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SARS RFP 45/2018
Technical Response Template

Instructions

1. Bidder is instructed to follow the 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 to the Bidder for that criterion.
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. SARS is not under any obligation to evaluate material that is not referenced within ‘Response Table B: References to Additional Documentation’ and in the manner set out above.
5. The Bidder must use this MS-Word document to use as a template for its response. The Bidder may delete these italicised instructions and the tables headed by “Instructions for completing a Response to Table A” and “Instructions for completing a Response to Table B” from the completed template in its Proposal.

Important note regarding the contents of the Bidder’s response

1. The accuracy of 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 or previous 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 that is made by SARS evaluators of an ambiguous response will be final and need not be clarified by SARS.

4. 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.

5. If the Bidder is successful, the Bidder’s Proposal will be included to the contract (for details see the terms of the Printing, Packing and Labelling of Communication Material Services to SARS Agreement. 
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RFP 45/2018 Technical Response
 [Bidder Name]
1. reference
	The Bidder must set out in the table below the clients to which it has provided service or is currently delivering services that fall within the scope of this Tender and describe the nature and scope of the services.
SARS aims to establish the capability of delivering services within the scope of this Tender. Bidders who can demonstrate that they are have delivered similar services within the scope of this Tender to an established client base will achieve maximum points. Documentation, such as letters of reference from the clients substantiating the Bidder’s claims must be attached to achieve maximum points.

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

· The Bidder should list as many clients as is necessary to show that all elements of the scope of this Tender have been delivered by the Bidder to clients. The Bidder should list as many clients as is necessary to show the scale of its past and current delivery is at least equivalent to that required for the delivery of services in this Tender 
· The Bidder may add more lines to Response Table A if necessary to provide details of all its clients.


	
	Field name
	Instructions

	
	Client Name
	The Bidder must supply the full name of the previous or current client of the Bidder.

The Bidder cannot use the client of a subcontractor as a reference; the client must have a current contract or had a contract with the Bidder for the services required.
SARS is only seeking the names of clients to whom the Bidder delivers or delivered the services within the borders of South Africa.

	
	The letter must describe the Scope of Services Rendered
	The Bidder’s referral letter must describe in full the services that the Bidder rendered or renders to the client. The Bidder must show that the scope of services delivered to the client is relevant to the Tender requirement services set out in the Business Requirements Specification.

If the services described are in any way delivered with a subcontractor or third party, this must be fully disclosed.

	
	Years of Delivery
	The Bidder must supply the dates of delivery e.g. ‘2015– present’.

	
	Contract Amount
	The letter must indicate the contract amount

	
	Reliability of the Bidder
	The letter must describe how reliable the services delivered by the Bidder Business Requirements Specification. 

	
	The Quality of the work
	The Quality of the work delivered by the Bidder to the client.

	
	

	Instructions for completing Response Table B below.
· 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.

·  The Bidder must provide the following information in Response Table B: References to Additional 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 Error! Reference source not found.).

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

	
	Submitted in support of
	The Bidder must indicate what aspect of the Bidder’s response in Table A is supported by the document.(e.g. “Reliability and Quality”)

	· The Bidder may add more rows to Response Table B: References to Additional Documentation if necessary.




	Response Table A

	Reference from Client Base

	Client Name
	Scope of Services Rendered
	Years of Delivery
	Scale of Delivery

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


	Response Table B: References to Additional Documentation

	Reference
	Document Title
	Submitted In support of 

	
	
	

	
	
	

	
	
	

	
	
	


2. capability 
	The Bidder must set out, in Table A below, its capability in Printing, Packing and Labelling of 1ton – 100tons of paper for parcels addressed from 1 to 200 recipients
SARS seeks to establish the extent to which the Bidder has capability in providing services based on Business Requirement Specifications. Documentation should be attached by the Bidder to support any claims made.


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



	
	Field name
	Instructions

	
	3 samples of different finishes with confirmation letter from the printing service were rendered.
	The bidder should include with their submission 3 samples of finishes supported by confirmation letter from a client indicating the work that the bidder has performed. The bidder’s sample will be judged on Finishing, Cutting, Binding abilities, Packing and Labelling ability.

	
	Printing machines: Litho, digital and large format
	The Bidder should attach photos of its printing machines which can be able to print in Litho, Digital and Large Format.
The Bidder must make it clear if the machine it utilises is of a third party and not the equipment of the bidder. The third party service provider must be named.

	
	Packing and labelling ability
	The Bidder should attach photos of its packing, weighing and despatch area
The Bidder can include any information that may be relevant to the scope of services.

	
	

	Instructions for completing Response Table B below.
· 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 Additional Documentation Section at the end of this template. The Bidder must create a new subsection in the Additional Documentation Section for each additional document and place the document within the subsection.

· The Bidder must provide the following information in Response Table B: (Section References to Additional 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.

	
	Document Title
	The name of the document (e.g. “Letter from the client”) 

	
	Submitted in support of
	The Bidder must indicate what aspect of the Bidder’s response in Table A is supported by the document.(e.g. “Samples”)

	· The Bidder may add more rows to Response Table B: References to Additional Documentation if necessary.




	Capability 

	Samples (Name of the Client)
	Document Title
	Submitted In support of
	Letter submitted

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


	Response Table B: References to Additional Documentation

	
	Document Title
	Submitted In support of 

	
	
	

	
	
	

	
	
	

	
	
	


3.  Service 
	The Bidder must demonstrate its industry experience and dedicated services by providing a table of staff compliment, with quantities as follows: Qualified printing staff, apprentice printing staff;  qualified staff for a professional finishing department, experienced forklift drivers; experienced packers; Access to casual labour for very large packing jobs;  expertise of supervisors and managers of the different sections  
SARS seeks to establish the experience and capabilities that the Bidder will be able to bring to bear in delivering services to SARS. Bidders who can show that there is experience, and that quality controls are in place and the Bidder has 24 hours production service; will achieve maximum points. 

	Instructions for completing Response Table A, A2 and A3 below.
· The Bidder must complete all fields in Response Table A in full.

· The Bidder may add more lines to Response Table A.2 if necessary to provide details of all intended service centres.



	
	Field name
	Instructions

	
	24 Hours Production Service 
	The Bidder must indicate if the factory has a 24 hour production capacity to service SARS in case of late request for a service. The Bidder must clearly specify the factory production process and the Bidder can add as many lines in the table that are necessary to provide more information.

	
	Dedicated Personnel 
	The Bidder must supply a Curriculum Vitae (CV) indicating the Name, email address, contact number, years in the industry and detailed experience for dedicated client services personnel and the managers of each department as specified in this tender e.g. Printing, Finishing, Packing and Labelling. 

	
	Quality Control 
	The Bidder should describe the Systems in place to ensure Quality Control; this can be supported by policy or Standard Operating Procedures in Bidder’s place. 

	
	

	Instructions for completing Response Table B below.
· 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 Additional Documentation Section at the end of this template. The Bidder must provide the following information in Response Table B: References to Additional 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.

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

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

	· The Bidder may add more rows to Response Table B: References to Additional Documentation if necessary.




	Response Table A

	Industry Experience

	Name of the Personnel
	Years in the industry
	Detailed Experience

	
	
	

	
	
	

	
	
	

	
	
	


	Response Table A.2 

	Service

	Does Bidder have 24 Hour Service
	Production process for 24 Hour Service

	
	


	Response Table A.3 

	Service

	Systems in place to ensure quality control
	Supply Policy and/or Standard Operating Procedure for Quality Control

	
	


	Response Table B: References to Additional Documentation

	Reference
	Document Title
	Submitted In support of 

	
	
	

	
	
	

	
	
	

	
	
	


4. Security 

	The Bidder must set out in the table below the security coverage of the Bidder’s factory including any premises that will be used to deliver SARS Business Requirement Specification for this tender. The factory/premises provided by the Bidder must be available to be co-ordinated and run from Gauteng Province.

SARS requires maximum security for jobs printed under embargo e.g. Budget Speech material. . A site inspection will be contacted to confirm the Bidder’s submission. 

	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 additional certifications/qualifications.



	
	Field name
	Instructions

	
	24/7 Security officers on site
	The Bidder must indicate if they have 24/7 security officers on site

	
	Electronic access control
	The Bidder must indicate if the premises have access control

	
	CCTV system with fulltime on-site live monitoring, recording and retrieval capabilities.
	The Bidder must indicate availability of CCTV system with fulltime on-site live monitoring, recording and retrieval capabilities.

	
	Electric fencing on perimeter
	The Bidder must indicate if the perimeter has Electric fencing.  

	
	Turnstiles and/or Boom-gates with access control
	The Bidder must if access to the premises has Turnstiles and/or Boom-gates with access control

	
	Full compliance with H & S regulations
	The Bidder must indicate full compliance with Health & Safety regulations

	
	Security vetting and clearance
	The Bidder must indicate if they conduct Security vetting and clearance to all the staff

	
	Strict secure computer environment
	The Bidder must indicate the level of their secure computer environment where SARS data will be kept.

	
	

	Instructions for completing Response Table B below.
· 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 Additional Documentation Section at the end of this template. 
· The Bidder must provide the following information in Response Table B: References to Additional 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. Compliance to H &S)

	
	Document Title
	The name of the document  

	
	Submitted in support of
	The Bidder must indicate what aspect of the Bidder’s response in Table A is supported by the document.(e.g. “Personnel Vetting”)

	· The Bidder may add more rows to Response Table B: References to Additional Documentation if necessary.




	Response Table A

	Security


	Security Personnel

	Does the Bidder have 24/7 Security officers on site?
	Number of staff

	
	

	
	

	
	

	Access Control

	Does the Bidder have Electronic Access Control
	Model used for Access

	
	

	
	

	
	


	CCTV system

	Does the Bidder have CCTV system with fulltime on-site live monitoring?
	Recoding kept for how long? 

	
	

	
	

	Electric fencing

	Does the perimeter have Electric Fencing
	Fencing Type

	
	

	
	

	
	


	Turnstiles and/or Boom-gates

	Does the Bidder’s access to the premises access controlled?
	Indicate Turnstiles and/or Boom-Gates

	
	

	
	

	Compliance with H & S regulations

	Provide proof for compliance to health and Safety regulations

	

	

	


	Security Vetting and Clearance

	Does the Bidder conduct security vetting and clearance to all relevant staff?
	Model used

	
	

	
	

	
	

	Computer Environment

	Does the Bidder have secure computer environment?
	Security used to secure information on computer

	
	

	
	

	
	


5. 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
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