Temporary Help Services (THS)

Request for Availability (RFA) Form
For 
Call-up Against a Standing Offer
Required by
[My department of the Government of Canada]

This RFA Form is being used to require an Offeror to submit the resumé(s) of a resource(s) to be provided upon the issuance of a Call-up.
This RFA Form constitutes a response, when completed by an Offeror and provided to the Federal Department Identified User contact listed below.  All terms and conditions of the THS Standing Offer (SO) under which the requirement falls apply and are incorporated into this RFA Form by reference.
	THS Request for Availability (RFA) Form

	This RFA form is to be used to acquire Temporary Help Services from a qualified THS Offeror by a Identified User.  It must be attached to the email sent to invited Offerors, and subject field must reflect “Request for Availability – Title – Reference Number”  (eg: Senior Risk Management – PWGSC123)

	Reference Number
	 

	Government Department/Division
	 

	Response Due Date/Time 
	

	Submit Resource Proposal to  
	

	SO Search Results Date

In accordance with Part A, article 8, Price Revision, the search result is valid for up to 10 working days from the date that the search sheet is printed.

	

	A.   General Information

	Reason for using THS  (per TBS policy)

TB policy link:  http://www.tbs-sct.gc.ca/pol/doc-eng.aspx?id=14494&section=text#appI
	· When a public servant is absent for a temporary period of time

· When there is a requirement for additional staff during a temporary workload increase in which there is an insufficient number of public servants available to meet the requirement, or

· A position is vacant and staffing action is being completed. 

	Number of Resources Required
	

	Maximum # of Resumé(s) to be submitted
	

	Up to a maximum of [X] resumé(s) will be evaluated per Offeror submission.  Resumés above the maximum will not be evaluated.  If, by error, more than the maximum allowable resumés are submitted, resumé (s) to be reviewed will be determined by alphabetical order based on candidate's last name unless an order of preference is given by the offeror at the time the resumé(s) are submitted.

	Stream
	Sub-Stream
	Classification
	Level (junior, intermediate, senior, advanced)

	
	
	
	

	
	
	
	

	Language Required

(unilingual, bilingual)
	 

	Security (resource security clearance level) (enhanced reliability, secret, top secret)

Resource security clearance must be obtained or valid as of RFA closing date


	· Enhanced Reliability

· Secret

· Top Secret
· Offeror must demonstrate the proposed resource security clearance validity meets the following: Resource security clearance must be valid for the entire duration of the requirement unless otherwise specified by the Client User in this document.



	Location of Work
	

	Start & End Date (estimated)
	

	Duration (# of weeks)
	

	Hours of Work  
	

	Number of Hours per week
	

	Overtime (Yes/No)
	

	Overtime Multiplier  
	  

	Payment by Credit Card

Canada will pay invoices on call-ups against the Standing Offer by:


	· Visa

· Mastercard

· Direct Deposit



	Travel & Living (Yes/No)

Frequency (indicate frequency)
	

	References (Yes/No) 
	

	Interview (Yes/No) 
	 

	

	Federal Department Authorities

	Contac Contact Person 

Name:
 
Telephone:  
Facsimile:  
E-mail:
 
	 

	B.   Requirement Summary

	BACKGROUND
DUTIES
WORKING ENVIRONMENT
MANDATORY CRITERIA (resource must have the following)

Must meet the Minimum Mandatory Qualifications as per THS, Annex “A”,   Requirement- . (available on the THS website http://www.tpsgc-pwgsc.gc.ca/app-acq/sat-ths/classifications-eng.html).


	C.   LANGUAGE PROFICIENCY*

	
	Oral
	Comprehension
	Written

	Unilingual  [    ]
	Basic
	
	
	

	Bilingual    [    ]
	Intermediate
	
	
	

	
	Advanced
	
	
	

	  * See Appendix to RFA – THS Language Proficiency Grid


	D.  BASIS OF PAYMENT 

	The Offeror will be paid in accordance with the Basis of Payment, THS Standing Offer, Annex B, Basis of Payment for Work performed pursuant to the Call-up and paid not more frequently than once a week.        

	E.  RESOURCE CONSENT 

	Written or electronic consent must be obtained from the resource being proposed by the Offeror to be considered for this Request for Availability opportunity for the proposed call-up.  The consent must include the RFA form reference number, classification and level, and be accompanied by either an email thread indicating the resource's agreement or be signed and dated by the proposed resource.  The written or electronic consent must be attached to each Request for Availability form response at the time of submission to the Federal Department Identified User contact.  Offerors who do not provide written or electronic consent with the RFA will be found non-compliant.

	RESOURCE CONSENT ACKNOWLEDGEMENT 

	Option 1

I, ___________________________, authorize and consent to be proposed by “offeror name” and submit my application for the requirement of “RFA Reference Number” “Classification & Level.”  I acknowledge my availability for this requirement.  If I am selected for this requirement and decline, my candidacy for this particular requirement will not be considered by the Identified User under any other company’s proposal for this particular requirement. 

OR

Option 2

 FORMCHECKBOX 
 Resource authorization email thread attached  


	Proposed Resource Name:  
	(Signature) 
	Date:  


	F.   OFFEROR’S RESPONSE INFORMATION [This section must be filled for every requirement]

	Security Information for Resource    
1.  Where indicated as such below, it is mandatory that the following information be provided by the Offeror for each proposed  resource :
Security Information: [Offeror to insert data]
Name of individual as it appears on security clearance application form - MANDATORY
Date of birth – OPTIONAL 
Level of security clearance obtained – MANDATORY
Validity period of security clearance obtained – MANDATORY
Security Screening Certificate and Briefing Form file number – MANDATORY
Name of the entity under which the security clearance was obtained – MANDATORY

Name of the entity under which the security clearance duplication was obtained – MANDATORY

If the security clearance is in the process, the date the application was submitted to CISD with the level of security clearance requested. – OPTIONAL
2.  The Offeror: 
[  ]  Is submitting a response to this THS RFA Form.
[  ]  Is not submitting a response to this THS RFA Form for the following reason:
[  ]  No qualified resource is available [Offeror to provide explanation] :________________

CERTIFICATION    
By signing below, the Offeror certifies they have read and understood articles 9.7 and 9.8 of the Standing Offer.

Offeror company name “__________________________________________________________”

Offeror Response  “                                                                                                                          ” 

Signature, print name, date


Appendix to RFA

Temporary Help Services (THS)

LANGUAGE PROFICIENCY GRID

	Legend/Légende
	Oral
	Comprehension
	Written

	Basic
	A person speaking at this level can: 

· ask and answer simple questions; 

· give simple instructions; and 

· give uncomplicated directions relating to routine work situations.
	A person reading at this level can:

· fully understand very simple texts;

· grasp the main idea of texts about familiar topics; and

· read and understand elementary points of information such as dates, numbers, or names from relatively more complex texts to perform routine job-related tasks.
	A person writing at this level can:

· write isolated words, phrases, simple statements or questions on very familiar topics using words of time, place or person.

	Intermediate
	A person speaking at this level can:

· sustain a conversation on concrete topics; report on actions taken; 

· give straightforward instructions to employees; and 

· provide factual descriptions and explanations.
	A person reading at this level can:

· grasp the main idea of most work-related texts;

· identify specific details; and

· distinguish main from subsidiary ideas.
	A person writing at this level can:

· deal with explicit information on work-related topics since they have sufficient mastery of grammar and vocabulary.

	Advanced
	A person speaking at this level can:  

· support opinions; and  understand and express hypothetical and conditional ideas
	A person reading at this level can:

· understand most complex details, inferences and fine points of meaning; and

· have a good comprehension of specialized or less familiar material.
	A person writing at this level can:

· write texts where ideas are developed and presented in a coherent manner.


