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Instructions

1. Bidder is instructed to follow the exact format (section numbering, headings etc.) of this technical response template exactly. Bidder must not deviate from the numbering scheme nor deviate from the order in which the sections and subsections are presented in this template.

2. Each section of this Technical Response Template corresponds to a Technical criterion in terms of which the Bidder’s Proposal will be evaluated. Within each section is an explanation (in italics) of what the Bidder is required to provide. Omitting a section; a required response, answer or required documentation will result in SARS not being able to allocate points for that criterion. Each section has a Response Table A and a Response Table B: Response Table A poses questions and requires a response within Response Table A; Response Table B is to contain references to external documentation that is provided in support of the responses given in Response Table A.
3. The response to each section of this Technical Response Template must be separated by a file divider in the Bidder’s hardcopy response.

4. The Bidder must attach documentary evidence of claims where specifically requested and where directed may attach additional documentation. All documentation must be placed in a subsection of Section 8 (Attached Documentation) located at the end of this template and a reference to the documentation must be made by the Bidder in the ‘Response Table B: References to Attached Documentation’ of the referring section. SARS is not under any obligation to evaluate material that is not referenced within ‘Response Table B: References to Attached Documentation’ and in the manner set out above.
5. The Bidder must use this document to use as a template for its response. The Bidder may delete these italicised instructions and the tables headed by “Instructions for completing Response Table A” and “Instructions for completing Response Table B” from the completed template in its Proposal.
6. The Bidder must enter the Bidder’s Name where indicated below in [square brackets].

Important note regarding the contents of the Bidder’s response

1. The accuracy of the content of the Bidder’s response is paramount. SARS may, at its discretion, conduct a due diligence to verify the claims made in the Bidder’s Proposal during or after SARS’s evaluation of the technical criteria. The Bidder is advised to note the provision of the RFP with regard to misrepresentation and disqualification in the RFP Main Document
2. Unless otherwise specified, where responses are required to indicate Bidder’s capability, the Bidder’s current capabilities must be given. 
3. The Bidder must make clear every aspect of its response to the information sought. SARS does not take any responsibility to clarify any aspect of the Bidder’s response. SARS may at its own discretion seek clarification from the Bidder. Any interpretation of an ambiguous response that is made by SARS evaluators will be final and need not be clarified by SARS.

SARS will evaluate the Bidder’s Proposal based on the information contained in the Proposal (and any clarifications, verifications or due diligence conducted by SARS). SARS has no responsibility to take extraneous information into account in its evaluation.
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1. BIDDER’S ESTABLISHED EXPERIENCE
	The Bidder must set out in the table below the Bidder’s established experience in the areas of scope making up the complete scope of the services required for the RFP.
SARS aims to establish the depth of experience that the Bidder (including its subcontractors) offers to SARS. A Bidder who can show sufficient experience and a track record in all of the component areas of scope, with substantiation, will be eligible to score maximum points for this criterion.


	Instructions for completing Response Table A below.
· The Bidder must complete all fields in Response Table A in full.
· The experience listed must be experience that will be available for deployment of services to SARS

· 

	
	Field name
	Instructions

	
	Description
	The Bidder must detail the experience it has in supplying equipment and services corresponding to the component area of scope in the left hand column.

	
	Years
	The Bidder must provide the number of years it has been providing the services it has detailed in the description.

	
	


	Instructions for completing Response Table B below.
· To obtain maximum points for this sub-criterion the Bidder should attach references from customers, letters / certifications from OEMs, trading statistics or other means of positively substantiating the claims it has made in its Description.

· The Bidder is encouraged to attach any additional documentation to substantiate claims made in its answer(s) in Table A. It remains the Bidder’s responsibility to provide sufficient information to support its claim to satisfying this technical requirement.
· All additional documentation must be attached in a subsection of the Section 8 (Attached Documentation) at the end of this template. The Bidder must create a new subsection in the Section 8 (Attached Documentation) for each additional document and place the document within the subsection.

· The Bidder must provide the following information in the Response Table B: References to Attached Documentation for each document the Bidder has attached. 



	
	Field name
	Instructions

	
	Reference
	The reference where the document can be found must be entered in this field (e.g. Section 8.1).

	
	Document Title
	The name of the document (e.g. “Customer reference”) 

	
	Submitted in support of
	The Bidder must indicate what aspect of the Bidder’s response in Response Table A is supported by the document.(e.g. “Document provides proof of experience in this area”)

	· The Bidder may add more rows to the ‘Response Table B: References to Attached Documentation’ table if necessary.




	Bidder’s Established Experience

	Response Table A

	Area
	Description
	Years 

	Supply of bulk document scanners
	
	

	Supply of paper preparation equipment (joggers)
	
	

	Supply of paper counters
	
	

	Supply of bulk document scanner maintenance and support
	
	


	Response Table B: References to Attached Documentation

	Reference
	Document Title
	Submitted In Support Of 

	
	
	

	
	
	


2. BIDDER’S ESTABLISHED DELIVERY CAPACITY 
	The Bidder must set out in the table below the Bidder’s current engagements (including those of its subcontractor(s)) providing bulk document scanning services.

SARS aims to establish the Bidder’s (including that of its subcontractor(s)) currently established and engaged delivery capacity. A Bidder who can show sufficient established delivery capacity across all of the component areas of scope, with substantiation, will be eligible to score maximum points for this criterion.



	Instructions for completing Response Table A below.
· The Bidder must complete all fields in Response Table A in full.
· The Bidder may provide the services of its subcontractors provided that they will be available for deployment on SARS projects if requested by SARS.



	
	Field name
	Instructions

	
	Customer
	The Bidder must provide the customer name

	
	Description of services
	The Bidder must detail the nature of the engagement and services currently provided to  the customer named in the first column

	
	Bidder/ Subcontractor
	The Bidder must either enter “Bidder” if it providing the services itself, or the Subcontractor’s name if it is relying on a subcontractor to establish the delivery capacity.

	
	


	Instructions for completing Response Table B below.
· To obtain maximum points for this sub-criterion the Bidder should attach references from customers, letters / certifications from OEMs, evidence of contracts to substantiate its claims.

· The Bidder is encouraged to attach any additional documentation to substantiate claims made in its answer(s) in Response Table A. It remains the Bidder’s responsibility to provide sufficient information to support its claim to satisfying this technical requirement.
· All additional documentation must be attached in a subsection of the Section 8 (Attached Documentation) at the end of this template. The Bidder must create a new subsection in the Section 8 (Attached Documentation) for each additional document and place the document within the subsection.

· The Bidder must provide the following information in the Response Table B: References to Attached Documentation for each document the Bidder has attached. 



	
	Field name
	Instructions

	
	Reference
	The reference where the document can be found must be entered in this field (e.g. Section 8.1).

	
	Document Title
	The name of the document (e.g. “Customer reference”) 

	
	Submitted in support of
	The Bidder must indicate what aspect of the Bidder’s response in Response Table A is supported by the document.(e.g. “Document is provided to support the claim of services delivered to the named customer”)

	· The Bidder may add more rows to the ‘Response Table B: References to Attached Documentation’ table if necessary.




	Bidder’s Current Delivery Capacity (customers)

	Response Table A

	Customer
	Description of services
	Bidder / Subcontractor

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	Response Table B: References to Attached Documentation

	Reference
	Document Title
	Submitted In Support Of 

	
	
	

	
	
	


3. Commitment to Bulk document Scanning Equipment maintenance and support services Coverage

	The Bidder must indicate commitment to supporting all equipment types at all the SARS sites

SARS aims to establish that the Bidder commits to providing maintenance and support (including maintenance and support rendered by its subcontractor(s)) for all the bulk document scanner equipment types at all the SARS sites listed in Response Table A below. A Bidder who shows the commitment to provide maintenance and support for the all bulk document scanner equipment types at all the SARS sites listed in Response Table A will be eligible to score maximum points for this criterion.



	Instructions for completing Response Table A below.

· The Bidder must complete all fields in Response Table A in full.

· The Bidder may add more lines to Response Table A if necessary.



	
	Field name
	Instructions

	
	Comply / Do Not Comply
	The Bidder must supply a response of ‘Comply’ or ‘Do Not Comply’. Any other response made in this column will be interpreted as ‘Do Not Comply’.

	
	


	Bulk Document Scanning Equipment Maintenance and Support Services Coverage

	Response Table A

	SARS Site
	Town
	Declaration

The Bidder commits to providing maintenance and support of bulk scanner equipment at the corresponding SARS site in accordance with the Bulk Scanner Solutions Agreement and associated service levels.
Comply / Do not Comply

	Alberton
	Johannesburg
	

	Bellville
	Cape Town
	

	Bloemfontein
	Bloemfontein
	

	Brooklyn LeHae La SARS
	Pretoria
	

	Brooklyn Linton House
	Pretoria
	

	Doringkloof
	Pretoria
	

	Durban Trescon House
	Durban
	

	East London Old Revenue Building
	East London
	

	Lebowakgomo
	Polokwane
	

	P166
	Cape Town
	

	Pretoria CBD ROR
	Pretoria
	

	Rissik Street
	Johannesburg
	

	River Walk
	Pretoria
	

	Walker Creek
	Pretoria
	


4. ACCOUNTABILITY
	The Bidder must set out in the table below the details of the account manager and technical manager that the Bidder will assign to SARS in the event that the contract is awarded to the Bidder.
SARS aims to determine/evaluate the experience and position that the account manager and technical manager hold within the Bidder’s organisation. A Bidder who can demonstrate the proposed account manager and the proposed technical manager has have experience in their respective roles, and, in the case of the account manager, that the proposed account manager is sufficiently influential in the Bidder’s organisation to serve as an effective escalation point for issues will be eligible for maximum points for this sub-criterion.



	Instructions for completing Response Table A below.
· The Bidder must complete all fields in Response Table A in full.
· The account manager and technical manager that will be available for deployment to SARS



	
	Field name
	Instructions

	
	Candidate Experience
	The Bidder must summarise the experience of the candidate it will assign to the role..

	
	Position in the Bidder’s organisation
	The Bidder must describe the influence that the candidate account manager holds within the customer organisation.

	
	


	Instructions for completing Response Table B below.
· To obtain maximum points for this sub-criterion the Bidder must attach a summary of the CV’s of the candidates listed or the actual CV’s.

· The Bidder is encouraged to attach any additional documentation to substantiate claims made in its answer(s) in Response Table A. It remains the Bidder’s responsibility to provide sufficient information to support its claim to satisfying this technical requirement.
· All additional documentation must be attached in a subsection of the Section 8 (Attached Documentation) at the end of this template. The Bidder must create a new subsection in the Section 8 (Attached Documentation) for each additional document and place the document within the subsection.

· The Bidder must provide the following information in the Response Table B: References to Attached Documentation for each document the Bidder has attached. 



	
	Field name
	Instructions

	
	Reference
	The reference where the document can be found must be entered in this field (e.g. Section 8.1).

	
	Document Title
	The name of the document (e.g. “CV”) 

	
	Submitted in support of
	The Bidder must indicate what aspect of the Bidder’s response in Response Table A is supported by the document.(e.g. “CV provided to support claims regarding the Account manager position”)

	· The Bidder may add more rows to the ‘Response Table B: References to Attached Documentation’ table if necessary.




	SKILLS AVAILABLE TO SARS

	Response Table A

	Position
	Candidate Experience
	Position in the Bidder’s organisation

	Account Manager
	
	

	Technical Manager
	
	

	Response Table B: References to Attached Documentation

	Reference
	Document Title
	Submitted In Support Of 

	
	
	

	
	
	


5. TECHNICAL CAPACITY
	The Bidder must set out the number of bulk document scanner technical staff it has and the number of bulk document scanner technical staff it has including the capabilities of its subcontractors in Response Table A below.
SARS aims to establish the base technical capability of the Bidder (including its subcontractors) to service SARS’s bulk document requirements by placing staff at critical sites.


	Instructions for completing Response Table A below.
· The Bidder must complete all fields in Response Table A in full.

· The technical staff listed must be staff that will be available for deployment of services to SARS.

·  The Bidder may include technical staff of its subcontractors, provided they will be used for the deployment of the services to SARS.
· 

	
	Field name
	Instructions

	
	Number or Bidder staff
	Number of Bidder staff corresponding to the description in the first column of Response Table A

	
	Number or Subcontractor(s) staff
	Number of staff engaged by the Bidder’s subcontractors corresponding to the description in the first column of Response Table A

	
	

	Instructions for completing Response Table B below.
· To obtain maximum points for this sub-criterion the Bidder must attach a summary of the CV’s of staff listed or the actual CV’s.

· The Bidder is encouraged to attach any additional documentation to substantiate claims made in its answer(s) in Response Table A. It remains the Bidder’s responsibility to provide sufficient information to support its claim to satisfying this technical requirement.
· All additional documentation must be attached in a subsection of the Section 8 (Attached Documentation) at the end of this template. The Bidder must create a new subsection in the Section 8 (Attached Documentation) for each additional document and place the document within the subsection.

· The Bidder must provide the following information in the Response Table B: References to Attached Documentation for each document the Bidder has attached. 



	
	Field name
	Instructions

	
	Reference
	The reference where the document can be found must be entered in this field (e.g. Section 8.1).

	
	Document Title
	The name of the document (e.g. “CV”) 

	
	Submitted in support of
	The Bidder must indicate what aspect of the Bidder’s response in Response Table A is supported by the document.(e.g. “Document provides proof of technical staff ‘s experience”)

	· The Bidder may add more rows to the ‘Response Table B: References to Attached Documentation’ table if necessary.




	Technical Capacity

	Response Table A

	Technical staff
	Number of Bidder Staff
	Number of Subcontractor(s) staff

	Technical staff engaged in the supply of bulk document scanner maintenance and services with less than a year’s experience
	
	

	Technical staff engaged in the supply of bulk document scanner maintenance and services with more than a year’s experience and less than three years’ experience
	
	

	Technical staff engaged in the supply of bulk document scanner maintenance and services with more than three year’s experience 
	
	

	Response Table B: References to Attached Documentation

	Reference
	Document Title
	Submitted In Support Of 

	
	
	

	
	
	


6. Transition PLAN
	The Bidder must provide details of its proposed transition project for bulk document scanning services including a Gantt chart of activities, showing milestones, resourcing and timing of each activity.
SARS aims to assess the Bidder’s proposal for transitioning the services effectively within 30 days. All requirements for Transitioning in the Business Requirements Specification, the Bulk Document Scanning Solutions Agreement and the RFP Main Document must be included in the scope of the project, including the plan to meet the required timelines.


	Instructions for completing Response Table A below.

· The Bidder must complete all fields in Response Table A in full.

· The Bidder may add more lines to Response Table A if necessary to provide details of the transition project.


	
	Field name
	Instructions

	
	Transition Plan
	The Bidder must provide a project plan down to activity level that shows how the requirements for Transition in the Business Requirements Specification, the Bulk Document Scanning Solutions Agreement and the RFP Main Document will be met, including meeting the required timelines.

The plan must include a Gantt chart of activities, resources assigned and timelines associated with each activity. The details of each activity should be given in a separate document 

	
	


	Instructions for completing Response Table B below.
· The Bidder is expected to attach additional documentation to provide sufficient documentation relating to the activities that comprise its Transition Plan. It remains the Bidder’s responsibility to provide sufficient information for SARS to understand the Bidder’s approach and level of planning fully.
· All additional documentation must be attached in a subsection of the Section 8 (Attached Documentation) at the end of this template. The Bidder must create a new subsection in the Section 8 (Attached Documentation) for each additional document and place the document within the subsection.

· The Bidder must provide the following information in the Response Table B: References to Attached Documentation for each document the Bidder has attached. 



	
	Field name
	Instructions

	
	Reference
	The reference where the document can be found must be entered in this field (e.g. Section 8.1).

	
	Document Title
	The name of the document (e.g. “Transition plan”) 

	
	Submitted in support of
	The Bidder must indicate what aspect of the Bidder’s response in Response Table A is supported by the document.(e.g. “Document provides proof of previous transition project experience”)

	· The Bidder may add more rows to the ‘Response Table B: References to Attached Documentation’ table if necessary.




	Transition Plan

	Response Table A

	Transition Plan

	


	Response Table B: References to Attached Documentation

	Reference
	Document Title
	Submitted In Support Of 

	
	
	

	
	
	


7. Authorised Signature of Bidder

I declare that the responses and the information provided are accurate, complete and correct and that I am authorised to sign this declaration on behalf of the Bidder.
	Signature of Bidder’s Authorised Signatory
	

	Name
	

	Capacity
	

	Date
	


8. Attached Documentation 

8.1. [NOTE TO BIDDER: THE DOCUMENT TITLE MUST BE ENTERED HERE]
[NOTE TO BIDDER: THE ACTUAL DOCUMENT MUST BE PASTED IN HERE]
8.2. [NOTE TO BIDDER: THE DOCUMENT TITLE MUST BE ENTERED HERE]
[NOTE TO BIDDER: THE ACTUAL DOCUMENT MUST BE PASTED IN HERE]
8.3. [NOTE TO BIDDER: THE DOCUMENT TITLE MUST BE ENTERED HERE]
[NOTE TO BIDDER: THE ACTUAL DOCUMENT MUST BE PASTED IN HERE]
[THE BIDDER MAY INCLUDE MORE SUBSECTIONS TO ACCOMMODATE MORE ATTACHED DOCUMENTATION]
© South African Revenue Service 2015
SARS RFP 03-2015 5-2 Technical Response Template





Page 1 of 22 

