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How to get started

1. Register with the Supplier Registration Information Service (contractscanada.gc.ca/en/regist-e.htm). This allows you to get a Procurement Business Number (PBN). This is crucial. Public Works and Government Services Canada won't buy from you unless you have a PBN. Neither will some other federal departments/agencies.

2. Apply to register with the national supplier database, Professional Services Online, better known as PS Online (www.tpsgc-pwgsc.gc.ca/app-acq/sp-ps/index-eng.html). Even if you’re a sole proprietor, remember to list yourself separately as a consultant in your PS Online profile, and remember to keep your “available as of” info updated.

3. Check www.merx.com every day to see new Requests for Standing Offers (RFSOs), Requests for Proposals (RFPs), etc. It’s free to download documents for federal government tenders.

4. Contact materiel managers and procurement officers to be added to departmental source lists (31 departments are listed here: contractscanada.gc.ca/en/partne1-e.htm).

5. Send a friendly e-mail to departmental communications staff and writing units to let them know of your services and availability (get contact info from the Government Electronic Directory Services database at sage-geds.tpsgc-pwgsc.gc.ca). Do this by e-mail; do not call.

6. Check with temp agencies in your area to see if they hold any federal government standing offers. They may need help, which would be a good way for you to gain government experience, if you’re lacking in that area.

Things to remember

· Take a seminar on doing business with the federal government (see schedule for various cities at contractscanada.gc.ca/en/sem-e.htm).

· Check the Business Access Canada Web site (www.contractscanada.gc.ca/en/index.html) for tips on writing proposals. 

· Read the solicitation document carefully and submit questions only to the contracting authority before deadline.

· Deliver your bid well before deadline, and check to make sure you deliver it to the right address.

· Need help or advice? Contact the branch of the Office of Small and Medium Enterprises for your area (www.tpsgc-pwgsc.gc.ca/app-acq/pme-sme/contacts-eng.html).

· Use the Government of Canada style guide, The Canadian Style. Refer to it in introductory e-mails you send, and remind clients on new contracts that you will be using it as your guide for their work. It’s also a good idea to familiarize yourself with the Communications Policy of the Government of Canada and the Common Look and Feel for the Internet 2.0 standards. Both can be found on the Web site of the Treasury Board of Canada Secretariat (www.tbs-sct.gc.ca).

· Be sure to clarify the kind of editing the client is looking for. Government employees use the term “edit” to cover everything from commenting on a document to proofreading. Use the Editors’ Association of Canada “Definitions of editorial skills” (www.editors.ca/hire/definitions.html).

· March 31 is fiscal year end in the federal government. Staff are often looking for one-off edits (done through a sole source contract) in January, February and March.

· Be available to work on tight deadlines, especially in March.

· French editors are very important. Not everyone realizes how much they need a French editor. You can remind them.

· If your payments do not arrive on time, follow up with your client. With so many contracts being processed, things do get lost. People do not mind being asked to follow up.

Submitting proposals

Things to keep in mind
· Make sure you answer any questions you have been asked. 

· Use the customer’s language and frame of reference. If they want to know the cost per page, quote it that way. If the customer calls the document a brochure but you can see that it is actually a booklet, call it a brochure. Doing otherwise causes confusion. 

· When the customer asks for “proofreading” but means “structural editing, copy editing, design, layout, and proofreading,” use this as an opportunity to provide a little education. Spell out the steps the document requires and why each one is necessary.

· Spell out payment terms. Make sure you will get paid for revisions that result from the client's changes. And see if you can negotiate breaking the project down into “deliverables.” Then you can ask to be paid for each deliverable instead of a lump sum at the end of the project. Other payment options may also be available (per diem payments, for example).
· Fish for other work.

Make sure you cover the following topics, whether or not the customer has asked about them:

· Background. What is the context of the work? If you don’t know where your work fits in with what they are doing, you should try to find out before you submit a proposal.

· Scope. What work is included and what work isn’t? If the RFP has a clear Statement of Work, great. If it doesn’t, your proposal should include one. 

· Timing. Provide a tentative schedule, even if you aren’t asked for one. 

· Budget. Spell out what you will charge, and what is and is not included. Spell out your assumptions so that if the scope changes, your financial proposal can change with it. 

Preparing large estimates

· Always go through and “grade” your chances before you start writing a proposal. If you don’t score 80 per cent or better, forget it. You’ll spend days or weeks writing the proposal and you won’t get the contract.

· Read the proposal early in the process. Ask any questions quickly, so that you have time to ask follow-up questions if necessary. 

· If you find something that seems to disqualify you, ASK about it before you go further. Sometimes those barriers can be removed easily, but sometimes you really aren’t eligible. 

· Make sure you see all the hoops and jump through them. Answer every question, and specify whether or not you meet every requirement.

· Your proposal should follow the order of the RFP. Use the same numbering and the same headings. Quote the section you are responding to. 

· If they ask a question twice, answer it twice or refer back to your first answer. 

· Read proposed contracts carefully. Do you have the insurance they require? If not, what will it cost to get it? Can you meet their security requirements? If you’re bidding on a RFSO, you don’t have to meet the security requirement up front. In that case, you can ask the buyer to sponsor you to get the security clearance needed from Public Works and Government Services Canada if you are awarded a standing offer. 
· Be honest. They’re going to be looking for places where the proponents have fudged their answers or exaggerated. Admit your shortcomings. Everyone has them. 

Important Web sites

Business Access Canada: www.contractscanada.gc.ca/en/index.html
Public Works and Government Services Canada: www.pwgsc.gc.ca/text/index-e.html

The Office of Small and Medium Enterprises: 
www.tpsgc-pwgsc.gc.ca/app-acq/pme-sme/index-eng.html

Supplier Registration Information service: contractscanada.gc.ca/en/regist-e.htm

PS Online: www.tpsgc-pwgsc.gc.ca/app-acq/sp-ps/index-eng.html

PS Online: Step-by-Step Guide for Suppliers (this is a useful page because it tells you exactly how to register on PS Online):
 www.tpsgc-pwgsc.gc.ca/app-acq/sp-ps/fournisseurs-suppliers/inscription-registration-eng.html
MERX, Canada’s main government electronic tendering system: www.merx.com
Office of Small and Medium Enterprises seminars on selling your services to the federal government: contractscanada.gc.ca/en/sem-e.htm
Materiel managers/procurement officers for 31 government departments partnering with Business Access Canada. This page describes in detail how they buy goods and services, and gives full contact information: contractscanada.gc.ca/en/partne1-e.htm
The Procurement Allocation Directory, a list of key purchasing contacts within Public Works and Government Services Canada, the main shopping arm of the federal government: pad.contractscanada.gc.ca/applctrl.cfm?language=en
Editors’ Association of Canada, “Definitions of editorial skills”: www.editors.ca/hire/definitions.html

Government Electronic Directory Services (GEDS): sage-geds.tpsgc-pwgsc.gc.ca
Treasury Board of Canada Secretariat: www.tbs-sct.gc.ca
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