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Introduction 
 The Office of the Chief Coroner and Ontario Forensic Pathology 

Service (OCC/OFPS) investigates deaths pursuant to the Coroners Act 
and are seeking to create a roster of licensed Funeral Establishments 
and Transfer Service Operators to provide Body Transportation 
Services throughout the province of Ontario (“roster”). 

 A Request for Responses (RFR) for the provision of Body 
Transportation Services performed on behalf of the OCC/OFPS is now 
available on the Ontario Tenders Portal (OTP) eTendering System. 

 The RFR is issued by Her Majesty the Queen in right of Ontario as 
represented by The Ministry of the Solicitor General (“the Ministry”).

 This presentation is for information purposes only and requirements 
may be subject to change.
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Purpose of Information Session

 The purpose of this information session is to provide interested 
Respondents with information on:
o the RFR, including deliverables, attachments and timelines;
o Ontario Government procurement processes; 
o The OTP eTendering System; and 
o Submission process to respond to the RFR for Body 

Transportation Services.

 This presentation will be posted on the OTP eTendering System after 
the second information session.
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Questions
 Any process related questions can be addressed during this session, including: 

o Questions regarding the procurement process;
o Questions regarding registration and use of the OTP eTendering System; and 
o Questions regarding submission and deadlines.

 Questions related to the Deliverables will not be answered verbally and must be 
submitted in writing through the messaging feature in the OTP eTendering System or to 
the RFR Contact noted below and also identified in Section 1.1.8 of the Qualification 
Envelope of the RFR:

Pamela Clarke, Procurement Advisor
Pamela.Clarke@Ontario.ca

 Questions will be accepted until 4:00 p.m. EST (Toronto time) on December 20, 2021.

 Responses to written questions received will be provided in an addendum, which will 
be posted on the OTP eTendering System by 4:00 p.m. EST (Toronto time) on January 6, 
2022. Each addendum shall form an integral part of this RFR.  

 No communication between the Respondent and any other Ministry personnel other 
than the RFR Contact is to take place regarding this RFR or any of the Deliverables 
during the process. 
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Context - Why are we going through this process?
 An audit of the OCC/OFPS identified a requirement for the OCC/OFPS 

to procure body transportation services in order to comply with the 
Management Board of Cabinet Procurement Directive. 

 Specifically, the audit stated that “Approved Service Providers should 
be used for Body Transportation and there should be duly signed 
agreements in place between the OCC and each service provider, 
defining expectations, terms and conditions of service.”

 Subsequent to the audit, the OCC/OFPS released a Request for 
Information. We heard responses from some Service Providers that 
there was room for improvement in the area of fair distribution of the 
service opportunities. 

 Formalizing this process will ensure that all interested and licensed 
Service Providers can provide services to the OCC/OFPS, and that 
service will be shared equitably between Service Providers in each 
catchment area.
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DRAFT Request for Responses
 A DRAFT RFR was released in 2020 as the first step in a two-part 

process intended to seek your input on the procurement process. 
 Participation in the DRAFT RFR process was voluntary and not a 

prerequisite to being eligible to respond to this RFR.
 The DRAFT RFR provided advanced notice to licensed Funeral 

Establishments and Transfer Service Operators of the following:
1. the process that will be required to become a Service Provider on 

the roster; and
2. the expectations of Service Providers on the roster.

 Thank you to those who responded to the DRAFT RFR. 
 This RFR is the final step to establish a roster and considered the 

feedback received as part of the DRAFT RFR process. 
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Request for Responses
 A Request for Responses (RFR) is a formal process by which the Ministry is 

seeking interest from licensed Funeral Establishments and Transfer Service 
Operators, in the form of a submitted Response, to provide Body 
Transportation Services throughout the province of Ontario, in accordance 
with the Management Board of Cabinet Procurement Directive. 

 The RFR outlines the Deliverables that the Service Providers will be 
expected to provide once on the roster and submission requirements in 
order to be placed on the roster.

 In order to be placed on the roster, you must successfully participate in 
this second step of the process, which is to successfully respond to the 
RFR.

 If you are interested in providing, or continuing to provide, Body 
Transportation Services on behalf of the OCC/OFPS, you must submit a 
Response to this RFR. Those that do not submit a Response will be 
ineligible to provide, or continue to provide, Body Transportation Services 
until the refresh of this process. 
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RFR Timetable
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 Should any of the above timelines change, the Ministry will issue an addendum 
through the OTP eTendering System.

 Do not submit your Response prior to the deadline for Addenda (16:00 on January 
6, 2022).
o If the Ministry makes any changes to the RFR, including issuing addenda, after a 

Respondent has submitted its Response, the Response will be invalidated on the 
OTP eTendering System and the Respondent will need to re-submit its Response. 

Activity Date and Time (EST/Toronto Time)
Issue Date of RFR November 18, 2021
Respondent Information Session 13:30 on November 25, 2021
Respondent Information Session 10:00 a.m. on November 29, 2021
Deadline for Questions 16:00 on December 20, 2021
Deadline for Addenda (includes 
answers to your questions) 16:00 on January 6, 2022

Response Deadline 11:00:00 a.m. on January 21, 2022



Ontario Tenders Portal (OTP) eTendering System
 The OTP eTendering System is the online bidding portal for procurement 

opportunities within the government of Ontario and Broader Public Sector 
Entities, currently hosted by Jaggaer. 
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 The OTP eTendering System is 
located at the following link: 
https://ontariotenders.app.jagga
er.com/esop/nac-
host/public/web/login.html

 The Body Transportation 
Services RFR can be accessed by 
locating tender_15871: OCC-
0030 Body Transportation 
Services 

 Respondents are required to register with the OTP eTendering System and 
express interest in the opportunity in order to download the documents.

 There are no costs to register, download or submit a Response through the OTP 
eTendering System for opportunities of interest.

https://ontariotenders.app.jaggaer.com/esop/nac-host/public/web/login.html


United Nations Standard Products and Services Codes 
(UNSPSC)
 UNSPSCs are used to categorize opportunities on the OTP 

eTendering System, to make it easier for Respondents and 
bidders to locate opportunities that may be of interest to them 
or align with their business.

 When registering, Respondents select UNSPSC(s) that best 
match the service(s)/good(s) they provide.

 The Body Transportation Services RFR has been coded under 
UNSPSC:

o Category 85 (Healthcare Services)
o Subcategory 85171500 (Funeral and Associated Services)

o This is the same UNSPSC used for the DRAFT RFR. If 
you signed up to the OTP eTendering System during the 
DRAFT RFR process, you should have received an email 
notifying you of this RFR.
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 Once you have registered under the appropriate UNSPSC(s), you 
will be notified of opportunities posted under those categories.
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United Nations Standard Products and Services Codes 
(UNSPSC) continued



RFR Attachments 
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Attachment # Title Notes

Qualification Envelope 
(Qualification Response)

See slide 15 for an 
example

Qualification Envelope of the RFR 
is found on the OTP eTendering
System. It includes information 
and attachments required as part 
of the Response, as well as the 
Form of Offer. Once the 
Respondent has registered and 
accessed the RFR, the 
Qualification Envelope will be 
visible. 
Include all mandatory information 
and attachments marked with *

Attachment #1 RFR Parts 1-3 

Provides Definitions, Deliverables 
and Terms and Conditions of the 
RFR. Nothing to complete or 
attach as part of the RFR 
Response.



RFR Attachments continued
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Attachment # Title Notes

Attachment #2
Body Transportation 
Service Provider 
Agreement

Schedule A provides the detailed 
Deliverables the Service Providers 
on the roster will be expected to 
provide. 
Complete and attach in 
accordance with section 1.3.13 of 
the Qualification Envelope. 

Attachment #3
Ontario Body 
Transportation 
Catchment Areas Map

For reference in completion of 
Attachment #4. 
Attachment #3 does not need to 
be attached as part of the RFR 
Response.

Attachment #4

Ontario Body 
Transportation 
Catchment Areas 
Selection

Complete and attach in 
accordance with section 1.3.7 of 
the Qualification Envelope. 



RFR Attachments continued
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Attachment # Title Notes

Attachment #5

List of Individuals 
Providing Body 
Transportation 
Services

Complete and attach in accordance 
with section 1.3.5 of the 
Qualification Envelope. 

Attachment #6 Triton Application 
User Guide

For reference when completing the 
security screening. 
Attachment #6 does not need to be 
attached as part of the RFR 
Response.

Attachment #7 Statistics

For reference purposes only.
Attachment #7 does not need to be 
attached as part of the RFR 
Response.

Attachment #8 Respondent Checklist

For reference purposes only. 
Attachment #8 does not need to be 
attached as part of the RFR 
Response.



Qualification Envelope (Qualification Response)
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The Qualification Envelope 
(Qualification Response) is visible 

when you select ‘My Response’, under 
‘RFx Details’. 

Attachments found here



Deliverables for Body Transportation Service 
 Service providers on the roster will be required to:

o transport human remains for further investigation (i.e., post-mortem 
examination and identification); 

o remove human remains from public places and transport for storage, 
further examination and identification; and

o transport human remains when there is no identified claimant as required 
by the General Inspector of Anatomy under the Anatomy Act. 

 Dispatching a Service Provider for Body Transportation Services required as part of 
a Coroner’s investigation or under the Anatomy Act will be done by the OCC/OFPS 
Provincial Dispatch Unit.

 Respondents are asked to review the RFR in its entirety. The Deliverables are 
specifically outlined in: 

o Part 2 of Attachment #1 - RFR Parts 1-3; and
o Schedule A of Attachment #2 - Body Transportation Service Provider 

Agreement 
o The Fee Schedule is outlined in Schedule 4 of Ontario Regulation 19/15

made pursuant to the Coroners Act, as well as Schedule B of Attachment #2 
- Body Transportation Service Provider Agreement.
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https://www.ontario.ca/laws/regulation/150019


OTP eTendering System Demonstration

 Registering/creating an account;
 Finding and expressing interest in this RFR;
 How to ensure you are notified if something else is posted 

on the OTP eTendering System related to the RFR, e.g. 
addenda;

 Submitting questions; 
 Saving a working version of the Response;
 Submitting a Response; and
 Modifying the Response prior to the closing date and time.
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Any further process related questions
regarding this Request for Responses?
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On behalf of the Office of the Chief Coroner and the 
Ontario Forensic Pathology Service, 

THANK YOU
for your time, for the important service you provide in 

support of Ontario’s death investigation system and 
thank you in advance for your Response.
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Appendices
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OTP eTendering System Customer Support 
 If you are having difficulties or require assistance downloading documents 

please contact Customer Support at: 
o eTenderhelp_CA@jaggaer.com; or
o 866-722-7390 or 484-335-4586

 For online help documents, Respondents can log into the OTP eTendering
System and check the ‘Supplier Guides and Information’ section. 

 Additional information is available at the following link:
http://www.doingbusiness.mgs.gov.on.ca/mbs/psb/psb.nsf/EN/etendering-
pre-launch-message

 Reference guides were also provided with the communication sent out by 
the Bereavement Authority of Ontario on behalf of the OCC/OFPS. 

 It is strongly recommended that pop-ups be enabled in your web-browser. 
This will allow a warning message to appear if your session has been inactive 
for over 15 minutes and is about to be logged out. The time out function is 
an important security requirement for the OTP eTendering System.
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Supplier Guides
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 Before you log in:



Supplier Guides
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 Once you have logged in:



Registering/Creating an Account

 Upon visiting the OTP eTendering System, Respondents 
should register as a New User if not already registered, in 
order to receive system generated alerts once an 
opportunity is posted with the selected UNSPSC
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Locating the Body Transportation Services RFR
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1. After you sign-in, 
click ‘Opportunities 
Open to All Suppliers’
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2. Filter by 
‘Project Info’

3. Type in ‘body 
transportation’ 4. Click ‘Search’

Locating the Body Transportation Services RFR
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5. Click ‘OCC-0030 
Body Transportation 

Services’

6. Scroll down near the bottom of 
the page; select this icon to view 

further details and express an 
interest in participating

Locating the Body Transportation Services RFR



 Respondents are required to express interest in the opportunity 
in order to download the attachments
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7. Click ‘Express 
Interest’

Express Interest in the RFR



 Once you select ‘OK’, the RFR will move into your “My RFx” area.
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8. Click ‘OK’ to express interest

Express Interest in the RFR

9. Click ‘OK’



My RFXs
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 Once you express interest, you will receive an automated email 
with details of how to create a response
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 Once you have expressed interest, you can view all attachments 
associated with the RFR.

 Attachments are found in the ‘Buyer Attachments’ tab, under 
‘RFx Details’. This RFR has eight (8) attachments, listed on slides 
12 - 14.
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Note the closing 
date and time

A warning will appear if 
you have not 

downloaded all of the 
attachments associated 

with the RFR



Submitting Questions
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 You may submit questions by utilizing the messaging function in 
the OTP eTendering System



Submitting a Response 
 Responses must be submitted through the OTP eTendering System by 

11:00:00 a.m. EST (Toronto time) on January 21, 2022. 
 Reminder: Do not submit your Response prior to the deadline for Addenda 

(16:00 on January 6, 2022).
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1. Click ‘RFx 
Details’ 2. Click ‘My 

Response’ 3. Click ‘Create Response’



 After you click ‘Create Response’ a pop-up box will provide instructions.
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Submitting a Response 

5. Click ‘Edit 
Response’ to begin 
or to return to your 

saved Response

4. Click ‘OK’



Submitting a Response
 You may save your Response as a draft and resume working on it 

at a later time (prior to the closing date and time). 
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This selection validates the Response 
without saving it (i.e. is your Response 
missing any of the mandatory fields)

 Once you have finalized and submitted your Response, it may be 
modified at any time before the RFR closing date and time. At 
the closing date and time, the most recent version of the 
Response submitted will be provided to the Ministry.

Save as a draft and return later

Save and continue working



 After you click ‘Save and Return’ a pop-up box will appear.
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Submitting a Response 

‘Submit 
Response’ once 
all mandatory 

fields are 
completed

After you select 
‘Save and 

Return’ click 
‘OK’
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