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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 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. 
2. 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.

3. 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. Client Base
	The Bidder must set out, in Table A below, the contact details of its previous clients and/or current corporate client base and attach letters of reference. 

SARS seeks to establish the number of years in which the Bidder has been providing the bulk printing services to its current client and/or previous.
Bidders who can demonstrate that they have been providing the bulk printing services in the market for a period of four (4) or more years will receive maximum points. Reference documentation must be attached by the Bidder to substantiate its claims 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 may add more lines to Response Table A if necessary to provide more references.



	
	Field name
	Instructions

	
	Number of years
	The number of years in which the Bidder has been providing the bulk printing services (System Generated Forms).

	
	Number of Mail items delivered monthly
	The Bidder must demonstrate the number of mail items delivered monthly.  Bidder's must also indicate their annual mail Production peaks/patterns. 

	
	The Bidder must provide at least three (3) written contactable references from current and/or previous clients.
	The reference must include the following: 

1. the name of the company; 

2. the description of the service; 

3. the contract duration; and 

4. contact details of responsible person.

	
	Does the Bidder and/or its subcontractor operate on a 24/7/ basis.
	The Bidder must demonstrate how production is handled to operate on a 24/7 basis (the bidder should explain in full to achieve the maximum points).

	
	

	Instructions for completing Response Table B below.
· The Bidder must provide a letter of reference for each client in Table A to receive maximum points

· All additional documentation must be attached in a subsection of the Attached Documentation Section (Section 13) at the end of this template. The Bidder must create a new subsection in the Attached Documentation Section (Section 13) for each additional document and place the document within the subsection.

· The Bidder must provide the following information in 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 13.1).

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

	
	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. “Provides proof of reference”)

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




	Response Table A

	(1.1) Number of years a Bidder has been providing the bulk printing services.
	(1.2) Indicate the number of Mail items delivered monthly and also indicate the annual production peaks/patterns.
	(1.3) Three (3) written contactable references from current and/or previous clients.
	(1.4) Does the Bidder and/or its subcontractor operate on a 24/7 basis?

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


	Response Table B: References to Attached Documentation

	Reference
	Document Title
	Submitted In support of 

	
	
	

	
	
	

	
	
	


2. FACILITIES AND LOCATIONS
	Bidder must indicate the facilities and locations of the Bidder’s printing capabilities, size, and output.   Bidder must clearly indicate whether each facility is owned and operated by the Bidder or is owned or operated by a subcontractor or if there is any other operating agreement to which the Bidder is bound regarding the facility.


	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 the entities has they may have changed name or have been the subject of mergers or acquisitions.



	
	Field name
	Instructions

	
	Number of years the Bidder has been operating from each site.
	Bidder must clearly indicate whether each facility is owned and operated by the Bidder or is owned or operated by a subcontractor or if there is any other operating agreement to which the Bidder is bound regarding the facility.

	
	Does the Bidder have a designated fail over site.
	Indicate the address and provide pictures. SARS may conduct site visit for this requirements.

	
	Bidder’s storage capacity.
	Bidder to display warehouse capability, pictures of the warehouse.  SARS may conduct site visit for this requirements.

	
	

	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 Attached Documentation Section (Section 13) at the end of this template. The Bidder must create a new subsection in the Attached Documentation Section (Section 13) for each additional document and place the document within the subsection.

· The Bidder must provide the following information in 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 13.1).

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

	
	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 evidence of the Bidders current client base”)

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




	Response Table A
	
	

	(2.1) Number of years the Bidder has been operating from each site.
	(2.2) Does the Bidder have a designated fail-over/secondary site.
	(2.3) Bidder’s storage capacity.

	
	
	

	
	
	

	
	
	

	
	
	


	Response Table B: References to Attached Documentation

	Reference
	Document Title
	Submitted In support of 

	
	
	

	
	
	


3.  Redundancy and capacity at primary and fail-over/secondary site 
	SARS seeks to establish the Bidder’s redundancy and capacity at primary site for bulk printing services.

Bidder must indicate the redundancy and capacity at primary and fail-over/secondary site.   Bidder must clearly indicate each site capability for SARS volumes to hold storage in both primary and fail-over/secondary site. 
Bidders who can demonstrate that their redundancy and capacity at primary site will not expose SARS to any risk will receive maximum points. Reference documentation must be attached by the Bidder to substantiate its claims 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 may add more lines to Response Table A if necessary to provide details the entities has they may have changed name or have been the subject of mergers or acquisitions.



	
	Field name
	Instructions

	
	Uninterrupted Power Supply (UPS) and Generator.
	Does the primary site and fail-over/secondary site have Uninterrupted Power Supply (UPS) and generator? Bidder must provide details of the UPS and Generator at primary and fail-over/secondary.

	
	Storage capacity at primary site.
	Does the Bidder's primary site have sufficient spare storage capacity for SARS volumes (currently installed). The Bidder must demonstrate the sufficient storage capacity for SARS volumes that the primary site can accommodate. 

	
	Storage capacity at fail-over/secondary site.
	Does the Bidder have sufficient storage capacity for SARS volumes (currently installed) at fail-over/secondary site? The Bidder must demonstrate the spare capacity volume that the fail/secondary site can accommodate.

	
	

	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 Attached Documentation Section (Section 13) at the end of this template. The Bidder must create a new subsection in the Attached Documentation Section (Section 13) for each additional document and place the document within the subsection.

· The Bidder must provide the following information in 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 13.1).

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

	
	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 evidence of the Bidders current client base”)

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




	Response Table A
	
	

	(3.1) Does the primary site and fail-over/secondary site have Uninterrupted Power Supply (UPS) and generator?
	(3.2) Sufficient storage capacity at primary site.
	(3.3) Sufficient storage capacity at fail-over/secondary site.

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


	Response Table B: References to Attached Documentation

	Reference
	Document Title
	Submitted In support of 

	
	
	

	
	
	


4. BIDDER’s COMPLIANCE TO FORM SPECIFICATIONS 
	SARS seeks to understand the Bidder and/or its subcontractor ability to comply with specifications.
Confirmation of current ability to compliance to form specifications and system integration.  Bidder must confirm the Bidder’s ability to print each of each system generated form categories:

· the current capacity (concurrent with other customer demands and other SARS forms); 

·  indicate the process to be employed; and 

· whether a subcontractor is employed to perform any part of the work
Bidders who can demonstrate the ability to compliance to SARS specifications will receive maximum points. Reference documentation must be attached by the Bidder to substantiate its claims 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 may add more lines to Response Table A if necessary to provide details the entities has they may have changed name or have been the subject of mergers or acquisitions.



	
	Field name
	Instructions

	
	Bidder's system ability to integrate to SARS environment.
	The Bidder's system ability to integrate to SARS environment (Details of the integration must be provided by the Bidder).

E.g. Category A, currently able to comply to the specification and quality requirements of the Category A forms, current capacity of 10,000 mailing items per day including the processing, folding and insertion of forms into envelopes, a Laser process Is employed; subcontractor is not contracted to perform any of the work etc. 

	
	Is the Bidder subcontracting any part of the work?

	The Bidder must indicate whether a subcontractor is employed to perform any part of the work.

Bidder must clearly indicate the area of work that is subcontracted and any other operating agreement to which the Bidder is bound with the subcontractor including courier. The Bidder must conclude SBD 6.1 in full to support the claim of subcontracting.

	
	

	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 Attached Documentation Section (Section 13) at the end of this template. The Bidder must create a new subsection in the Attached Documentation Section (Section 13) for each additional document and place the document within the subsection.

· The Bidder must provide the following information in 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 13.1).

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

	
	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 evidence of the Bidders current client base”)

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




	Response Table A
	

	(4.1) Bidder's system ability to integrate to SARS environment.
	(4.2) Is the Bidder subcontracting any part of the work.

	
	

	
	

	
	

	
	


	Response Table B: References to Attached Documentation

	Reference
	Document Title
	Submitted In support of 

	
	
	


5. TRANSITION 
	Bidder must indicate the transition process to be employed by the bidder should they be successful based on their previous experience.   The contract contains obligations regarding the Transition Plan.  The plan for the Transition must be outlined by the Bidder, including details of the methodology, Bidder resources that would be applied and a plan in as much detail as the Bidder is able to provide.  The timelines for the Transition are an important evaluation point for SARS regarding its confidence in the Bidder being able to complete the Transition from the incumbent service provider within 4 months.
 Reference documentation must be attached by the Bidder to substantiate its claims 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 may add more lines to Response Table A if necessary to provide more references.



	
	Field name
	Instructions

	
	Has Bidder recently (last 5 years) taken on similar capacities as the SARS scope and volumes?
	The Bidder must indicate the name of the company to whom transition was taken, the contract type, Service Management Integration (details of what level of system management integration was performed and how this was achieved) and transition project details. Bidder must include Client Name, transition period, contact name and number. 
The timelines for the Transition are an important evaluation point for SARS regarding its confidence in the Bidder being able to complete the Transition from the incumbent service provider within 4 months.

	
	Bidder’s Transition Plan
	The Bidder should provide a transition plan to meet the criteria for take-on timelines. The Bidder must provide a project plan down to activity level that shows how the requirements for Transition will be met, including development and testing.

The plan must include a Gantt chart of activities, resources assigned and timelines associated with each activity.

	
	Resources of the right experience
	The Bidder must provide details of its proposed transition team

• Structure of the team and reporting line into the Bidder’s organisation

• Roles within the team

• Qualifications and experience of team members, roles of team members in previous/past transitions.

	
	

	Instructions for completing Response Table B below.
· All additional documentation must be attached in a subsection of the Attached Documentation Section (Section 13) at the end of this template. The Bidder must create a new subsection in the Attached Documentation Section (Section 13) for each additional document and place the document within the subsection.

· The Bidder must provide the following information in 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 13.1).

	
	Document Title
	The name of the document (e.g. “Machine Pictures – Client A”) 

	
	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. “Provides proof of reference”)

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




	Response Table A

	(5.1) Has Bidder recently (last 5 years) taken on similar capacities as the SARS scope and volumes?
	(5.2) Bidder’s Transition Plan
	(5.3) (Resources of the right experience). The Bidder must provide details of its proposed transition team

	
	
	

	
	
	

	
	
	

	Response Table B: References to Attached Documentation

	Reference
	Document Title
	Submitted In support of 

	
	
	

	
	
	


6. Information security management
	SARS seeks to understand Bidder’s security management for provision of bulk printing services.
The Bidder must provide an overall strategy on how security is managed.

Bidder should provide a detailed description of their solution as regards the protection of data at the Bidder’s site and the transmission of information to and from the Bidder’s site.
Bidders who can show that they have security coverage capability in most of the aspects required by SARS will receive maximum points. Reference documentation must be attached by the Bidder to substantiate its claims 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 may add more lines to Response Table A if necessary to provide details the entities has they may have changed name or have been the subject of mergers or acquisitions.



	
	Field name
	Instructions

	
	Strategy on how security is managed
	The Bidder must provide an overall strategy on how security is managed. (e.g. Organizational Structure; Dedicated security manager; including information on physical security awareness).

	
	Bidder’s security aligns to best practice ISO27001/2. 
	Bidder’s information security aligns to best practices including alignment to ISO27001/2. Provide further details of such.

	
	Security policies implemented
	The Bidder must demonstrate security policy implementation (e.g. formal policy; standards procedures and how it is distributed internally).

	
	Compliance with all South African Legislation
	The Bidder must indicate compliance with all South African Legislation; including but not limited to the SARS Act, the ECT Act, POPI Act the latest electronic legislation e.g. ECT Act (Indicate how the Bidder’s policies comply with the above mentioned legislations).

	
	Information Security measures implemented.
	The Bidder must demonstrate Information Security measures implemented in support of abovementioned legislation across the eight (8) Domains of Information Security including Security and Risk Management, Asset Security, Security Engineering, Communications and Network Security, Identity and Access Management, Security and Assessment Testing, Security Operations, and Software Development Security in providing the Service to SARS.

	
	Methods and procedures used to ensure Confidentiality.
	Demonstrate the methods and procedures used to ensure Confidentiality, Integrity and Availability of SARS information during the Printing process, including processes and procedures of disposal of SARS classified information.

Bidder's information and IT security measures (Logical access control (passwords); Fire walls; Intrusion detection; Anti-virus; Audit capability; Disposal of information or printed documents (misprinted/excess printed).

	
	Physical Security Measures
	The Bidder must provide details of physical security measures; access control (specific to area where SARS information documents would be stored); restricted areas; Intruder detection alarms; security gates; key control; burglar proofing; security locks;

	
	Environmental security measures
	The Bidder must provide details of environmental security measures (fire prevention; fire detection; water damage restriction, security during evacuations). The Bidder must provide details of the information regarding environmental security measures.

	
	Compliance to Safety
	The Bidder must indicate level of compliance with Safety, Health and Occupational legislation (Statement of compliance).

	
	Protection of Processed materials
	Bidder should provide a detailed description of their solution as regards to the protection of processed materials on the SARS site.  This should include processes that the Bidder employs in this regard.

	
	Personnel Security Measures
	The Bidder must provide details of personnel security measures, screening, vetting, background checks would be performed? (or how SARS’s requirements would be included in the screening / vetting process).

	
	Security Incident Handling
	The Bidder must provide a proposal for security incident handling related to the service provided to SARS (Plan to address security incident handling; press releases related to incidents; reporting to SARS)? Plan to address security incident handling; press releases related to incidents; reporting to SARS. Provide details of how this is handled in your respective organisation.

	
	

	Instructions for completing Response Table B below.
· To obtain maximum points for this sub-criterion the Bidder must attach proof of the UPS & Generator existence. (E.g. picture of the Generator).

· 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 Attached Documentation Section (Section 13) at the end of this template. The Bidder must create a new subsection in the Attached Documentation Section (Section 13) for each additional document and place the document within the subsection.

· The Bidder must provide the following information in 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 13.1).

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

	
	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 the existence of the Generator”)

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




	Response Table A

	(6.1) Strategy on how security is managed.

	

	

	

	(6.2) How does Bidder’s security align to the best practice ISO27001/2?

	

	

	

	(6.3) Security policies implemented.

	

	

	

	(6.4) Bidder must demonstrate how it’s compliance with all South African Legislation.

	

	

	

	(6.5) Information Security measures implemented.

	

	

	

	(6.6) Methods and procedures used to ensure Confidentiality.

	

	

	

	(6.7) Physical Security Measures.

	

	

	

	

	(6.8) Environmental security measures.

	

	

	

	

	6.9) Bidder’s compliance to Safety.

	

	

	

	

	(6.10) Protection of Processed materials.

	

	

	

	

	(6.11) Personnel Security Measures.

	

	

	

	

	(6.12) Security Incident Handling.

	

	

	

	

	


	Response Table B: References to Attached Documentation

	Reference
	Document Title
	Submitted In support of 

	
	
	

	
	
	


7. Quality
	The Bidder must set out, in Table A below, a summary of its recent operating history. 

SARS seeks to understand the Bidder’s quality process to deliver the SARS material in terms of international standards.
The Bidder must provide a proposal for security incident handling related to the service provided to SARS (Plan to address security incident handling; press releases related to incidents; reporting to SARS)? Plan to address security incident handling; press releases related to incidents; reporting to SARS. Provide details of how this is handled in your respective organisation.
Bidders who can demonstrate ISO certification on quality will receive maximum points. Reference documentation must be attached by the Bidder to substantiate its claims 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 may add more lines to Response Table A if necessary to provide details the entities has they may have changed name or have been the subject of mergers or acquisitions.



	
	Field name
	Instructions

	
	ISO Quality Certification
	Bidder should indicate any quality certifications that the Bidder’s organisation has been accredited with e.g. ISO.  The Bidder must indicate precisely the scope and currency of each certification and attach a copy of the certification if such certification is claimed.

	
	Quality Plans
	Bidder must respond with the process quality plans it has or would intend putting in place for SARS to, amongst others, deal with:

· Input/output, 

· check/verification, 

· Timing and printing scheduling; and 

· printing quality

	Instructions for completing Response Table B below.
· To obtain maximum points for this sub-criterion the Bidder must attach proof of the entities existence. (E.g. ISO Certifications).

· 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 Attached Documentation Section (Section 13) at the end of this template. The Bidder must create a new subsection in the Attached Documentation Section (Section 13) for each additional document and place the document within the subsection.

· The Bidder must provide the following information in 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 13.1).

	
	Document Title
	The name of the document (e.g. “Company registration 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. “Document provides proof of registration of the company”)

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




	Response Table A
	

	(7.1) ISO Quality Certification
	(7.2) Quality Plans

	
	

	
	

	
	


	Response Table B: References to Attached Documentation

	Reference
	Document Title
	Submitted In support of 

	
	
	

	
	
	


8. disaster recovery planning
	The Bidder must set out, in Table A below, a summary of its recent operating history. 

SARS seeks to understand the Bidder’s obligations to maintain a disaster recovery site and for the Service Provider to be able to recover its operation at a different, removed location.

The Bidder must provide details of it continuity management measures (Business Continuity Plan, Disaster recovery Plan including location; whether it is part of its own organisation (if not it must be listed as a subcontractor); testing regime etc.).

Bidders who can demonstrate that they have plans for a failover site will receive maximum points. Reference documentation must be attached by the Bidder to substantiate its claims 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 may add more lines to Response Table A if necessary to provide details the entities has they may have changed name or have been the subject of mergers or acquisitions.



	
	Field name
	Instructions

	
	Disaster Recovery Plan (DR)
	The Bidder must provide a Disaster Recovery (DR) plan and timeframe associated with failing over to DR. The Bidder must indicate the time it will take to activate the failover/secondary site should the primary site fail.  

	
	Subcontractor used as fail-over/secondary site.
	Is the fail-over/secondary site run by a subcontractor (i.e. contracted in by Bidder)? The Bidder must indicate the position of the fail-over/secondary site

	
	Plans for continuity 
	Specifically the Bidder must indicate its plans for continuity and resilience during any industrial action. 

	
	Network Connectivity
	Bidder’s primary and fail-over/secondary site network connectivity. Bidder must indicate if both sites have network connectivity.

	Instructions for completing Response Table B below.
· To obtain maximum points for this sub-criterion the Bidder must attach proof of the entities existence. (E.g. company registration document, summary of financial statements).

· 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 Attached Documentation Section (Section 13) at the end of this template. The Bidder must create a new subsection in the Attached Documentation Section (Section 13) for each additional document and place the document within the subsection.

· The Bidder must provide the following information in 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 13.1).

	
	Document Title
	The name of the document (e.g. “Company registration 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. “Document provides proof of registration of the company”)

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




	Response Table A
	
	
	

	(8.1) Disaster Recovery Plan (DR).
	(8.2) Subcontractor used as fail-over/secondary site.
	(8.3) Plans for continuity. 
	(8.4) Network Connectivity.

	
	
	
	

	
	
	
	

	
	
	
	


	Response Table B: References to Attached Documentation

	Reference
	Document Title
	Submitted In support of 

	
	
	

	
	
	


9. reporting
	The Bidder must set out, in Table A below, a summary of its recent operating history. 

SARS seeks to understand the reporting process for the Bidder with regards to
daily, monthly and annual reports for the System Generated Forms services.

Reference documentation must be attached by the Bidder to substantiate its claims 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 may add more lines to Response Table A if necessary to provide details the entities has they may have changed name or have been the subject of mergers or acquisitions.



	
	Field name
	Instructions

	
	Daily, Monthly and Annual reports
	The Bidder must provide examples (output / screen dumps) showing how it will meet the reporting requirement set out in the Business Requirements Specification.

	
	Service Level reports
	Service Levels sets out service level reporting that is required by SARS.  The Bidder must provide examples (output / screen dumps) showing how it will meet the reporting requirement set out in Service Levels.

	
	Additional reports
	Bidder should include any value-add reports with examples, screen dumps etc.   The Bidder is encouraged to include online reporting and monitoring capabilities in its solution. 

This would also include any electronic messaging capability providing reporting data to SARS.

	Instructions for completing Response Table B below.
· To obtain maximum points for this sub-criterion the Bidder must attach proof of the entities existence. (E.g. company registration document, summary of financial statements).

· 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 Attached Documentation Section (Section 13) at the end of this template. The Bidder must create a new subsection in the Attached Documentation Section (Section 13) for each additional document and place the document within the subsection.

· The Bidder must provide the following information in 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 13.1).

	
	Document Title
	The name of the document (e.g. “Company registration 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. “Document provides proof of registration of the company”)

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




	Response Table A
	
	

	(9.1) Daily, Monthly and Annual reports
	(.9.2) Service Level reports 
	(9.3) Additional reports

	
	
	

	
	
	

	
	
	


	Response Table B: References to Attached Documentation

	Reference
	Document Title
	Submitted In support of 

	
	
	

	
	
	


10. courier and dispatch services
	The contract contains obligations regarding the Courier and Dispatch services. 
This section seeks to establish Bidder’s capability in transporting the SARS material to various destinations including to South African Post Office (SAPO), if subcontracted, relevant details of the agreement with the subcontractor.
Reference documentation must be attached by the Bidder to substantiate its claims 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 may add more lines to Response Table A if necessary to provide details the entities has they may have changed name or have been the subject of mergers or acquisitions.



	
	Field name
	Instructions

	
	Name of Courier Company and evidence of a MOU signed
	Is the Bidder contracted to a courier company (evidence of the MOU/Contract between the Bidder and the courier company must be supplied). 

Bidder must provide the details of the how it would transport the mail items to SAPO, if subcontracted, relevant details of the agreement with the subcontractor.

	
	Dispatch Process depiction 
	The Bidder must provide details of dispatch process (including details of the interface processes, delivery and details of the tracking capability).

	
	

	Instructions for completing Response Table B below.
· To obtain maximum points for this sub-criterion the Bidder must attach proof of the entities existence. (E.g. company registration document, summary of financial statements).

· 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 Attached Documentation Section (Section 13) at the end of this template. The Bidder must create a new subsection in the Attached Documentation Section (Section 13) for each additional document and place the document within the subsection.

· The Bidder must provide the following information in 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 13.1).

	
	Document Title
	The name of the document (e.g. “Company registration 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. “Document provides proof of registration of the company”)

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




	Response Table A

	(10.1) Name of Courier Company and evidence of a MOU signed
	(10.2) Dispatch Process depiction

	
	

	
	

	
	


	Response Table B: References to Attached Documentation

	Reference
	Document Title
	Submitted In support of 

	
	
	

	
	
	


11. innovation
	The Bidder should include in this section any other elements of its solution which have not been covered in the Sections preceding this one.   The Bidder can include as many relevant sections and subsections as the Bidder wishes.   SARS reserves the right to take these additional sections into account or not to in the evaluation.
Reference documentation must be attached by the Bidder to substantiate its claims to achieve maximum points.

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



	
	Field name
	Instructions

	
	Innovation Improvements
	Bidder should include in this section any innovative improvements they will employ to continuous enhance processes and procedures in proving the services to SARS.

	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 Attached Documentation Section (Section 13) at the end of this template. The Bidder must create a new subsection in the Attached Documentation Section (Section 13) for each additional document and place the document within the subsection.

· The Bidder must provide the following information in 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 13.1).

	
	Document Title
	The name of the document (e.g. “Company registration 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. “Document provides proof of registration of the company”)

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




	Response Table A

	(11.1) Innovation Improvements proposed.

	

	

	


	Response Table B: References to Attached Documentation

	Reference
	Document Title
	Submitted In support of 

	
	
	

	
	
	


12. 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
	


13. Attached Documentation 

13.1. [NOTE TO BIDDER: THE DOCUMENT TITLE MUST BE ENTERED HERE]
[NOTE TO BIDDER: THE ACTUAL DOCUMENT MUST BE PASTED IN HERE]
13.2. [NOTE TO BIDDER: THE DOCUMENT TITLE MUST BE ENTERED HERE]
[NOTE TO BIDDER: THE ACTUAL DOCUMENT MUST BE PASTED IN HERE]
13.3. [NOTE TO BIDDER: THE DOCUMENT TITLE MUST BE ENTERED HERE]
[NOTE TO BIDDER: THE ACTUAL DOCUMENT MUST BE PASTED IN HERE]
[THE BIDDER MAY ADD MORE SUBSECTIONS TO ACCOMMODATE MORE ATTACHED DOCUMENTATION]
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