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[bookmark: Text][bookmark: _Toc151363499][bookmark: _Toc137459202]Written Quote Form

RFQ NUMBER: GSM048/23
ISSUE DATE: 16/08/2023
CLOSING DATE: 23/08/2023 at 15:00pm
VALIDITY OF RFQ: 90 days


	1.1 RFQ DOCUMENTS must be emailed to Magdelineserekego@flysaa.com OR deliver to:

  South Africa Airways – Main Reception Gate, Airways Park, Jones Road; OR Tambo International Airport; Kempton Park

	




	
Vendors should ensure that quotations are returned before the closing date and time.
If the quotation is late, it will not be accepted for consideration.

2.0 INSTRUCTIONS FOR THE SUBMISSION OF A BID: 

Bids hand delivered must be submitted in a sealed envelope marked: 
RFQ GSM048/23

Tender for: Anonymous Reporting Mechanism

Bids can be delivered or emailed between 08H00 and 16H30, Monday to Friday, prior to the closing date and between 08H00 and 15H00 pm on the closing date.

Submissions will be kept unopened in safe custody until the closing time for the Bid.  Where a Bid is received without a Bid number on it, it will be opened, the Bid number ascertained, the envelope sealed and the Bid number written on the envelope.





SAA requests your quotation on the goods and/or services listed on the attached form.
Please furnish all information as requested and return your quote on/before the date stipulated. 
Late and incomplete submissions may invalidate the quote submitted.


NAME OF VENDOR:  	

POSTAL ADDRESS: 	

TELEPHONE NO.:  	

CELL NO: 	

E MAIL ADDRESS: 	

CONTACT PERSON: 	


This RFQ will be evaluated on pricing, BEE and functionality.
Required Documentation to be attached;
1. SAA Vendor Document. Refer to Annexure 1
2. SBD 1 Document. Refer to Annexure 2
3. SBD2 Document. Refer to Annexure 3
4. General Conditions of Contract. Refer to Annexure 4


CONDITIONS
· [bookmark: _Toc106771007][bookmark: _Toc106774648]All goods or services purchased will be subject to SAA General Conditions of Contract. A copy of said conditions is available from the local Procurement office.
· [bookmark: _Toc106771008][bookmark: _Toc106774649]It is the responsibility of the Vendor to ensure that SAA is in possession of a valid Original Tax Clearance Certificate. The onus therefore rests on the vendor to ensure SAA receives a valid Tax Clearance Certificate, as soon as the validity of the said certificate expires. Where SAA does not have a valid Tax Clearance Certificate, an Original Tax Clearance Certificate must be submitted with this RFQ. Failure to do so may invalidate the quote submitted in terms of the RFQ.
· [bookmark: _Toc106771009][bookmark: _Toc106774650]All purchases will be made through an official purchase order. Therefore, no goods must be delivered or services rendered before an official order/contract has been received.
· [bookmark: _Toc106771010][bookmark: _Toc106774651]I certify that the information supplied is correct and I have read and understand SAA General Conditions of Contract and accept SAA General Conditions of Contract.
· [bookmark: _Toc106771011][bookmark: _Toc106774652]I further certify that all the required information has been furnished and the relevant forms completed and are herewith submitted as part of the bid.


SIGNATURE OF VENDOR: _______________________
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CAPACITY: _______________________________
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RFQ NUMBER GSM048/23
SAA Business Unit: Global Supply Management
	
 
1.  BACKGROUND

1.1. Service Providers are requested to provide Prices with their quotation to SAA for all the services to be provided as per specification. Service providers are expected to submit a costing that is fair and reasonable.
1.2. SAA has the right to enter into negotiation with a prospective Service Provider regarding any terms and conditions, including price(s), of a proposed contract.

2. SCOPE OF WORK AND SPECIFICATION

The South African Airways Group and its Subsidiaries “SAA” is required to source an independent, confidential whistleblowing hotline service to enable internal and external stakeholders to report any workplace dishonesty, corruption, theft, unethical conduct, and fraud. 

The purpose of the hotline is to: 

· To provide a platform and mechanism for all employees and other stakeholders to report any dishonesty, unethical conduct, corruption, theft and fraud relating to SAA; 
· To raise the level of awareness that the SAA is serious about dishonesty, unethical conduct, corruption and fraud prevention; 
· To detect incidents of fraud through encouraging whistle-blowers to report incidents which they witness and; 
· To assist SAA in managing the requirements of the Protected Disclosures Act, 26 of 2000, by creating a channel through which whistle-blowers can report irregularities which they witness or which come to their attention without fear of victimisation. 

The scope of the establishment and management of the whistle-blowing hotline should include, but not be limited to the following: 

i. Multiple platforms to report any unlawful activities, unethical and inappropriate conduct in the workplace; 
ii. The platforms should at a minimum include telephone, email and web-based reporting; 
iii. Provision of a live independent, confidential whistleblowing hotline service operating 24-hours a day, 7 days per week and 365 days a year; 
iv. Submission of reports and statistics to the authorised reporting structure on a predetermined basis or on demand; 
v. Guaranteed anonymity, absolute security of information; 
vi. The service should be available in multiple languages. Accreditation by the Ethics Institute of South Africa; 
vii. Compliant with legislation relevant to South Africa on whistle-blowing management (e.g. whistle-blower protection, National Anti-Corruption strategy, as well as personal and data privacy, etc.); 
viii. Provision of support with your broader ethics programme and fraud prevention plans and; 
ix. Assist the organization in creating awareness through training, posters and publication materials. 

Bidders are required to provide payment terms. SAA would like to recommend a 30 days’ payment terms from the date of statement.

3. DURATION OF THE CONTRACT

Five (5) Years

4. EVALUATION PROCESS & CRITERIA 

Responses will be evaluated on the functional criteria, where after qualifying responses will be evaluated on the Price and Preference Points: 


4.1  EVALUATION PROCESS 

4.1.1 Compliance with Minimum Requirements

All quotations duly lodged will be examined to determine compliance with bidding requirements and conditions. Quotations with obvious deviations from the requirements/conditions will be eliminated from further adjudication.

4.1.2 Evaluation of Quotation 

The contract shall be awarded at the sole and absolute discretion of SAA. SAA hereby represents that it is not obliged to award this quotation to any bidder. SAA is entitled to retract this quotation at any time as from the date of issue. 

SAA shall not be obliged to accept the lowest of any quotation, offer or proposal.

All quotation will be evaluated according to the criteria, weightings and threshold scores as Indicated in 4.3 below:


4.2 RFQ BRIEFING

No briefing will be held but bidders are encouraged to email their question to Magdelineserekego@flysaa.com







4.3 EVALUATION CRITERIA

The criteria and weights referred to in paragraph 4.1 above are as follows:
PHASE 1 - CRITICAL CRITERIA EVALUATION 
The following critical criteria will apply for the evaluation of the proposals. A proposal that    does not comply with these critical criteria will not be considered for Phase 2 evaluation.

	NO.
	CRITICAL CRITERIA: Non-weighted, mandatory requirements to be met, for the bidder’s submission to qualify. Bidders, who do not meet all the below mentioned requirements will be disqualified:
	BIDDER TO INDICATE COMPLIANCE (YES / NO)

	1
	Accreditation by e.g. the Ethics Institute of South Africa or any other corruption and ethics body and related
	

	2
	The service should be available in all official languages of South Africa. 
	



PHASE 2 - FUNCTIONAL CRITERIA EVALUATION 

Only bidders who passed the critical evaluation criteria, will be evaluated on the Functional evaluation criteria

	NO.
	DESCRIPTION
	POINT ALLOCATION GUIDE
	SCORE/WEIGHT

	1
	The Bidder must demonstrate that they have the capacity to render the required service. The Bidder must provide references in any form from the customers or related institutions where the similar service was rendered to the previously serviced client and should reflect at least name of the client, description of the relevant service rendered, year completed, contactable reference name and contact details and, it may also include whether the quality of work was satisfactory or not. The reference shouldn’t be more than ten (10) years old.

	The contactable references ; 
Must not be older than 10 years (services rendered within the last 10 years), 
Should indicate description of the relevant service rendered, 
Contactable reference name and contact details and, 
5 references = 10 points 
3 references = 8 points 
2 references = 5 points 
No reference and less than 2 references = 0 points 
Note: SAA reserves the right to contact the references based on the details provided and any misrepresentation will disqualify the bidder from the entire process.
	10

	2
	Methodology/Approach 

The methodology and approach must, amongst others, cover: 

Scope of requirements, training content, project plan including timelines, reporting and managing whistleblowing hotline services (including IT system used). (Detailed plan). 

· Service Accessibility, Confidentiality and Availability assurance approach (i.e. service operating 24-hours a day, 7 days per week and 365 days a year) 

· Ability to demonstrate the ease of access of the proposed platforms, including the safeguarding of information including whistle-blowers’ identity Service awareness and marketing approach/plan
	Detailed methodology/approach on how the required services will be rendered. 

Methodology and approach presented with comprehensive information and a clear flow and timing provided for all the deliverables (20 points) 

Methodology and approach presented with brief description and overview on deliverables (15points) 

High level methodology and approach presented with limited description provided on deliverables (10points). 

Methodology and approach mentioned but not described on deliverable (5points) 

0 = no evidence
	20

	3
	Capability & Capacity of staff to be used.
	[bookmark: _GoBack]Experience of staff suggested for the engagement.
	20

	4
	Provide the qualifications, experience and professional competencies in coaching of the lead consultants /coaches to be used to provide the service. 

	CV’s indicating experience, identity copies, and valid certificate. 

· Minimum 7 years’ experience of similar work performed(10points) 

· Relevant Qualification/certification in similar work performed(10points) 

	20

	5
	Turnaround time in terms of processing information to SAA and closing of matters/feedback to whistleblowers
	
Transmission of reported information to SAA:
· Within 1 day (15 points)
· Within 2-3 days (10 points)
· Within 4 days and above (5 points)
	15%

	6.
	Demonstration of system and process (presentation to be made on an arranged date)
	· Proficient about the system and the process (15 point)
· Expert in the system and the process (10 points)
· Knowledge about the system and the process (5 points)
	15%

	TOTAL
	
	100%

	THRESHOLD
	
	80%



Only bids proposals who pass the threshold of 80% will further be evaluated against the preferential criteria  



4.4 Preferential evaluation criteria 

	Criteria
	Points

	Price
	80

	BBBEE
	20

	Total
	100 points




5. STANDARD CONDITIONS FOR REQUEST FOR QUOTATION

Conditions:

5.1.1 All prices quoted must be exclusive of Value Added Tax (VAT).
5.1.2 All goods/services purchased will be subject to SAA Conditions of Contract and Order, available when requested.
5.1.3 All prices submitted must be firm. “Firm” prices are deemed to be fixed prices, which are only subject to the following statutory changes, namely VAT.
5.1.4 Note: Although SAA would prefer to award this contract to one service provider, it remains at our discretion to award the functions of the manufacturing of this product to the company that will provide us with excellent & prompt service.  SAA is thus not obligated to award this quote to any bidder.  SAA is entitled to retract this quote at any time as from date of issue, without any refunds whatsoever.  SAA is not obligated to award this quote to the bidder that quotes the lowest.
5.1.5 Service, pricing and availability will be taken into consideration.
5.1.6 Pricing should be given based an individual component that would make up the solution based on technical and functional requirements. 
5.1.7 The bid may be awarded in part or in full.

THE FOLLOWING MUST ACCOMPANY YOUR QUOTE
	 SAA Vendor application and supporting documents. Refer to Annexure 1
· SBD 1 Document. Refer to Annexure 2
· SBD 2 Document. Refer to Annexure 3
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