NAID) AAA certified for on and off-site media destruction services.

El.4 Approved Container Sizes are 65 Gallon, 95 Gallon and 100lb. Contractors shall include their
proposed container sizes on Form B. Containers for the Work shall be supplied by the
Contractor at no charge to the user or City.

E1.5 A User department may require that the shredding or destruction of documents be witnessed.
The Contractor shall allow an individual from the City to witness the shredding or destruction of
documents wherever it occurs, whether it is done by a mobile shredder or at the Contractor’'s
facility.

E1.6 All documents and all other information contained as part of the Work shall be treated as
confidential. Documents shall be transported in a locked, enclosed vehicle to the shredding
facilities or a mobile shredding facility will be provided at the Work Site.

E1.7 All residue of the Work shall be removed from the Site. Shredded documents shall be disposed
of in a secure and environmentally “friendly” manner such as recycling.

E1.8 If the Contractor picks up boxes (provided on pallets) the Contractor should bring an equal
number of replacement pallets.

E1.9 There are User departments that occupy more than one floor of a building. In the event that an
order is placed and the department occupies more than one floor of the building:

(a) each floor will form part of that order and will not be invoiced separately;
(b) there will be no minimum charge (if any) per floor — the Work for the order will be measured
together.

E1.10  For safety and environmental reasons; a mobile shredding facility engine should
(&) not be idling for more than one (1) hour at each Site.

(b) optimize routing of media pickup and destruction vehicles.

E1.11 If boxes are taken off site to be destroyed they must be shredded at a location within Manitoba.

E1.12  Bidders are reminded that requests for approval of substitutes as an approved equal or an
approved alternative shall be made in accordance with B6.

E1.13  Contractor should have the ability to provide the net weight of the destroyed product.

E1.14  All media based on the unit Per Lb. on Form B shall be weighed at the Contractor’s facility, on a
scale consistent with this industry type, and the City shall be billed on the actual weight of media
received by the User (excluding the tote or console weight).

E1.15 Contractor shall have the capacity to supply additional 95 gallon containers to City departments

for short and medium term projects like elections.
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E2. HISTORY
E2.1 Paper Shredding Services:

E2.2

E2.3

E2.4

E3.

E3.1

E3.2

E3.3

(a) The smallest service request for this item was 1 console. The largest service request was
18 consoles.

(b) Average weight for annual paper shredding services was 137,000 Ibs.;

(c) The Contractor currently supplies approximately thirty-eight — 95 gallon containers to
various user locations, which hold approximately 300Ibs or up to 12 standard record boxes
(12x15x10);

(d) The Contractor currently supplies approximately seventeen — 65 gallon containers to
various user locations, which hold approximately 200 Ibs. or up to 6-8 standard record
boxes (12x15x10);

(e) The Contractor currently supplies approximately one hundred twenty console containers
(19°x19"x42”h containers) which hold approximately 100 Ibs. or 3-4 standard record boxes
(12x15x10);

() For 2011 the Contractor serviced approximately 695 “scheduled” calls and 82 “as required”
calls.

(g) For 2012 the Contractor serviced approximately 705 “scheduled” calls and 96 “as required”
calls.

Archival Record Destruction Services:
(&) Average annual total boxes purged was approximately 1,000.

(b) The smallest annual service request for this item was 1 box. The largest annual service
request for this item was 800 boxes.

(c) Boxes range from 30-50 pounds, with the majority of the boxes in the 30-40 Ib. range.

Destruction of Audio/Video and Computer Records:
(a) Average annual audio/video and computer records destruction was 500 Ibs.

(b) The smallest annual service request for this item was 20 Ibs. The largest annual service
request for this item was 300 Ibs.

Average stops that resulted in a minimum charge were 110 stops.

SERVICES

The Contractor shall provide paper shredding, archival record destruction, audio/video,
computer and IT destruction services. Records identified for destruction must be destroyed in a
manner that ensures the protection of confidentiality and completeness of destruction, and shall
be in accordance with the requirements hereinafter specified.

At the time of ordering, the Contractor shall establish the details of the Work including
scheduling, determination of on-site/off-site requirements, and service description.

Destruction services shall be dispatched within five (5) Business Days of an order being placed.

(&) The Contractor shall provide a “Destruction Certificate” and a signed “Affidavit” within five
(5) Business Days of the Work being completed. The “Destruction Certificate” shall
include, but not limited to, the following information;

(i) date of completion.

(i)  time of completion.
(i)  method of destruction.
(iv)  signature of operator.

Iltem No. 1 and 2, 2a, 2b and 2c — Paper Shredding Services shall be mobile on-site or
transported and shredded off-site, and shall be as follows:
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E3.3.1

E3.4

E3.5

(&) Where paper to be shredded is provided in boxes; the boxes may require destruction at the
request of the User department;
(b) Each portion of the Work shall be performed in a continuous manner;

(i) Inthe case of a mobile shredding facility brought to the Site, the equipment shall
remain on Site until completion of the assigned Work.

(i)  Inthe case of documents transported by the Contractor to the Contractor’s
shredding facility, all Work shall be completed within two (2) Business Days. Media
shall be picked-up by the Contractor from City offices or loading docks and
transported in a locked enclosed vehicle, ensuring physical security and restricted
access, to the Contractor’s off-Site shredding facility.

(c) The following is a list of items that have been determined acceptable for shredding;

(i) computer paper, glossy white paper, stationery, fax paper;

(i) gummed labels;

(i)  metal fasteners such as staples, binder clips, acco fasteners and paper clips;

(iv)  rubber bands;

(v) Dblue prints;

(vi) envelopes;

(vii)  postit notes;
(viii)  brochures;

(ix) report covers;

(x) carbon paper (small amounts);

(xi)  three ring binders;

(xii)  newspaper (small amounts);
(xiii)  large sized plan rolls;

(xiv)  flat plans;

(xv) overlays;

(xvi)  plastic coil binders and reports;
(xvii)  artwork

Further to E3.3(c)(xiii), large size plan rolls like building plans shall be unrolled by the
Contractor for on-site shredding.

Item No. 3 - Archival Record Destruction Services shall be as follows:

(a) City of Winnipeg Users shall provide the Work in cardboard boxes that are clearly labelled,
and the boxes shall be destroyed by the same method as the records;
(b) Each portion of the Work shall be performed in a continuous manner;

() Inthe case of a mobile shredding facility brought to the Site, the equipment shall
remain on Site until completion of the assigned Work.

(i)  In the case of documents transported by the Contractor to the Contractor’'s
shredding facility, all Work shall be completed within two (2) Business Days. Media
shall be picked-up by the Contractor from City offices or loading docks and
transported in a locked enclosed vehicle, ensuring physical security and restricted
access, to the Contractor’s off-Site shredding facility.

(c) The City will provide a “destruction form” for the Contractor;

(i) The Contractor shall check this form for accuracy and ensure that the boxes being
picked up are accounted for.

(i)  The Contractor shall mail the “destruction form” back to the User department.

(d) The Contractor shall know, at all times, the location of the City’s records that are to be
destroyed and will advise the City of this location upon request.

Item No.4 — Destruction of Audio/Video and Computer Records shall be as follows:
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(a) Audio/Video and Computer Records media shall be completed within two (2) Business
Days. Media shall be picked-up by the Contractor from City offices or loading docks and
transported in a locked enclosed vehicle, ensuring physical security and restricted access,
to the Contractor’s off-Site shredding facility;

(b) Following is a list of audio/video and computer records that have been determined
acceptable for record destruction;
(i) CbDs;
(i) DVDs;
(i) video tapes;
(iv)  computer discs and diskettes;
(v)  micro Film/microfiche;
(vi) tape spools.

E3.6 Item No. 5 — Minimum Order Charge (if any):

(&) Shall be the cost for items 1, 2, or 3, where the cost for the service falls below that price.
The Contractor shall not charge any other charges for the Work, except minimum order
charge.

E3.7 Item No. 6 — Destruction of Hard Disk-I-phone-Static Drive shall be as follows:

(a) The Contractor shall pick up the Hard disk drives, i-phones, Static Drives and bring them
back directly to their facility in Winnipeg where the drives shall be crushed.

(b) The certificate of destruction shall show that the materials related to destruction services
have entered the destruction process so that the information cannot be reconstructed.
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PART F - SECURITY CLEARANCE

F1.

F1.1

F1.1.1

F1.2

F1.3

F1.4

F1.5

F1.6

F1.7

F1.8

F1.9

SECURITY CLEARANCE

The following is a link to information for obtaining the Criminal Record Search certificate
including the Vulnerable Sector screening from the City of Winnipeg Police Service.
http://winnipeg.ca/police/pr/info_request.stm#crim_record_search

The Criminal Record Search shall include a Vulnerable Sector Screening. This can be
obtained by following the link below
http://winnipeg.ca/police/pr/info_request.stm#crim_record search.

(i)  Individuals will need to state in the form, that they may be working in City of
Winnipeg pools, libraries and community centres;

The original Criminal Record Search Certificate (Form P—253) will be provided by the Winnipeg
Police Service to the individual applicant. The original has a validation sticker from the
Winnipeg Police Service in the top right hand corner. The applicant shall:

(a) Provide the original Criminal Record Search Certificate (Form P—253) to the Contract
Administrator.

Prior to the commencement of any Work, and during the term of the Contract if additional or
replacement individuals are proposed to perform Work, the Contractor shall supply the Contract
Administrator with a Criminal Record Search Certificate obtained not earlier than one (1) year
prior to the Submission Deadline, or a certified true copy thereof, for each individual proposed to
perform the Work.

Any individual for whom a Criminal Record Search Certificate is not provided, or for whom a
Criminal Record Search Certificate indicates any convictions or pending charges related to
property offences or crimes against another person will not be permitted to perform any Work.

Any Criminal Record Search Certificate obtained thereby will be deemed valid for the duration
of the Contract subject to a repeated records search as hereinafter specified.

Notwithstanding the foregoing, at any time during the term of the Contract, the City may, at its
sole discretion and acting reasonably, require an updated criminal records search. Any
individual who fails to provide a satisfactory Criminal Record Search Certificate as a result of a
repeated criminal records search will not be permitted to continue to perform any Work.

The City will conduct a Level One Security Clearance Check, for any individual proposed to
perform Work under the Contract at Winnipeg Police Service facilities.

The Contractor shall provide the Contract Administrator with a list of individuals proposed to
perform Work under the Contract at Winnipeg Police Service facilities:

(a) within five (5) Business Days of the Award of Contract; or

(b) inthe case of additional or replacement individuals during the term of the Contract, at least
thirty (30) Calendar Days before each individual is proposed to commence Work at
Winnipeg Police Service facilities.

Each individual shall submit the required information and form to the Winnipeg Police Service
Division 30 Clerk at Main Floor, 151 Princess Street:

(a) A completed Form P-608: Security Clearance Check authorization form. Form P-608 must
be signed and dated.
(i) Signature of Witness shall be signed by the contact person stated on Paragraph 3 of
Form A: Bid.
(b) Identification - photocopies to two valid pieces of identification:
(i) valid photo driver’s license,
(i)  valid passport or,


http://winnipeg.ca/police/pr/info_request.stm#crim_record_search
http://winnipeg.ca/police/pr/info_request.stm#crim_record_search
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F1.10

F1.11

F1.12

F1.13

(i) birth certificate.

Any individual for whom a satisfactory Level One Security Clearance is not obtained will not be
permitted to perform any Work within Winnipeg Police Service facilities.

Any satisfactory Security Clearance obtained thereby will be deemed valid for one (1) year from
the date of clearance, subject to a repeated Security Clearance Check as hereinafter specified.

(a) Each individual doing Work in a Winnipeg Police Service Facility shall provide photo
identification upon entry, in order that their Level One security clearance can be verified.

Notwithstanding the foregoing, at any time during the term of the Contract, the City may, at its
sole discretion and acting reasonably, require a further Security Clearance Check. Any
individual who fails to obtain a satisfactory Security Clearance Check as a result of a repeated
Security Clearance Check will not be permitted to continue to perform Work under the Contract
at Winnipeg Police Service Facilities.

Any individual who fails to obtain a satisfactory Security Clearance Check may request
reconsideration by writing to:

Winnipeg Police Service

Division 30 Services

Attn: Service Security Officer

151 Princess Street

Winnipeg, Manitoba

R3B 1L1
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NAME, TELEPHONE NUMBER AND NAME & PHONE NUMBER OF CITY CONTACT PERSON
BUSINESS ADDRESS OF EMPLOYER: IN CHARGE OF THE PROJECT REQUIRING THE
SECURITY CLEARANCE CHECKS

NATURE & LOCATION OF WORK BEING DONE FOR WINNIPEG POLICE SERVICE:

Contract Administrator:

WARNING: ANY FALSE OR INCOMPLETE INFORMATION MAY RESULT IN REJECTION OF THIS APPLICATION
INCOMPLETE APPLICATIONS WILL NOT BE PROCESSED

| EMPLOYEE INFORMATION

LAST NAME: GIVEN NAMES:

BIRTH NAME OR OTHER NAME(S) USED:

(if different from above)

[ 1 MALE []FEMALE DATE OF BIRTH: BIRTH PLACE:

Y M D
ADDRESS: CITY: PROVINCE:
POSTAL CODE: RESIDENTIAL PHONE:

AUTHORIZATION |

l, hereby consent to the Winnipeg Police Service collecting

my personal information from any public body, person, employer, or government institution for the purpose of conducting a
security check in connection with my contract or association with the Winnipeg Police Service. This authorization, including
a copy or facsimile thereof, is my consent to any public body, person, employer or government institution to release true
copies of any records containing my personal information to the Winnipeg Police Service. (Security clearance checks
expire after a period of one year).

Signature of Witness Signature of Applicant

This personal information will be collected pursuant to The Freedom of Information and Protection of Privacy Act
C.C.S.M.cF175 (title, name, phone # of person who) can answer
questions about the collection of this information.

Date

WINNIPEG POLICE SERVICE - FOR OFFICE USE ONLY
RESULT OF CHECK: |

NO POLICE RECORD OF CRIMINAL CONVICTIONS WAS ASSOCIATED TO ANY SUBJECT WITH THE SAME NAME AND DATE OF
BIRTH.

AN OUTSTANDING CRIMINAL CHARGE AWAITING COURT DISPOSITION WAS ASSOCIATED TO A SUBJECT WITH THE SAME NAME
AND DATE OF BIRTH.

A POLICE RECORD OF CRIMINAL CONVICTIONS WAS ASSOCIATED TO A SUBJECT WITH THE SAME NAME AND DATE OF BIRTH.

PROCESSED BY:

Clerk WPS# Date
P-608 11 05 19





