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Nunavut Maligaliurvia  
Legislative Assembly of Nunavut 

                                                   Assemblée législative du Nunavut 
 

 
Return to Written Question 
 
Asked by: Adam Arreak Lightstone 
       
Asked of: Hon. Lorne Kusugak, Minister Responsible for the Department of 
Community and Government Services 
 
Number: 27-5(2) 
 
Date: March 4, 2019 
 
Subject: Use of Contract Services to Perform Functions Intended for 
Indeterminate Employees 
 

 
Question:  

1. Please provide the organizational chart for the Department of Community and 
Government Services as of April 1, 2016, which identifies the job titles, pay 
grades and whether the positions were filled by an indeterminate employee, 
term employee, casual employee, contractor or were vacant. Please include the 
reporting structure for casuals and contractors in unfunded positons. 

Response:   
Context definitions: 
 
Standing Offer Agreement:  This is a competitive Request for Proposal (RFP) issued by the GN 
to secure a list of vendors that have the skills and experience to provide a list of defined 
services. 
 
Call Up Procedures for IM/IT SOA 2013-10, Standing Offer Agreement Information 
Technology Professional Services.  Please see Appendix 6. 
 
In regards to the request for the organization chart, please see Appendix 1. 

In regards to the reporting structure for casuals in unfunded positions, please see attached 
Appendix 2. Included is a complete list of all casual hires by position title between 2016 and 
2018, as well as the position title the casual employee reported to, however names have been 
redacted due to privacy requirements.  Also note that CGS is not in a position to highlight 
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only those casual positions that were unfunded as this would require extensive manual 
validation between a variety of source files.  

In regards to the reporting structure of contractors, a Standing Offer Agreement (SOA) 
with the GN establishes a list of pre-approved contractors (individual consulting 
companies) to provide services in the respective categories and related topics as outlined 
within the individual RFP’s.   

A SOA is not a contract.  It is an agreement between the GN and a supplier, wherein the 
supplier agrees to provide to the GN, on demand, specified goods and services under set 
terms and conditions at pre-arranged prices for a specified time period. 

The contracts that the GN creates as part of the call-up process under a SOA is with 
specific vendors and not with the individual resources that would be performing the 
work.  The GN has no contractual relationship with the contracted resources and does not 
provide any disciplinary or performance management functions to those resources.  The 
companies that are on the SOA have separate contracts with the individual resources and 
the resources report to them and not to the GN. 

 

Question:  
 

2. Figure 1 below shows a sample listing of contracts from the 2016-17 
procurement activity report. Please provide the following for each: 

a. The start date of the current contract. 
b. The end date of the current contract. 
c. If the contract was extended when was the original start date? 
d. How the contract amount was determined. 
e. Is the work done by a contractor in Nunavut or out of   territory? 
f. If the work is done in Nunavut, what community and what was the 

duration? 
g. Why were the positions contracted out and not filled by an 

employee? 
h. What position would have done the same or similar work? 

 
Response:  
a) Provided in the attached Appendix 3.  

b) Provided in the attached Appendix 3.  

c) Each call-up under SOA 2013-10 is a new contract and not an extension of the original 
contract. 
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d) Contract amounts are determined by estimating the number of days to complete the work 
and factoring in the daily rates, per diem costs, accommodation costs and flight costs that 
were provided in vendor responses to the individual call-ups. 

e) For contracts generated under SOA 2013-10, the work was done predominately in 
Nunavut for operational and client specific project work. Strategic work was a 
combination of Northern and Southern-based work. 

f) For contracts generated under SOA 2013-10, the location of work and duration of the 
contract were dependent upon the type of work. The contract services were done in all 
communities in Nunavut based on technology needs and whether it was local community 
based infrastructure work on centralized datacenter work.  The venders had their resources 
based out of Iqaluit as this was the primary location for work and the location with the largest 
volume of commercial accommodations. 

 g) From the 2016-17 procurement activity report identified, these contracts were specific 
to SOA 2013-10.  These contracts were for skill sets that did not exist within the fulltime 
positions on the organizational chart. The requirement to meet operational needs was 
beyond the current available skillset, timelines and staffing complement in the teams that 
made up the organizational chart. Multiple new technologies and departmental initiatives 
required CGS to meet the demands of the clients, which could not happen using only the 
existing staff and resources that are available.  In relation to our unfilled positions, the 
Department was going through a reorganization that significantly impacted the ability to 
hire new staff until the organizational review was completed and processed. 

h) For the contracts under SOA 2013-10, most positions did not and still do not exist 
within the organizational chart.  The contract resources that were secured under SOA 
2013-10 were for senior resources that had specialized skill sets that would be above and 
beyond the skills of the resources on the organizational chart.  These contract resources 
filled the skill gap which allowed core IT services to continue for the GN.  Where similar, 
but more junior resources existed within the organizational chart, the contract resources 
provide mentorship and knowledge sharing with the GN staff.  The Senior Database 
Administrator position could have provided the same work if a candidate with the 
required skill set existed. There has been a significant shortage across Canada for these 
positions that were required to support the complex nature of the GN’s Information 
Management infrastructure including Finance, Healthcare, and centralized data center 
applications. The team needed access to senior specialists with more than 10 years of 
experience in managing large enterprise environments. The certifications required to 
perform these tasks are extensive and not currently available in Nunavut and CGS had to 
continue to provide the services required and expected by client departments. The Project 
Manager roles where departmental and project specific work for client departments.  The 
contract resources were required due to the volume of work required and not replacing 
the GN project manager staff. 
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Question: 
 

3. For the positions listed below (i-xx) provide the following: 
a. When was the last time the positions were advertised? 
b. How many times were the positions advertised, and when? 
c. What is the current, or most recent, job evaluation? 

i. Senior Business Systems Analyst 
ii. Senior Data Communications Administrator 

iii. Senior Database Administrator 
iv. Senior Delivery Systems Engineer 
v. Senior Enterprise Architect 

vi. Senior Network Engineer 
vii. Senior Project Manager 

viii. Senior Sharepoint Developer 
ix. Senior Sharepoint Developer Architect 
x. Senior System Administrator 

xi. Business Systems Analyst 
xii. IT Project Manager 

xiii. Project Manager 
xiv. Senior Business Analyst 
xv. Senior Business  Analyst/Project Manager 

xvi. Senior Data Communications Engineer 
xvii. Senior Information Technician Project Manager  

xviii. Senior Project Manager/Business Analyst 
xix. Senior System/Network Engineer 
xx. Senior Technical Project Manager 

 
Response: 
a) The contracts under SOA 2013-10 are for services that cannot be performed with the 
existing staff from the organizational chart.  These are not contracts to fill the vacant 
positions and therefore have never been advertised for the purpose of staffing GN 
fulltime employees. 

b) For the contracts under SOA 2013-10, these are for services that cannot be performed 
with existing staff from the organizational chart and therefore have never been 
advertised.  

c)  The only position title that was identified from Figure 1 that exists on the 
organizational chart would be “Project Manager”.  Currently there are two positions on 
the IM/IT organizational chart that have been evaluated by Job Evaluation and are both 
evaluated at a pay level 18. 
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Question: 
 

4. Please provide the organizational chart for the Department of Community and 
Government Services as of April, 2017, which identifies the job titles, pay grades 
and whether the positions were filled by an indeterminate employee, term 
employee, casual employee, contractor or was vacant. Please include the 
reporting structure for casuals and contractors in unfunded positons. 

 
Response: 
In regards to the request for the 2017 organizational chart, please see Appendix 4. 

In regards to the reporting structure for casuals in unfunded positions, please see 
Appendix 2. Included is a complete list of all casual hires by position title between 2016 and 
2018, as well as the position title the casual employee reported to, however names have been 
redacted due to privacy requirements.  Also note that CGS is not in a position to highlight 
only those casual positions that were unfunded as this would require extensive manual 
validation between a variety of source files.  

In regards to the reporting structure of contractors, a Standing Offer Agreement (SOA) 
with the GN establishes a list of pre-approved contractors (individual consulting 
companies) to provide services in the respective categories and related topics as outlined 
within the individual RFP’s.   

A SOA is not a contract.  It is an agreement between the GN and a supplier, wherein the 
supplier agrees to provide to the GN, on demand, specified goods and services under set 
terms and conditions at pre-arranged prices for a specified time period. 

The contracts that the GN creates as part of the call-up process under an SOA is with 
specific vendors and not with the individual resources that would be performing the work.  
The GN has no contractual relationship with the contracted resources and does not provide 
any disciplinary or performance management functions to those resources.  The companies 
that are on the SOA have separate contracts with the individual resources and the resources 
report to them and not to the GN. 
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Question: 
 

5. Please provide the organizational chart for the Department of Community and 
Government Services as of April l, 2018, which identifies the job titles, pay grades 
and whether the positions were filled by an indeterminate employee, term 
employee, casual employee, contractor or was vacant. Please include the 
reporting structure for casuals and contractors in unfunded positons. 

 
Response: 
In regards to the request for the 2018 organizational chart, please see attached Appendix 5. 

In regards to the reporting structure for casuals in unfunded positions, please see 
Appendix 2. Included is a complete list of all casual hires by position title between 2016 and 
2018, as well as the position title the casual employee reported to, however names have been 
redacted due to privacy requirements.  Also note that CGS is not in a position to highlight 
only those casual positions that were unfunded as this would require extensive manual 
validation between a variety of source files.  

In regards to the reporting structure of contractors, a Standing Offer Agreement (SOA) 
with the GN establishes a list of pre-approved contractors (individual consulting 
companies) to provide services in the respective categories and related topics as outlined 
within the individual RFP’s.   

A SOA is not a contract.  It is an agreement between the GN and a supplier, wherein the 
supplier agrees to provide to the GN, on demand, specified goods and services under set 
terms and conditions at pre-arranged prices for a specified time period. 

The contracts that the GN creates as part of the call-up process under an SOA is with 
specific vendors and not with the individual resources that would be performing the work.  
The GN has no contractual relationship with the contracted resources and does not provide 
any disciplinary or performance management functions to those resources.  The companies 
that are on the SOA have separate contracts with the individual resources and the resources 
report to them and not to the GN. 

 
Question: 
 

6. What role did the Contract Support Division/Section play in preparing the RFP's 
and extensions of these contract employees? 

 
Response: 
The Procurement, Logistics and Contrast Support Section of CGS (CGS Procurement) provides 
procurement services to all GN departments.  All procurement processes are initiated when CGS 
Procurement is in receipt of a Requisition Form that must include a full description of the goods 
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or services required and the signatures of the Expenditure Authority and the Accounting 
Authority of the client or requesting department.  Services are typically procured through a 
Public Competitive Procurement Process called a Request For Proposals (RFP).  The RFP 
Requisition form has the added requirement of the authorizing signature of the Deputy Minister 
of the client department.  This ensures that the Deputy Minister of the Client Department is 
aware of the RFP process that is being initiated.   
 
The role of CGS Procurement is to manage the competitive procurement process.  CGS 
Procurement ensures that the procurement process is open, fair and transparent and follows the 
procurement policies of the GN.  CGS Procurement does not determine the specifications or 
requirements of the Client Department.  CGS Procurement does not manage the resulting 
contracts.   

Many of the Contractors hired were hired as a result of an RFP process that establishes Standing 
Offer Agreements (SOA’s).  These SOA processes are most commonly used to establish a list of 
qualified vendors to provide solutions or services for frequently required goods or services.  The 
GN typically issues the RFP processes for the establishment of SOA’s upon the request of a 
client department.  Currently the GN has approximately 35 different SOA’s in place.  This can 
range from services such as legal services, auditing services, policy writing research, human 
resource consulting, nursing services, organization design, information technology 
professionals, advertising services, translation services, printing services, architectural and 
engineering services, office supplies, air freight rates, professional recruitment services, 
employee relocation services, etc.  Each of the SOA’s represents an agreement between the GN 
and the Contractor to provide a range of defined services for a set quoted hourly or each 
price.  Once the SOA’s are established, they are generally made available to all GN 
Departments.  GN Departments must follow the guidelines established under each SOA 
category.   CGS Procurement does not play an oversight or contract management role.  The 
departments individually are responsible for contract management and policy adherence.   

For example, the SOA for “Information Technology Professional Services”, establishes a list of 
pre‐approved contractors. The contractors will be pre-approved to provide services in the 
respective categories and related topics as outlined within the RFP. When considering work 
requirements, the client departments adhere to the following rules; 

i. for Service Requests deemed to be worth $150 000.00 or less, the GN may engage with 
any company on the pre-approved SOA list at their discretion; 

ii. For Service Requests greater than $150 000.00 but less than $250 000.00 the GN will 
engage in an invitational competitive process with three (3) or more of the vendors on 
the pre-approved SOA list; 
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iii. For Service Requests greater than $250 000.00 the GN will engage in a public RFP 
process.  Standard GN contracting procedures will apply. 

 
Once the SOA’s are established, the Client Departments are free to engage the Contractors at 
their will.  They are not required to come back to CGS Procurement.  Client Departments are 
expected to follow the guidelines outlined in the Client Guide for each SOA.  Contracts entered 
into under SOA’s must be reported to CGS procurement so that they can be included in the 
annual Contract Activity Report (CAR) and Procurement Activity Report (PAR).   
 
Question: 
 

7. Does the Contract Support Division/Section provide assistance with other 
departments in procuring contractors to fill the roles and responsibilities 
intended for employees? If so which departments? 

 
Response: 
CGS Procurement provides Procurement Services to all GN Departments.  CGS Procurement is 
usually not aware if a Client Department is using a resource to replace a regular employee or 
not.  CGS Procurement is not aware of all of the approved positions within a Client Department 
except for the SOA for Agency Nursing Services that fills positions that the GN would prefer to 
fill with GN regular Nurse employees.  
 
The use of SOA contracts are usually project based and for defined periods of time with 
established start and completion dates that coincide with specific projects.   
  
Question: 
 

8.  When did CGS begin working with NAC on the informatics cooperative training 
program to train Nunavummiut in IT? 

 
Response: 
The first classes for the existing program started in the fall of 2007 and the first graduating 
year was spring 2009.  CGS started working with NAC in 2006 to jointly develop the 
project and identify the necessary funding mechanisms. 
 
Question: 
 

9. How many times has the informatics cooperative training program been  
    provided, and how many graduates did the program produce? 

 
Response: 
The two year program started in 2007 (5 grads), 2009 (4 grads), 2011 (4 grads), 2013 (8) 
grads), and 2015 (4 grads).  In total the program produced 25 graduates. 
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Question: 
 

10. How many of the graduates have worked in CGS? 
 
Response: 
Due to privacy concerns, the registrar is unable to provide the names of all the graduates for 
CGS to cross reference with staffing as this would require individual approvals from all the 
graduates for this specific request. All graduates have completed work-terms with CGS as 
part of the program. 
 
Question: 
 

11. How many graduates are still working for CGS? 
 
Response: 
Currently CGS has six graduates working within IM/IT. However, other GN departments 
have also hired graduates.  
 
 

















































































REF# Start Date End Date Project Name Vendor Value

C2367 April 1,2016 September 30,2016 Senior Data Communications Administrator Donna Cona Inc. 183,750.00$          

C2396 April 1,2016 September 30,2016 Senior Network Engineer Sundiata White Group- Intellistaff 216,750.00$      

C2375 April 1,2016 September 30,2016 Senior Database Administrator Donna Cona Inc. 195,000.00$      

C2349 April 1,2016 September 30,2016 Senior Database Administrator Sundiata White Group- Intellistaff 215,500.00$      

C2398 April 1,2016 September 30,2016 Senior Data Communications Engineer Sundiata White Group- Intellistaff 221,625.00$      

C2027 February 20,2017 March 31,2017 Senior Business Analyst Sundiata White Group- Intellistaff 41,550.00$        

C1743 March 2,2017 March 31,2017 Senior Network Engineer Donna Cona Inc. 13,500.00$        

C1860 March 2,2017 March 31,2017 Senior Network Engineer Donna Cona Inc. 20,078.25$        

C2349 April 1,2016 September 30,2016 Senior Information Technician Project Manager Sundiata White Group- Intellistaff 166,215.00$      

C2334 April 1,2016 September 30,2016 Senior Project Manager Donna Cona Inc. 159,375.00$      

C2395 April 1,2016 September 30,2016 Senior Project Manager Donna Cona Inc. 215,782.50$      

C2370 April 1,2016 September 30,2016 Senior Network Engineer Sundiata White Group- Intellistaff 185,625.00$      

C2239 July 1,2016 September 30,2016 Senior Network Engineer Sundiata White Group- Intellistaff 115,650.00$      

C2290 June 1,2016 September 30,2016 Senior Business Analyst/Project Manager Donna Cona Inc. 140,000.00$      

C2219 July 11,2016 September 30,2016 Senior Business Analyst/Project Manager Sundiata White Group- Intellistaff 103,250.00$      

C2385 April 1,2016 September 30,2016 Senior Enterprise Architect Donna Cona Inc. 201,000.00$      

C2360 April 1,2016 September 30,2016 Senior Enterprise Architect Donna Cona Inc. 175,000.00$      

C1855 April 1,2016 April30,2016 Senior Network Engineer Donna Cona Inc. 20,000.00$        

C2153 April 1,2016 May 31,2016 Senior Project Manager Sundiata White Group- Intellistaff 79,750.00$        

C2104 April 1,2016 May 31,2016 Senior Network Engineer Sundiata White Group- Intellistaff 64,250.00$        

C2100 May 1,2016 June 30,2016 Senior Networking Engineer Donna Cona Inc. 62,000.00$        

C2393 May 26,2016 January 31,2017 Senior Enterprise Architect Sundiata White Group- Intellistaff 215,000.00$      

C2017 June 1,2016 March 31,2017 Senior Project Manager Donna Cona Inc. 40,000.00$        

C2322 April 1,2016 September 30,2016 Senior Project Manager Donna Cona Inc. 150,000.00$      

C2232 June 1,2016 September 30,2016 Senior Network Engineer Donna Cona Inc. 111,469.50$      

C1959 September 1,2016 September 30,2016 Senior Project Manager Donna Cona Inc. 28,770.00$        

C2121 September 14,2016 November 30,2016 Senior Project Manager Donna Cona Inc. 70,000.00$        

C2313 November 21,2016 March 31,2017 Senior Data Communications Engineer Sundiata White Group- Intellistaff 149,600.00$      

C2190 October 1,2016 March 31,2017 Senior Enterprise Architect Donna Cona Inc. 90,000.00$        

C2270 October 1,2016 March 31,2017 Senior Project Manager Donna Cona Inc. 130,047.75$      

C2335 October 1,2016 March 31,2017 Senior Project Manager Donna Cona Inc. 159,375.00$      

C2274 October 1,2016 March 31,2017 Senior Enterprise Architect Donna Cona Inc. 133,808.75$      

C2352 October 1,2016 March 31,2017 Senior Project Manager Sundiata White Group- Intellistaff 169,620.00$      

C2338 October 1,2016 March 31,2017 Senior Network Engineer Sundiata White Group- Intellistaff 163,350.00$      

C2055 October 1,2016 February 28,2017 Senior Network Engineer Donna Cona Inc. 46,849.25$        

C1792 October 1,2016 March 31,2017 Senior Database Administrator Donna Cona Inc. 15,600.00$        

C2330 October 1,2016 March 31,2017 Senior Database Administrator Sundiata White Group- Intellistaff 157,850.00$      

C2365 October 1,2016 March 31,2017 Senior System/Network Engineer Sundiata White Group- Intellistaff 180,625.00$      

C2293 October 1,2016 March 31,2017 Senior Data Communications Administrator Donna Cona Inc. 141,740.50$      

C2331 October 17,2016 March 31,2017 Senior Project Manager Sundiata White Group- Intellistaff 157,850.00$      

C2139 October 1,2016 Decemeber 31,2017 IT Project Manager Sundiata White Group- Intellistaff 76,500.00$        

C2291 October 1,2016 March 31,2017 Senior Project Manager Donna Cona Inc. 140,000.00$      

C2347 October 3,2016 March 31,2017 Senior Business Systems Analyst Donna Cona Inc. 165,433.25$      

C2301 November 07,2016 March 31,2017 Business Systems Analyst Sundiata White Group- Intellistaff 145,200.00$      

C2326 November 21,2016 March 31,2017 Senior Data Communications Engineer Sundiata White Group- Intellistaff 154,200.00$      

C2329 November 21,2016 March 31,2017 Senior Technical Project Manager Sundiata White Group- Intellistaff  $     156,400.00 

C2292 November 14,2017 March 31,2017 Senior Project Manager/Business Analyst Sundiata White Group- Intellistaff  $     141,350.00 

C2167 January 9,2017 March 31,2017 Project Manager Sundiata White Group- Intellistaff  $        82,875.00 

C2237 November 21,2016 March 31,2017 Business Systems Analyst Sundiata White Group- Intellistaff  $     114,300.00 

C2222 November 28,2016 March 31,2017 Business Systems Analyst Sundiata White Group- Intellistaff  $     105,825.00 

C2254 November 21,2016 March 31,2017 Senior Data Communications Engineer Sundiata White Group- Intellistaff  $     120,650.00 

C2212 January 9,2017 March 31,2017 Solutions Delivery Systems Engineer Donna Cona Inc.  $     100,391.25 

C2230 January 9,2017 March 31,2017 Senior Systems/Network Engineer Sundiata White Group- Intellistaff  $     110,250.00 

C2147 January 1,2017 March 31,2017 Senior Project Manager Sundiata White Group- Intellistaff  $        78,000.00 

C2125 February 1,2017 March 31,2017 Senior Enterprise Architect Sundiata White Group- Intellistaff  $        71,750.00 

C1589 March 2,2016 March 31,2017 Senior Systems Administrator Donna Cona Inc.  $          8,500.00 

C2021 February 13,2017 March 31,2017 Senior Project Manager Donna Cona Inc.  $        40,250.00 

C2019 February 13,2017 March 31,2017 Senior Sharepoint Developer Architect Donna Cona Inc.  $        40,000.00 

C2018 February 13,2017 March 31,2017 Senior Sharepoint Developer Donna Cona Inc.  $        40,000.00 

C1856 February 1,2017 March 31,2017 Senior Sharepoint Developer Donna Cona Inc.  $        20,000.00 

C1958 August 22,2018 September 30,2016 Senior Project Manager Donna Cona Inc.  $        28,770.00 

C2045 January 28,2017 March 31,2017 Monitor and Review Cash Flow Budgets The Right Door Consulting & Solutions  $        44,850.00 

C2007 July 27,2016 September 30,2016 Review and Update of Job Descriptions WMC Management Services Alberta Ltd.  $        38,500.00 

Fiscal Year 2016-2017
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Call Up Procedures 

SERVICE REQUESTS UNDER THIS SOA 

Service Requests resulting from this RFP are permitted by the GN and will be entered into subject to the 
Terms of Acceptance set out above in this RFP.  The following steps described below set out the basic 
process for engaging services under an SOA.  This process is further illustrated in Steps 1-10 of the 
Order Processing Matrix. 

Task(s) will be called-up by the Program Authority as follows: 

a) The Program Authority may consult directly with the SOA Vendor to ascertain and finalize a 
Scope of Work (see Needs Analysis below). 

b) The Program Authority will provide the SOA Vendor with a description of the task(s) to be 
performed or Scope of Work. 

c) The SOA Vendor will, within the timeframe allocated, estimate a price, delivery schedule, and 
proof of insurance(s) based on the Scope of Work.  (Refer to Response Time below). 

d) Prior to commencing any work, a firm price shall be established by multiplying the SOA Rates 
specified in the Basis of Payment Table by the number of hours or days estimated by the SOA 
Vendor.  

e) The Program Authority will then formally authorize the SOA Vendor to proceed with the work by 
issuing a formal agreement which shall be in the form of a Service Request, (see attached 
Schedule A of the Pro-Forma Contract).  

f) The Service Request will be subject to the Terms and Conditions set out in the Standing Offer 
Agreement.  

g) The Scope of Work and Delivery deadlines specified in the Service Request are binding and must 
be adhered to (see Delivery Time below). 

The Program Authority shall coordinate work requirements and be responsible for all matters concerning 
assignments specified in Service Requests made pursuant to SOAs resulting from this RFP. 

RESPONSE TIME 

Response Time refers to the time frame in which the SOA Vendor responds with a quotation/proposal to 
an initial request for services from a Program Authority.  In many circumstances, the work may be 
required as a result of an emergency situation; therefore it is critical that SOA Vendor(s) be able to 
provide a quick response.   

The SOA Vendor will be required to respond directly to the Program Authority requesting the services. 

The SOA Vendor’s responsiveness to the Program Authority’s orders is extremely important.  The SOA 
Vendor should be able to process orders within as little as 24 hours of the date that the original request is 
made and up to no more than five (5) business days. 

Exceptions to these standards must be brought to the Program Authority’s attention at the time of the 
order’s original receipt.  In the event the SOA Vendor cannot reply within the indicated timeframe, the 
Program Authority shall be at liberty to request the services from another SOA Vendor in accordance with 
the SOA Terms of Acceptance set out in the RFP.
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DELIVERY TIME 

Upon receipt of a Service Request under the SOA, the SOA Vendor will complete the services specified 
in accordance within the delivery time requirement stipulated in the Service Request.  Delivery Time 
refers to the time frame in which the agreed upon service is provided.  This timeframe may also be 
referred to as the Completion Date.  The agreed delivery time shall be set out in the Service Request and 
shall be adhered to by the SOA Vendor. 

NEEDS ANALYSIS 

Refer to steps 2-10 of the Order Processing matrix included as Table 1.  The SOA Vendor may be 
required to assist the Program Authority in defining needs and advice on which products and services will 
best meet their client’s needs in order to develop a clear Scope of Work.  The SOA Vendor may also be 
required to perform specific planning and client liaison steps dictated by the nature of the services 
required.  The provision of this service must guarantee the client an honest assessment of requirements 
coupled with a clear and logical time schedule and budget for completion.  The focus must be on 
providing quick responses to the client's requirement, keeping the Program Authority informed on the 
status of the requirement and providing a high quality, cost-effective service, delivered on schedule. 

FORMAL REPORTS  

The SOA Vendor will be required to provide a detailed report of services provided and any 
recommendations as a result of the study or services provided.   

INVOICING

The SOA Vendor will invoice based on clear link to the deliverables associated with the project.  All 
invoices must include detailed support documents including the detailed account of the number of hours 
worked, GN representative approval of hours worked (time sheets) and the name or resource. 

The following information must appear on all invoices sent to the Program Authority: 

 Identity of Program Authority (name and phone number); 
 Standing Offer Agreement Number, Service Request Number and date order received; 
 Brief description of product or service delivered and quantity ordered; 
 Date product or service delivered; and 
 Total invoice amount. 

All travel and accommodations will be reimbursed in accordance with pre approved GN travel costs.  
Plane tickets, itineraries, lodging and meal invoices must be submitted with travel claims.  
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ORDER PROCESSING MATRIX 

A list of the steps required to process an individual contract are listed below: 

Step
Program
Authority 

SOA
Vendor 

Task

1 X  Request placed with Program Authority 
2 X X Review Requirements and Needs Analysis Options 

3 X X 
Confirmation of Services to be provided and Scope of 
Work finalized; Request Quote 

4 X
Provide Estimate as per Scope of Work, Basis of Payment 
& Delivery Date

5 X  
Service Request created and sent to SOA Vendor to 
authorize commencement of work; Service Request 
Reported

6 X Complete Services in accordance with Service Request 
7  X Prepare & Submit Final Report 
8 X Prepare & Submit Invoicing 
9 X  Inspect Project & Report for Completion

10 X X
Issue Payment or Correct Deficiencies prior to Final 
Payment
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