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Important information

Throughout the authorization or renewal process, and as long as the enterprise holds an
authorization, the respondent will be the only person with whom the Autorité des marchés publics
(the “AMP”) communicates when necessary. A respondent who is unable to perform his or her
functions may sign a power of attorney authorizing another person to communicate with the AMP.

Please pay particular attention to the names you disclose so as to ensure that they are identical in all
your documents (relationships disclosed, identification documents, declaration forms and good
conduct certificates, where applicable).

Declarations must not have been signed more than 6 months before an application is filed.

If you would like to sign your declarations using an electronic signature, please note that only
encrypted electronic signatures are permitted. PDF signatures will be rejected.

If you are not able to provide certain criminal and penal court records (entities) and/or good conduct
certificates (natural persons) at the time of disclosing the enterprise’s business relationships, provide
instead a letter of commitment stating that you have taken the necessary steps to obtain the
documents and that they will be promptly submitted once received. Note that the AMP will not
grant an authorization or renewal of authorization until it has received the criminal and penal
court records and/or good conduct certificates.

The declaration forms sent to the AMP must be complete, i.e., no pages must have been removed,
even pages that are blank.

All the enterprise’s lenders must be disclosed, including those on the balance sheet (liabilities)
section of the financial statements.

If a lender is listed on the balance sheet (liabilities) but the debt has been repaid, the enterprise must
provide a letter confirming that the loan has been repaid in full.
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Who should use this guide?

This guide was prepared to assist enterprises that are required to:

e Disclose their business relationships in connection with an application for authorization.

e Update their business relationships in connection with a renewal of authorization.

e Update their business relationships following changes to information previously submitted in connection with an
authorization or a renewal.

A “business relationship” means any person or entity that is related to and controls the applicant, such as an officer, a
shareholder, a director or a partner.

update your business relationships to ensure you have all the necessary information and documents

o We urge you to familiarize yourself with all the steps set out below before you begin to enter or
as certain information is required in order to be able to save data you have entered.
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Introduction

An enterprise’s business relationships are disclosed/updated using the Manage business relationships function in AMP
E-Services.

Accessing AMP E-Services

In order to access AMP E-Services, the respondent must follow these steps:

1. Go to the AMPF website (www.amp.quebec), click on the “Authorization to contract” tab, then on “E-

Services.”
Autorité
des marchés publics
E3E3
Home Site maj Contact us Francais
Québec E3E3
Information on Authorization to Complaints and Orders and
About publics contracts contract information recommendations Press room
Recherche Q|
2. Login and enter the user code and password obtained when registering with clicSEQUR.
About Public Contracts E-services
Obtain your Authorization YYou can use AMF E-Services for a variety of administrative transactions related to your right to practise. Access
ot 14 to our services is secured through clicSEQUR, the Québec government's authentication service.
Guides and Declarations
Mettre  jour votre dossier Access to E-Services Not registered?
30 for enterprises wishing to enter into P
Renew your Authorization public contracts and subcontracts Ifyou don't have a clicSEQUR - Business account,create your
Foreign Enterprises and Natural clicSEQUR account and subscribe to AMP e-services.
Persons Operating an Enterprise If you already have a clicSEQUR — Business account register
Frequently Asked Questions to AMF e-services or modify your information with Revenu
Québec.
‘ Help for E-Services ‘ ‘ Fonctionnal blocks Terms of use



https://www.amp.gouv.qc.ca/en/home

Accessing the Manage business relationships function

From the AMP E-Services home page, go to the “Client File” tab, then select “Manage business relationships.”

Autorité
des marchés publics

QUébec Accueil Poriail Québec [

Client Mumber : 1100000035

m Client File Public Contracts Other
Secure Message Inbox

Contact information and preferences »

Wels Follow up on applicationgirequests

This =5 Statement of account b
perso

AMP Manage business relationships

admini -

respect to the authorization to enter into a public
contract.

You are now ready to disclose your business relationships.

Disclose relationships ?

i On this page you can enter new relatienships for your b

. Wou can alse consult and update the list of relationships already entered or sent to the AMP.

When you have finished entering or updating your business relationships, press on the *Validate® button below to validate the information.

Disclose relationships n
v| Add

Add alan |Dilector of the applicant
]

« Type =

Type Y MName Y Linked to g Status ¥

5 Type: Respondent




What is a business relationship?




Introduction

A “business relationship” means any person or entity that is related to and controls the applicant, such as an officer, a
shareholder, a director or a partner. Relationships to be disclosed are broken down into three levels.

Relationship levels

Level 1
Level 1 refers to the applicant.

LEVEL 1
Applicant

T~
— N\

LEVEL 2 LEVEL 2
Natural person Entity

Level 2 refers to all natural persons and entities that —

have a business relationship with the applicant.

LEVEL 1
Applicant

Level 3
Level 3 refers to all natural persons and entities that
have a business relationship with level 2 entities LEVEL 2
that have been disclosed. E"i""
LEVEL 1
Applicant
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Types of relationships

The types of relationships available in the Manage business relationships function are based on the enterprise’s legal
form. See the diagrams on the following pages to determine which relationships must be disclosed depending on the
legal form of your enterprise.

The following information will help you disclose relationships:

e director means any person who is a member of the board of directors of the enterprise.

e officer means a person who directs and/or supervises the administration and/or activities of an enterprise. In
applying for authorization or renewal, the applicant must disclose all of its officers to the AMP. To do so, it must
use one of the following links depending on the one that applies to each of its officers:

o officer who does not have control means an officer who, in fact, has no decision-making power over the
major orientations of the enterprise.

o officer who has control means an officer who, in fact, has decision-making power over the major
orientations of the enterprise. The AMP considers that an officer who has control is a person who holds
a position such as, but not limited to: president, general manager, chief executive officer, chief financial
officer, chief operating officer or any other position with similar functions.

e partner means a principal partner of a partnership who has decision-making power and participates in decisions
related to the orientations of the enterprise.

e shareholder means the three principal shareholders who each hold 10% or more of the voting rights.

It is important to pay special attention when disclosing officers so as to avoid any issues that could
o arise and significantly delay the audit process.

The AMP may also require additional information about persons or entities not covered by the above
definitions.

11




Concept of control
The business must provide the AMP with information about any person or entity who, directly or indirectly, controls the
business. To identify these persons or entities, this concept require clarification as to its scope.

For purposes of the Act, the person or entity who controls the business means:

o the person or entity who holds a sufficient number of the voting rights attached to all outstanding voting
securities of a business to affect materially the control of the business;

o If a person, acting alone or with other persons by virtue of an agreement, holds more than 20% of the
voting rights, the person is deemed to hold a sufficient number of the voting rights to affect materially
the control of the business.

o Influence is material where it allows participation in decisions related to the orientations of the
business.

e the person or entity who owns the securities of the business enabling the holder to elect in all cases a majority
of the directors of the business;

e the person or entity who holds effective control of the administration or activities of the business, whether this
right or power is exercised via a management contract or otherwise.

About certain types of relationships

Disclose a relationship for each officer of the enterprise who does not have control over it.

If applicable, disclose a relationship for each lender (entity or natural person) with whom the enterprise has entered into
an agreement for the loan of money or property.

Lenders that are financial institutions or lending companies need not disclose this relationship. A financing company is
considered to be a company that finances equipment, vehicles, etc. Financing companies are not financial institutions
or lenders.

You must disclose a relationship for each financial institution with which the enterprise conducts business.

The financial institutions concerned are those that provide banking or financial services to the enterprise. For example,
the enterprise must disclose the financial institutions with which it has a bank account or a loan.

If applicable, disclose a relationship for each of the enterprise’s addresses as well as for the addresses of all its
establishments over the past 5 years.

12




Other controlled enterprise that was prosecuted for or found guilty of an offence listed in Schedule 1 of the ACPB
(entity)

Every entity that answered “Yes” to the question “In the past five years, has the entity been a shareholder or a partner
of another enterprise, or has it directly or indirectly had legal or de facto control over another enterprise that was
prosecuted for or found guilty of an offence listed in Schedule 1 of An Act respecting contracting by public bodies?” must
disclose this type of relationship for each enterprise controlled that was prosecuted for or found guilty of an offence.

Other controlled enterprise that was prosecuted for or found guilty of an offence listed in Schedule 1 of the ACPB
(natural person)

Every person who answered “Yes” to the question “In the past five years, have you been a shareholder, director, partner
or officer of another enterprise, or have you had direct or indirect legal or de facto control over another enterprise that
was prosecuted for or found guilty of an offence listed in Schedule 1 of An Act respecting contracting by public bodies?"”
must disclose this type of relationship for each enterprise controlled that was prosecuted for or found guilty of an
offence.

Under the Act respecting contracting by public bodies (CQLR, c. C-65.1) (the “ACPB”), persons who make a false or
misleading statement and enterprises that fail to notify the AMP of any change to any information previously
provided for the purpose of obtaining an authorization are guilty of an offence and liable to a fine as stipulated in the
relevant sections.

* Functions

Description of functions

* Control

Description of contrel (number of
shares, % of voting rights, value of
partnership units, efc.)

In the past five years, have you been a shareholder, director, partner or officer of Oives O No
ancther enterprize, or have you directly or indirectly had legal or de facto control
over another enterprise that was prosecuted for or found guilty of an offence listed
in Schedule 1 of An Act respecting contracting by public bodies?

Supporting documents

Declaration
1 documentis) required
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Relationships to be disclosed if the legal form of the enterprise is “Legal person”

For level 3 shareholders, only those who have control must be disclosed (the AMP considers that only shareholders holding 20% or more of the securities are considered to have control). However, the AMP may
ask for additional information about shareholders holding less than 20% of the securities. For a limited partnership, please indicate all general partners and the three principal limited partners.

At level 2, only the 3 principal partners holding
more than 10% must be disclosed.

-
c
o

2

-
s

3

Mandatory relationship

Relationship, if applicable
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Relationships to be disclosed if the legal form of the enterprise is “Partnership”

For level 3 shareholders, anly thase whao have contral must be disclosed (the AMP considers that only shareholders holding 20% or maore of the securities are considered to have control). Hawever, the AMP may
ask for additional information about shareholders holding less than 20% of the securities. For a limited partnership. please indicate all general partners and the three principal limited partners

AND/OR AND/OR

At level 2, only the 3 principal partners holding
mere than 10% must be disclosed.

Applicant

Mandatory relationship — =——
Relationship, if applicable == w=)»
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Relationships to be disclosed if the legal form of the enterprise is “Natural person operating a sole
proprietorship”

For level 3 shareholders, only those who have control must be disclosed (the AMP considers that only shareholders holding 20% or more of the securities are considered to have control). However, the AMP may
ask for additional information about shareholders holding less than 20% of the securities. For a limited partnership. please indicate all general partners and the three principal limited partners,

hY

LEGAL PERSON ) PARTNERSHIP

-
£
a
=
=
o
e

Mandatory relationship _—

Relationship, if applicable ===
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Relationships common to all legal forms

Mandatory relationship —se——
Optional relationship == m)>
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How to disclose business relationships
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General information about the Manage business relationships function

General Information

On-line help

On-line help is identified by a question mark. =

This icon, which appears on each AMP E-Services page, allows you to obtain assistance from a Customer
Information Centre agent.

Automatic logout

If there has been no activity for an extended period of time, the system will automatically log you out and any unsaved
information will be lost. To save information that has been entered, simply proceed to the following page by clicking on
“Next.” To access AMP E-Services again after having been logged out, you will have to re-enter your user code and
password.

Mandatory fields

Most fields are preceded by a red star (*) or a blue cross (+).

Fields preceded by a red star (*)
These fields must be filled out in order to save the current page. If the page is closed without all the (*) fields having
been filled out, all the information will be lost.

Fields preceded by a blue cross (+)

These fields are required, but will not prevent you from saving the current page and returning to it later. However, all of
these fields must be filled out before you validate the disclosed relationships, otherwise you will get error messages and
will not be able to submit your Add/change business relationships application to the AMP.

19




Sorting and grouping

Use the sorting and grouping options to help you manage your business relationships.

Sorting business relationships

You must first decide how you would like to sort the business relationships. The possible choices are shown in the
available column headers in the Manage business relationships function (“Type,” “Name,” “Linked to” and “Status”).

Add afan  |Director of the applicant

Disclose relationships ﬂ
v| Add

]

« Type x

Type Name

Linked to

T Sfatus ¥

5 Type: Director of the applicant

Once your choice is made, click on the desired column header and drag it to the sorting zone in the light blue section just

above the columns.

Add a/an | Director of the applicant

Disclose relationships ﬂ
v| Add

0]

Drag a column header and drop it here to group by that column

Director of the applicant DOE, JOHN

ENTREPRISE DEMANDERESSE 4 Add

Sorting will be based on the column you dragged to the sorting zone. For example, by selecting the “Type” column, the

relationships will be grouped by “Relationship type.”

Add afan |Dilector of the applicant

Disclose relationships ﬂ
v| Add

FG]

- Type x

Linked to

3 | Type: [Director of the applicant

3 | Type: [Officer who has control over the applicant

3| Type: |Respondent

3| Type: |Shareholder (natural person) who has control over the

HH

t
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To cancel a sorting and go back to the original screen, either:

1. Click on the small red x on the sorting box, or

Disclose relationships n
M Add

Add a/an | Director of the applicant

B __..ﬁ""".
« Type x f’f_

Type

Name b Linked to - Sfatus ¥

3 Type: Director of the applicant

» Type: Officer who has control over the applicant

» Type: Respondent

3 Type: Shareholder (natural person) who has control over the applicant

2. Dragthe sorting box outside the sorting zone.

Disclose relationships n
Add a/an  Director of the applicant v| Add
L]
Y

~Type x

Type X Name . Linked to s Status ¥

3 Type: Director of the applicant

3 Type: Officer who haz control over the applicant

3 Type: Respondent

3 Type: Shareholder (natural person) who has control over the applicant

During initial access to the Manage business relationships function, relationships will automatically be
sorted by “Type” to make it easier to consult the data. You can keep that sorting option, or remove or
change it at any time.

21




Opening and closing groups
When you use the sorting options, your relationships will be grouped by theme. The arrows beside each group let you
open and close the groups as needed. Each group may be opened or closed individually.

Disclose relationships ﬂ
Add afan  [pirector of the applicant v| Add
]

- Type x

Type Name s Linked to h Status ¥

w |Type: Director of the applicant

Director of the applicant DOE. JOHN ENTREPRISE DEMANDERESSE 4 Add

Director of the applicant SMITH. JOHM ENTREPRISE DEMANDERESSE 4 Add

3 |Type: Officer who has control over the applicant

Type: Respondent

W

Type: Shareholder (natural person) who has control over the applicant

b

To open or close all the groups as a block, use the buttons provided.

Disclose relationships ﬂ

Add afan  [pirector of the applicant v GILT

2B

= Type x

w Type: Director of the applicant

Director of the applicant DOE, JOHN ENTREPRISE DEMANDERESSE 4 Add

Director of the applicant SMITH. JOHN ENTREPRISE DEMANDERESSE 4 Add

» Type: Officer who has control over the applicant

3 Type: Respondent

» Type: Shareholder {(natural person) who has control over the applicant

22




Available buttons

This button is used to modify a relationship previously entered. Clicking on this button opens the relationship and
changes can then be made to it.

This button is used to delete a relationship previously entered.

If this button is used when the relationship status is “Add,” the relationship will completely disappear from the Manage
business relationships function.

If this button is used when the relationship status is “Sent” or “Modify,” the relationship will remain visible in the
Manage business relationships function but its status will be changed to “Delete.” The public contracts authorization
agent will be responsible for deleting the relationship from the database when he or she receives the application.

This button is used to cancel a change that was made to a relationship entered previously.

If this button is used when the relationship status is “Modify,” the modifications will be cancelled and the information
about this relationship will revert to the previous status.

If this button is used when the relationship status is “Delete,” the deletion will be cancelled and the relationship will
remain available in the Manage business relationships function.

For a renewal, only the “Modify” and “Cancel change” buttons are available:

0

If you have to delete a relationship that is no longer valid, first click on the “Cancel change” button.
The “Delete” button will appear and you can then delete the relationship.

23




How to disclose level 2 relationships

When the Manage business relationships function is accessed for the first time, only the name of the enterprise’s
respondent will appear on screen. The respondent is the person who was appointed when the application for
authorization was filed.

Disclose relationships d

.

. Wou can alse consult and update the list of relationships already entered or sent to the AMP.

= On this page you can enter new relati ps for your b

1
When you have finished entering or updating your business relationships, press on the *Validate™ button below to validate the information.

Disclose relationships n

Add alan [ Director of the applicant v| Add
]

« Type =

Type Y Linked to Y Status Y

5 Type: Respondent

The enterprise must now disclose all its other business relationships, based on its legal form.

If you selected the wrong legal form for your enterprise during your application for authorization,
please contact the AMP before starting the business relationships disclosure process.

1. From the Manage business relationships function, select the desired relationship from the drop-down list and
then click on “Add.”

Disclose relationships ?
i On this page you can enter new relaticnships for your b . ou can also consult and update the list of relationships already entered or sent to the AMP.
When you have finished entering or updating your business relationships, press on the *Validate™ button below to validate the information.
D oee relatio t ?
EYLEV-U N Direcior of the apg Add
Establishment

Financial institution
Lender (entity)

L]
Lender (natural person}

- Type x Officer who does not have control over the applicant
Officer whe has confrol over the applicant
er entity that has control over the applicant atus
Other natural person who has control over the applicant

s Type: Director of the applicaj Respondent
Shargholder (enfity) that has contrel over the applicant
Shareholder (natural person) who has control over the applicant

» Type:
» Type:

» Type:

1 Officer who has contl

TYCT OTC ORF

: Respondent

: Shareholder (natural person) who has control over the applicant




2. A new page will appear. You will now be ready to disclose the required information for the selected business
relationship. It is important to note that the information to be disclosed varies according to the type of
relationship selected.

Relationship detail ?

i | Onthis page, you also view or change some i ion about a p

For details about the informafion to be provided, please consult the Guide for Enterprises.

* Fields to be completed fo save this page.
* Fields fo be completed to validate all your relationships and send them to the AMP.

Respondent
Identification
Select an entity already disclosed or enter its information below. | Select

* Gender

e R—

* Home address

Civic Mo Suite / Apt. / Unit |

Street/ Delivery Installation

Municipality Province / State |
Country Postal code / Zip code |
‘Obtain an address
References
* Personal |o
E-mail |
* Mailing address
CivicNo | Suite / Apt. / Unit |
Street / Delivery Installation |
Municipality | Province / State |
Country | Postal code / Zip code |
‘Obtain an address

* Supporting documents

D from the
1 document(s) required
Oo it ppoil of © paper O Electronic
respondent
Save and return Save and new Cancel

About the “Identification” section

For natural persons, the “Gender,” “Last name,” “First name” and “Date of birth” fields are mandatory. For entities, the
“Name” and “NEQ” fields are mandatory.

Please pay particular attention to the names you disclose so as to ensure that they are identical in all
your documents (relationships disclosed, identification documents, declaration forms and good
conduct certificates, where applicable).
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If you disclose a relationship for a new natural person or entity, all the information must be entered manually in the text

area.

If you disclose a relationship for a natural person or entity that has previously been disclosed, you must use the “Select”
button.

-~

Relationship detail
(Ej On this page, you also view or change some information about a previously disclosed respondent.

Faor details about the infoarmation to be provided, please consult the Guide for Enterprizes.

* Fields to be completed to save this page.

* Fields to be completed to vali all your r i ips and send them to the AMP.
Respondent
Identification
Select an entity already disclosed or enter its information below. Select

Clicking on “Select” will open a new window displaying the list of natural persons or entities already disclosed. When you
select a person or entity from this list, the information about this person or entity will automatically appear in the fields.
This can be useful if a person has several business relationships with the same enterprise, because it prevents the need

to enter information several times.

Last name First name Date of birth
DOE JOHN 01011900
SMITH ‘ JOHN ‘ 01/06/1902
TREMBLAY ‘ ROBERT ‘ 05/05/1956
G| o« bM Displaying items 1 - 3 of 3
New person/entity Close
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For the “Financial institution” relationship, a predefined list of the main financial institutions is available. Please choose
the appropriate financial institution from the possible choices.

Financial institution of “ENTREPRISE DEMANDERESSE 4™

Identification

* Mame | I

* Specify, if Other: | |

* Financial institution branch

Mame and address of financial
institution branch

Bangue Canadienne Impéeriale de Commerce
Bangue de Maonfréal

Banque Laurentienne du Canada

Bangue Nationale du Canada

Bangue Rovale du Canada

Bangue Tangerine

Fedération des caisses Desjardins du Québec
Societé hypothécaire HSEC (Canada)

La Banque de Mouvelle-Ecosse

La Banque Teoronto-Dominion

Autre/Other

If the financial institution you wish to disclose is not on the predefined list, please select the “Autre/Other” option from
the list and manually enter the complete name of the financial institution in the “Specify, if Other” field.

Financial institution of “ENTREPRISE DEMANDERESSE 4™

Identification

* Name - =
Bangue Canadienne Impériale de Commerce

* Specify, if Other: |Banque de Moniréal

Bangue Laurentienne du Canada

B. Nationale du Canad

* Financial institution branch 322332 Ri\;glneadeu (I;an:;: 2

Eangue Tangerine

Fédération des caisses Desjardins du Québec
Société hypothécaire HSBC (Canada)

La Banque de Nouvelle-Ecosse

La Banque Toronto-Dominion

Autre/Other

Mame and address of financial
institution branch

27




Financial institution of “ENTREPRISE DEMANDERESSE 4

Identification

+ Name |Aulre/Other v |

* Specify, if Other:  [Banque Z| %]

* Financial institution branch

Mame and address of financial
institution branch

You do not have to enter a name for the “Establishment” relationship since the system automatically fills it in according
to the information entered in the other fields on the screen. The first section of the name refers to the “Status of
establishment,” the second section refers to the “Main address” of the establishment and the third section refers to the
name of the enterprise.

Establishment of “ENTREPRISE DEMANDERESSE”

Identification 1 I 2 l 3 l

* NMame |PRINCIPAL_11, RUE DES CAPUCINES_ENTREFPRISE DEMANDERESSE 4

* Main address

Civic No |11 2 Suite / Apt. / Unit |
Street / Delivery Installation |RUE DES CAPUCIMNES
Municipality |QUEBEC Province ! State |QG
Country |CANADA Postal code / Zip code |G1G 162

Obtain an address

Telephone and fax numbers

* Main telephone |514 1111111 |.o
Fax | |

* Status of establishment

Principal establishment

Other establishment

ONONC)

Former address

28




About the “Address” section

You cannot manually enter information in the address fields. Instead, you must click on the “Obtain an address” button
located just below the fields.

* Main address

Civic Mo Suite / Apt. / Unit |

Street / Delivery Installation

Municipality Province / State |

Country Postal code / Zip code |

Obtain an address

The new window that opens is linked directly to Canada Post and will allow you to validate the address.

Obtain an address

|

Enter an address ?

i On this page of the form you can enter all information needed for a full address based on the country shown
in “Country.”

For an address in Canada, you must find the address using Canada Post data. Lock up the address, then
enter the information and confirm.

* Mandatery field

MAIN

Country

(® Canada () United States () Other country

* Postal code | |

Civic Mo | |

Search

Address

* Postal code I

* Civic No

* Street/ Delivery
Installation

Suite / Apt / Unit
* Municipality

* Province

Mew search oK Cancel
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1. Determine whether the address is in Canada, the United States or another country, then select the appropriate
option button.

Obtain an address X

Enter an address ?

i On this page of the form you can enter all information needed for a full address based on the country shown
in “Country.”

For an address in Canada, you must find the address using Canada Post data. Look up the address, then
enter the information and confirm.

* Mandatory field

MAIN

Country

(® Canada () United States () Other country

Search

* Postal code | |

2. Addresses in the United States and in other countries must be entered manually in the text area. For an address
in Canada, enter the postal code, then click on “Search.”

Country

(® Canada () United States () Other country

Search

* Postal code | |

Civic No | |

Search

Address

* Postal code I
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3. Once the postal code entered has been analyzed, the site will propose a street name, municipality and province.

(® Canada () United States () Other country

* Posial code IG“,r T3]

* Civic No | |

* Street ! Delivery [BOUL LAURIER v
LAl | |

e L fnt {1 lngt
™

* Municipality |QUEBEC

* Province |QUEBEC

MNew search oK Cancel

4. If the proposed street name is incorrect, you can open the drop-down list and select another street name. If you
choose “Other,” you must enter the street name manually in the text area.

* Street / Delivery AV LAPIERRE
Installation FAVAFN=E2{2{=
Suite / Apt. / Unit |RUE DES EMILOIS

* Municipality ,QIEEBV

5. Enter the civic number in the “Civic No.” field. Click on “OK” when you have finished entering the address.

(® Canada () United States () Other country

* Postal code IG“Ir 501

* Civic No |234U |

* Sireet/ Delivery | BOUL LAURIER W

Installati
e [BUREAU 400 |
Suite / Apt. / Unit

* Municipality |QUEBEC

* Province |QUEBEC

Mew search 0K Cancel
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About the “Supporting documents” section

The declaration forms are available in the “Authorization to contract / Guides and declarations” section of the AMP
website. They must be filled out and signed by the natural person in the case of a relationship with a natural person or
by the authorized signatory of the entity in the case of a relationship with an entity.

* Supporting documents

Declaration
1 decument(s) required

O Declaration (Level 2 natural person) O Paper ) Electronic
Valid ID
1 decument(s) required

O D O Paper ) Electronic

Prior criminal and penal offences
0 decument(s) required

L1 Good conduct certificate O paper ) Electronic

O Other equivalent document O Paper ) Electronic

L police certificate ) paper ) Electronic

[ verification of prior criminal and penal O paper ) Electronic
offences

Other document
0 decument(s) required

U pocument O paper ) Electronic

You must answer all the questions in the form. If one of the questions is left unanswered, the form will be returned to
the enterprise.

If you answer “yes” to one of the questions, follow the instructions in the declaration form in order to provide any
additional information required.

The list of offences is set out in Schedule | to the ACPB, available on the AMP’s website.

Declarations must not have been signed more than 6 months before an application is filed.

If you would like to sign your declarations using an electronic signature, please note that only
encrypted electronic signatures are permitted. PDF signatures will be rejected.

Additional consent

If the application for authorization is being filed by a foreign enterprise, i.e., an enterprise that is not constituted under
the laws of Québec and does not have its head office or an establishment in Québec where it primarily conducts its
activities, an additional consent is required in the declaration form, pursuant to subparagraphs (1) and (2) of section 5 of
the Regulation of the Autorité des marchés publics under an Act respecting contracting by public bodies (CQLR,
c. C-65.1, r. 0.1) (the “Regulation”).
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Each natural person disclosed in a relationship must provide a copy of valid identification issued by a government or a
government department or agency and showing the person’s name and date of birth. For example, a driver’s licence or
health insurance card is considered acceptable identification.

* 5y pporting documents

Declaration
1 documentis) required

0 Declaration (Level 2 natural person} O Paper ) Electronic
Valid 1D
1 documentis) required

Lo O paper ) Electronic

Prior criminal and penal offences
0 document(s) required

Ll Good conduct certificate ) paper ) Electronic

O Other equivalent document O Paper ) Electronic

L] Police certificate ) paper O Electronic

O Werification of prior criminal and penal ] Paper ) Electronic
offences

Other document
0 documentis) required

L Document ) paper ) Electronic

If you are not able to provide certain criminal and penal court records (entities) and/or good conduct
certificates (natural persons) at the time of disclosing the enterprise’s business relationships, provide

o instead a letter of commitment stating that you have taken the necessary steps to obtain the
documents and that they will be promptly submitted once received. The AMP will not grant an
authorization or renewal of authorization until it has received the criminal and penal court records
and/or good conduct certificates.
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Enterprises

The Regulation stipulates that, in the case of an enterprise that is not constituted under the laws of Québec and does

not have its head office or an establishment in Québec where it primarily conducts its activities (foreign enterprise), the

enterprise must provide the AMP with a good conduct certificate, issued by the local authorities, including a government

or a government department or agency.

* Supporting documents

Declaration
1 documentis) required

L Declaration (level 2 entity)

O Paper

O Electronic

Prior criminal and penal offences
0 document{s) reguired
|:| Criminal and penal court record of the
enterprise
U Other equivalent document

O Paper

O Paper

) Electronic

O Electronic

Other document
0 document({s) reguired

|:| Document

O Paper

O Electronic

The AMP asks that any enterprise whose head office is not located in Québec, regardless of whether or not it conducts

activities there, provide one of the following documents:

e A good conduct certificate in respect of the enterprise, issued by the local authorities, including a government

or a government department or agency;

e If unable to provide a good conduct certificate, they must provide a sworn letter signed by the respondent or an

officer of the enterprise declaring that during the past 5 years, the enterprise was not:

- prosecuted for or found guilty, in Canada or abroad, of an offence listed in Schedule | of the ACPB or a

similar offence;

- prosecuted for or found guilty, in Canada or abroad, of any criminal or penal offence committed in the

course of its business.

Under the Regulation, “the location of the enterprise” means the Canadian province or territory or other jurisdiction

where the enterprise primarily conducts its activities.

A “good conduct certificate” means a police certificate, a criminal background check, a criminal record check, a police
check or a Canadian Police Information Centre (CPIC) check. These documents must have been issued by a local

authority.
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Natural persons

You must also provide a good conduct certificate issued by the local authorities, including a government or a
government department or agency, in respect of the persons listed below if they do not reside in Québec, even if the
enterprise is constituted under the laws of Québec, or has its head office or an establishment in Québec. These persons
are those referred to in sections 21.26 and 21.28 of the ACPB, including:

e anatural person operating a sole proprietorship;

e an officer;

e adirector;

e apartner;

e 3ashareholder;

e anatural person who has direct or indirect ownership or control of the enterprise;
e asettlor;

e atrustee.

Under the Regulation, the “location” of a natural person means the place where he or she is domiciled.

* 5y pporting documents

Declaration
1 documentis) required

0 Declaration (Level 2 natural person} O Paper ) Electronic
Valid ID
1 documentis) required
Lo O paper ) Electronic
Prior criminal and penal offences
0 document(s) required
Ll Good conduct certificate ) paper ) Electronic
0 Other equivalent document O Paper ) Electronic
L] Police certificate ) paper ) Electronic
U Verification of prior criminal and penal G' Paper C} Electronic
offences

Other document
0 documentis) required

L Document ) paper ) Electronic

The procedure for obtaining a good conduct (police) certificate, based on country of origin, is available on the
Government of Canada website at http://www.cic.gc.ca/english/information/security/police-cert/index.asp.
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Other document (if applicable)
If you have any other document to submit to the AMP relating to a particular relationship, you can do so using the
“Other document” option.

* Supporting documents
Declaration
1 documentis) required
L] Declaration {Level 2 natural person) ) paper ) Electronic
Valid ID
1 documentis) required

Lo O paper ) Electronic

Prior criminal and penal offences
0 document({s) reguired

0 Good conduct certificate 9] Paper ) Electronic

L] other equivalent document ) paper ) Electronic

L] police certificate O paper O Electronic

0 Verification of prior criminal and penal ] Paper ) Electronic
offences
Other document

0 document(s) required

] Document O Paper O Electronic

Submitting supporting documents

One or more supporting documents are required for most relationships. When a supporting document is not mandatory,
“0 document(s) required” is displayed. It is preferable to submit supporting documents electronically, but paper format
is also accepted.

Submitting a supporting document electronically

1. Click on the check box for the required document.

Declaration
1 documentis) required

Declaration (level 2 entity) O paper O Electronic
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2. Select the “Electronic” option button. An “Attach” button will appear.

Declaration
1 document(s) required

[ .
Declaration (level 2 entity) O paper| ® Eiectronic

3. Click on the “Attach” button and then search for the file to be attached.

Declaration
1 documentis) required

L. .

4. Once you have found the file to be attached, select it and then click on “Open.” Each file you attach can contain

only one document.

5. Once the file has been attached, the name of the file will appear in place of the “Attach” button. If the file is not
the correct one or if you want to replace it, first delete the file that was just attached using the “Delete” option.

Declaration
1 document(s) required

Declaration (level 2 entity) 0 Paper ® Electronic Declaration J. Smith.jpg Delete
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Submitting a supporting document in paper format

If you wish to send documents in paper format, it is important that you include the digitization forms that will be sent to
you with the acknowledgement of receipt after you have submitted your business relationships to the AMP. One
digitization form must be included for each supporting document.

Send the digitization form and supporting documents to the following address:

Autorité des marchés publics
525, boul. René-Lévesque Est, 1°" étage, bureau 1.25
Québec (Québec) G1R 559

How to disclose level 3 relationships

To disclose a level 3 relationship:

1. Click on the “Add” button to the right of a level 2 relationship that has already been disclosed.

Disclose relationships ?

,i | O this page you can enter new relationships for your business. You can also consult and update the list of relationships already entered or sent to the AMP.
L

When you have finished entering or updating your business relationships, press on the “Validate™ button below to validate the information.

Disclose relationships [ ? |

Add alan |I]ilec10r of the applicant Vl o

- Type x

Type Y Mame Y Linked to Y Status Y

3 Type: Director of the applicant

3 Type: Officer who has control over the applicant

» Type: Respondent

w Type: Shareholder (entity) that has control over the applicant

Shareholder {entity) that has

~ 1111-1111 QUEBEC INC_ ENTREPRISE DEMANDERESSE 4
control over the applicant

Add

2. A new window will open.

Add a relationship for 1111-1111 QUEBEC INC.

* Add afan | v

Add Cancel
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From the drop-down list, select the type of level 3 relationship to be added. (The choices are based on the legal
form chosen in the level 2 relationship.)

Add a relationship for 1111-1111 QUEBEC INC. x

* Add afan

Shareholder (enfity) that has control over the entity
Shareholder (natural person) who has control over the entity
Director of the entity

Other entity that has control over the entity

Other natural person who has confrol over the entity

Officer whao has control over the entity

Once you have chosen the relationship, click on “Add.”

Add a relationship for 1111-1111 QUEBEC INC. X

* Add afan | Director of the entity v |

Add Cancel

The page with details about the level 3 relationship selected will open and you will be able to enter the required
information for this new relationship.

-

Relationship detail
|’i\| O this page, you can enter a director of an entity. You can also view or change information about a previcusly disclosed director.
b

For details about the information fo be provided, please consult the Companion Guide.

* Fields to be completed to save this page.
* Fields to be completed to validate all your relationships and send them to the AMP.

Director of 1111-1111 QUEBEC INC.

Identification

Select an entity already disclosed or enter its information below. I Select

* Gender
* First name l:l
*+ Date of birth |:| (mmiddiyyyy)

* Home address

Civic No Suits { Apt. / Unit |

Street / Delivery Installation

Municipality Province / State |

Country

Postal code / Zip code |

Obtain an address

6. When you are finished, click on “Save and return.”
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Validating business relationships




Technical validation of business relationships

When the enterprise has finished entering its business relationships, it must validate the information. This validation
allows the enterprise to ensure that it has disclosed all relationships and has provided all mandatory information before
submitting them to the AMP.

1. From the Manage business relationships function, click on “Validate” at the bottom of the screen.

Disclose relationships ?
i On this page you can enter new relationships for your business. You can also consult and update the list of relationships already entered or sent to the AMP.
‘When you have finished entering or updating your business relationships, press on the *Validate™ button below to validate the information.

Disclose relationships [ ? |

Add afan  [Director of the applicant v] L)

MG]

= Type x

Type Y " Linked to Y Status = ¥

s Type: Director of the applicant

» Type: Officer who has control over the applicant

» Type: Respondent

» Type: Shareholder (entity) that has control over the applicant

- TR @ [ Displaying items 1 -6 of &

Return to menu

A J
-
L
-

Next step

41




2.

3.

42

Once the system has completed all necessary verifications, if your relationship disclosure contains errors or
missing a relationship or information, error messages will appear in red.

is

Disclose relationships &
i On this page you can enter new relationships for your business. You can also consult and update the list of relatienships already entered or sent te the AMP.

When you have finished entering or updating your business relationships, press on the “Validate” button below to validate the information.

o Validation results
* For "1111-1111 QL!EBEC INC.", you must disclose at least the relationship type "Officer who has control over the entity.”
* For 1111-1111 QUEBEC INC_, you must disclose at least the relationship type "Director of the entity.”
* For "1111-1111 QUEBEC INC.", you must disclose at least the relationship type "Shareholder (natural person) who has control over the entity™ andlor at least the
relationship type "Shareholder (entity) that has control over the entity.”

Disclose relationships ﬂ

Add afan | Director of the applicant v Add

MG

- Type x

Type i Name i Linked to i Stafus b

3 Type: Director of the appli t

3 Type: Officer who has control over the applicant

3 Type: Respondent

3 Type: Shareholder (entity) that has control over the applicant

5‘ i E] [ 3] Displaying items 1 - 6 of 6

Return to menu Validate Next step

If the validation process returns error messages, the enterprise must make the necessary corrections before

submitting its business relationships to the AMP.



4. Once all the errors have been corrected, launch the validation process again until a message confirms that the
technical validation of the relationships has been completed.

Disclose relationships ?
i 'On this page you can enter new relationships for your business. You can also consult and update the list of relationships already entered or sent to the AMP.

When you have finished entering or updating your business relationships, press on the “Validate” button below to validate the information.

o “four business relationships have been validated.

In erder for the AMP to receive the additions and changes you have made, click on *“Next step™ and submit an Application to Add / Change Business Relationships.

Disclose relationships n

Add alan | Director of the applicant V| Add

6]

=« Type %=

Type i Name i Linked to b Stafus Y

3 Type: Director of the applicant

» Type: Director of the entity

3 Type: Officer who has control over the applicant

» Type: Officer who has control over the entity

3 Type: Respondent

3 Type: Shareholder (entity) that has control over the applicant

3 Type: Shareholder (natural person) who has control over the entity

5‘ T E] [} Displaying items 1 - 9 of 9

Return to menu Validate Next step

You will not be able to submit your business relationships to the AMP as long as the validation process
displays error messages.
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Submitting business relationships




Access and submit the Add/change business relationships application

If you do not submit the Add/change business relationships application, the AMP will not be notified of the changes
(including any additions or deletions) you have made to your list of business relationships and will not be able to analyze

those changes.

The AMP considers the date of receipt of information regarding the addition, change or deletion of a business
relationship to be the date on which the Add/change business relationships application is sent, not the date on which

these changes were entered in the Manage business relationships function.

1. If you did not get any error messages or if you have dealt with all the error messages, click on “Next step.”

On this page you can enter new relationships for your business. You can also consult and update the list of

Disclose relationships

&

already entered or sent to the AMP.

When you have finished entering or updafing your busi relafionships, press en the “Validate” button below to validate the information.

o our business relationships have been validated.

In order for the AMP to receive the additions and changes you have made, click on “Mext step” and submit an Application to Add / Change Business Relationships.

Disclose relationships n

Add alan [ Director of the applicant v Add
]
- Type x
Type Y Name Linked to . Stafus T
3 Type: Director of the applicant
» Type: Director of the entity
3 Type: Officer who has control over the applicant
» Type: Officer who has control over the entity
s Type: Respondent
s Type: Shareholder (entity) that has control over the applicant
» Type: Shareholder (natural person) who has control over the entity
PN ‘ q - @ b oM Displaying itemsJ1 - 9 of 9
Return to menu Validate Next step

2. After clicking on “Next step,” you will automatically be redirected to the Add/change business relationships
application. This application contains four steps and allows you to submit the business relationships information

entered to the AMP for analysis.
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Step 1 of 4 — Identification

The system automatically fills out the information in this section. The mailing address of the applicant should be
displayed.

=

Application to add/change business relationships — Public contracts

BD : : < sStep1of4: dentification and description of application or request

Use this form fo send your enterprise’s busi lationships to the AMP. Before submitting it, make sure that you have made all your changes (additions, delefions,
efc ).

For mere information, consult the Companion Guide on the AMP website.

Identification and description of application or request

Client information

Client No. 3000025525

MName of firm |ENTREPRISE DEMANDERESSE 4

Mailing address

Civic No |111 Suite / Apt. / Unit I

Street / Delivery Installation |RUE DES CAPUCINES

Municipality |0UEB EC Province / State |QC
Country |CANADA Postal code / Zip code |G1G 1G1
Back to menu Reset Next >

Step 2 of 4 — Summary of disclosed business relationships

In this step, you can view the summary of the business relationships you are about to send to the AMP.

Application to add/change business relationships — Public contracts ?
1 a 3 4 Step 2 of 4 : Summary of disclosed business relationships
§ | Use this form to view the summary of business relationships you are about to submit to the AMP.
Summary
Type Added Moedified Deleted
Director of the applicant 3 0 0
Director of the entity 1 0 1]
Officer who has contrel over the applicant 1 0 0
Officer who has control over the entity 1 0 0
Respondent 1 0 0
Shareholder (entity) that has control over the applicant 1 1] 0
Shareholder (natural person) who has contrel over the enfity 1 1] 0
v 4 [ Dizplaying items 1-7 of 7
Total
Added : 9
Madified : V]
Deleted : 0
Reset & Previous  Next %
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Step 3 of 4 — Transmission

Ensure that all the required information regarding your relationships has been disclosed. Once the application has been
sent, you will not be able to cancel or modify it. Click on the check box “I declare that the information provided herein is
accurate” before going on to the next step.

Application to add/change business relationships — Public contracts ?
2 a 4 Step 3 of 4 : Trangmission

Use this page cf the form to send your application to the AMP. Please read the statement, then tick the box fo confirm that the information you provided is accurate.

Before submitiing your application, print out a copy and review it. Keep the printed copy for your files.

When you have completed your application and reviewed it to ensure that all informafion is accurate, click on Submit.
* Mandatory field

Declaration on information provided

=[] | declare that the information provided herein is accurate.
Once you have submitted your application, you can print all of the information disclosed by selecting “Follow up on applications/requests” under the “Client File" tab.

Waming

Please check your application carefully. Once it is submitted, you will not be able to cancel or modify it.

Reset & Previous Print your application Submit

Step 4 of 4 — Confirmation of delivery

This step confirms that your application has been sent to the AMP. The system will display your client number and
application number. Please print and keep this information. You will need it if you have to contact the AMP.

Application to add/change business relationships — Public contracts ?

2 3 [ step 4 of 4 : Confirmation of delivery

Confirmation of delivery

We have received your application.

An acknowledgement of receipt will be sent to your inbox. If you are reguired to submit paper supporting documents, a digitization form to be attached to these documents can be
found at the end of the acknowledgement of receipt.

Please use the number shown below on all correspondence with us relating to this application.
Client No.: 3000025525

Application/request No.: 15800000125

Back to menu Print
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Finalizing the application




Pay the business relationship disclosure fee

A security clearance report must be issued for each natural person/entity disclosed in one of the following relationships:

e Director of the applicant

e Director of the entity

e Natural person operating a sole proprietorship

e Officer who has control over the applicant

e Officer who has control over the entity

e Other entity that has control over the applicant

e Other entity that has control over the entity

e Other natural person who has control over the applicant

e Other natural person who has control over the entity

e Partner (entity) that has control over the applicant

e Partner (entity) that has control over the entity

e Partner (natural person) who has control over the applicant
e Partner (natural person) who has control over the entity

e Settlor (entity) of the trust

e Settlor (natural person) of the trust

e Shareholder (entity) that has control over the applicant

e Shareholder (entity) that has control over the entity

e Shareholder (natural person) who has control over the applicant
e Shareholder (natural person) who has control over the entity
e Trustee (entity) of the trust

e Trustee (natural person) of the trust

Fees for a security clearance report are payable per natural person or entity that is being audited pursuant to Chapter
V.2 of the ACPB and are paid only once, even if the person or entity was disclosed in more than one business
relationship. Fees are adjusted annually and posted on the AMP website. The enterprise will receive an invoice in its

secure message inbox once the AMP has completed its analysis of the business relationships.

o No authorization will be granted until the charge has been paid. This fee is not refundable.
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Accessing the Manage business relationships function once the application has
been submitted

Once your business relationships have been submitted and while the AMP is analyzing your application, the Manage
business relationships function will be read-only. You will therefore be able to view the information that was disclosed,
but you will no longer be able to add, change or delete information.

If, after analyzing the business relationships, the AMP determines that certain information is inaccurate, incomplete or
missing, it will contact the respondent so that he or she can make the necessary corrections.

The AMP will temporarily reactivate the enterprise’s Manage business relationships function so the respondent can
make the requested corrections.
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