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1. [bookmark: _Toc487287940][bookmark: _Toc213742007][bookmark: _Toc71687794][bookmark: _Toc73161035][bookmark: _Toc74723344]Introduction
Instructions to Bidders for Proposal Submission
· Use of Proposal Response Template: This Proposal Response Template serves as the foundation for submitting a formal proposal to ACSA. Bidders are required to adhere to this template to ensure clarity and alignment with ACSA's requirements.
· Proposal Structure: Bidders must organise their responses in accordance with the structure provided in this Proposal Response Template. Compliance with the prescribed format is essential for a consistent and thorough evaluation.
· Appendices: Bidders are encouraged to limit the inclusion of appendices to only those materials deemed critical for the evaluation and comprehension of the proposal. All appendices must be clearly numbered, referenced within the main response, and kept concise.

2. [bookmark: _Toc487288147][bookmark: _Toc213742008]General Instructions 
· Commitment to Scope of Work: The Bidder shall perform all services as outlined in the Scope of Work and associated annexures to enable ACSA to achieve the specified service objectives and deliverables throughout the contract duration. This includes performing preventative maintenance tasks and addressing day-to-day service requests in accordance with the service levels defined in the Scope of Work.
· Completion of Specification Tables: Bidders are required to complete the provided tables, clearly indicating whether their proposed solution meets the specified requirements. Responses must be comprehensive and precise.
· Supporting Documentation: Bidders must submit documentation to substantiate the responses provided in the specification tables. Failure to include supporting documentation or proof will result in the response being deemed non-responsive.
· Organisation of Supporting Documents: All supporting documents and proof must be compiled in a clearly indexed Appendix. Each document must include page numbers and be explicitly referenced within the proposal. Non-compliance with indexing and pagination requirements may result in sections being overlooked during evaluation, potentially leading to a non-responsive designation.
· Proof of Experience: Bidders may demonstrate experience through either company credentials or the qualifications of individual resources. If resource experience is used, those resources must be employed by the Bidder at the commencement of the contract. In the event that cited resources are no longer employed, they must be replaced with individuals of equal or superior skills and experience.
· Service Level Agreement (SLA) Compliance: Compliance with these requirements will be assessed as part of the monthly SLA reporting process. The selected service provider must consistently meet the defined SLA standards throughout the contract term.
· POPI Compliance: All submitted documentation must comply with the Protection of Personal Information Act (POPI) requirements to ensure the confidentiality and lawful handling of personal information.


3. [bookmark: _Toc487288455][bookmark: _Toc213742009]Functional & Technical Criteria
3.1 Resources
3.1.1 [bookmark: _Toc487285367][bookmark: _Toc487286118][bookmark: _Toc487287712][bookmark: _Toc487289312][bookmark: _Toc487290063][bookmark: _Toc487290813][bookmark: _Toc487285368][bookmark: _Toc487286119][bookmark: _Toc487287713][bookmark: _Toc487289313][bookmark: _Toc487290064][bookmark: _Toc487290814][bookmark: _Toc486950996][bookmark: _Toc486976664][bookmark: _Toc487285369][bookmark: _Toc487286120][bookmark: _Toc487287714][bookmark: _Toc487289314][bookmark: _Toc487290065][bookmark: _Toc487290815][bookmark: _Toc486950999][bookmark: _Toc486976667][bookmark: _Toc487285372][bookmark: _Toc487286123][bookmark: _Toc487287717][bookmark: _Toc487289317][bookmark: _Toc487290068][bookmark: _Toc487290818][bookmark: _Toc486951003][bookmark: _Toc486976671][bookmark: _Toc487285376][bookmark: _Toc487286127][bookmark: _Toc487287721][bookmark: _Toc487289321][bookmark: _Toc487290072][bookmark: _Toc487290822][bookmark: _Toc486951010][bookmark: _Toc486976678][bookmark: _Toc487285383][bookmark: _Toc487286134][bookmark: _Toc487287728][bookmark: _Toc487289328][bookmark: _Toc487290079][bookmark: _Toc487290829][bookmark: _Toc486951014][bookmark: _Toc486976682][bookmark: _Toc487285387][bookmark: _Toc487286138][bookmark: _Toc487287732][bookmark: _Toc487289332][bookmark: _Toc487290083][bookmark: _Toc487290833][bookmark: _Toc486951018][bookmark: _Toc486976686][bookmark: _Toc487285391][bookmark: _Toc487286142][bookmark: _Toc487287736][bookmark: _Toc487289336][bookmark: _Toc487290087][bookmark: _Toc487290837][bookmark: _Toc486951024][bookmark: _Toc486976692][bookmark: _Toc487285397][bookmark: _Toc487286148][bookmark: _Toc487287742][bookmark: _Toc487289342][bookmark: _Toc487290093][bookmark: _Toc487290843]Project Management
Certification and Experience: Bidders must provide evidence of at least one Project Manager holding a valid PMP or PRINCE2 Practitioner certification and a minimum of five (5) years of relevant project management experience.
Proof of Experience: Experience must be substantiated through reference letters from previous projects. Each reference letter must explicitly name the certified Project Manager whose credentials are provided. Curriculum Vitae (CVs) will not be accepted.
Resource Requirement: A minimum of one qualified Project Manager is required. Bidders may submit details for additional resources if desired, provided all requirements are met for each.

Provide Proof under Appendix P
	Resource #
	Resource
Name
	Certification
	Year Obtained
	Years of Experience
	Reference in Document

	1
	
	
	
	
	

	2
	
	
	
	
	

	3
	
	
	
	
	



3.1.2 Technical Resources
Certification: Bidders must provide evidence of certified technical resources for the areas specified in the tables below, meeting or exceeding the minimum certification levels indicated. Higher-level certifications are acceptable and will be recognised.
Proof of Experience: Years of experience must be substantiated through reference letters from previous projects. Each reference letter must explicitly name the certified resource whose credentials are provided. Curriculum Vitae (CVs) will not be accepted.
Certificate Submission: A copy of the relevant certificate for each resource must be included, clearly demonstrating the certification held.
Documentation Organisation: All supporting documents (certificates and reference letters) must be organised and submitted under the following appendices, with clear indexing and page numbering referencing the specific section and page where each document is located:
Appendix Q: Technical Resources – Campus Routing and Switching
Appendix R: Technical Resources – IP Telephony and Collaboration, Wireless, and Riverbed RiOS
Appendix S: Technical Resources – Network Firewalling and Security

Minimum Requirements: Only the minimum number of resources specified in the tables is required. Additional resources may be submitted if desired, provided all requirements are met. If a resource does not meet all the minimum certification requirements, then these requirements must be met by multiple individuals. If one resource has more than one Certification the resource can be used multiple times


3.1.2.1 Technical Resources – Campus routing and switching. 
	Certification
	Minimum Quantity of Certified Resources Required
	Minimum years of networking experience
	Qty Available
	Certification Name
	Expiry Date
	Years of Experience
	Proof Provided (YES/NO)
	Reference in Submission

	Principal Network Engineer - (CCIE R&S AND equivalent certification for any proposed new OEMs)
	1
	3
	
	
	
	
	
	

	Senior Network Engineers - Cisco Certified Network Professional
(CCNP R&S OR Enterprise AND equivalent certification for any proposed new OEMs)
	3
	3
	
	
	
	
	
	

	Network Engineers - Cisco Certified Network Associate
(CCNA R&S or CCNA Industrial or enterprise AND equivalent certification for any proposed new OEMs)
	4
	2
	
	
	
	
	
	

	Network Engineers - Cisco Certified Network Associate Datacentres
(CCNA Datacentre AND equivalent certification for any proposed new OEMs)
	1
	1
	
	
	
	
	
	




3.1.2.2 Technical Resources – IP Telephony and Collaboration, Wireless and WAN Optimisation
	Certification
	Minimum Quantity of Certified Resources Required
	Minimum years of networking experience
	Qty Available
	Certification Name
	Expiry Date
	Years of Experience
	Proof Provided (YES/NO)
	Reference in Submission

	Cisco Certified Internetworking Expert (Voice/Collaboration AND equivalent certification for any proposed new OEMs)
	1
	3
	
	
	
	
	
	

	IP Telephony and Collaboration Administrators
(CCNP Collaboration AND equivalent certification for any proposed new OEMs)
	2
	2
	
	
	
	
	
	

	Wireless Network Engineer/Administrator
(CCNA Wireless AND equivalent certification for any proposed new OEMs)
	1
	2
	
	
	
	
	
	

	Riverbed WAN Optimisation Administrator (RCSA-W) or minimum to have completed WAN Optimisation Essentials training AND equivalent certification for any proposed new OEMs
	1
	2
	
	
	
	
	
	




3.1.2.3 Technical Resources – Network Firewalling and Security
	Certification
	Minimum Quantity of Certified Resources Required
	Minimum years of experience
	Qty Available
	Certification Name
	Expiry Date
	Years of Experience
	Proof Provided (YES/NO)
	Reference in Submission

	[image: https://d.adroll.com/cm/aol/out][image: https://d.adroll.com/cm/index/out][image: https://d.adroll.com/cm/n/out] 
Check Point Certified Security Expert 

(CCSE AND equivalent certification for any proposed new OEMs)[image: https://d.adroll.com/cm/aol/out][image: https://d.adroll.com/cm/index/out][image: https://d.adroll.com/cm/n/out]

	1
	3
	
	
	
	
	
	

	[image: https://d.adroll.com/cm/aol/out][image: https://d.adroll.com/cm/index/out][image: https://d.adroll.com/cm/n/out]
Check Point Certified Security Administrator 
(CCSA AND equivalent certification for any proposed new OEMs)
	1
	2
	
	
	
	
	
	




3.2 Proven Experience
Campus Routing and Switching
Proof of Experience: Bidders must submit original, signed, and/or stamped contactable reference letters on the letterhead of the issuing company to demonstrate experience in maintaining access, distribution, and core hardware and related software for campus routing and switching.

Minimum Requirements: Reference letters must include:
· [bookmark: _Hlk215750261]At least two (2) client references with networks comprising minimum of 150 access switches.
· At least two (2) client references with networks comprising minimum of ten (10) campus core and distribution routers and switches.

Content of Reference Letters: All mandatory information specified in the tables below must be clearly addressed in the reference letters to ensure a comprehensive evaluation.
Documentation Submission: All reference letters must be compiled and submitted under Appendix T – Proven Experience: Campus Routing and Switching Maintenance, with clear indexing and page numbering for ease of reference.
Compliance: Failure to provide complete, verifiable, and properly formatted reference letters may result in the response being deemed non-responsive.


3.2.1.1 Campus Network: Access Network References (minimum 150 access switches)
	Information Requirement
	Mandatory
	Reference Details 1
	Reference in Submission
	Reference Details 2
	Reference in Submission

	Company Name
	Y
	
	
	
	

	Industry
	N
	
	
	
	

	Scope of services provided
	Y
	
	
	
	

	% Mean Time to Repair SLR achieved
	N
	
	
	
	

	Environment size
	Y
	
	
	
	

	Start Date
	N
	
	
	
	

	Contract Term
	Y
	
	
	
	

	Contact Person
	Y
	
	
	
	

	Contact Telephone Number
	Y
	
	
	
	

	Contact Position
	Y
	
	
	
	

	Contact e-mail address
	Y
	
	
	
	




3.2.1.2 Campus Network: Core and distribution References (minimum 10 Core routers and switches)
	Information Requirement
	Mandatory
	Reference Details 1
	Reference in Submission
	Reference Details 2
	Reference in Submission

	Company Name
	Y
	
	
	
	

	Industry
	N
	
	
	
	

	Scope of services provided
	Y
	
	
	
	

	% Mean Time to Repair SLR achieved
	N
	
	
	
	

	Environment size
	Y
	
	
	
	

	Start Date
	N
	
	
	
	

	Contract Term
	Y
	
	
	
	

	Contact Person
	Y
	
	
	
	

	Contact Telephone Number
	Y
	
	
	
	

	Contact Position
	Y
	
	
	
	

	Contact e-mail address
	Y
	
	
	
	




[bookmark: _Toc483158372]Unified Communications, Wireless, and Network Security Maintenance
Proof of Experience: Bidders must submit signed, and/or stamped contactable reference letters on the letterhead of the issuing company to demonstrate experience in providing national, 365x24x7x4 maintenance services for unified communications, collaboration, wireless, proxy and security hardware and related software.
Minimum Requirements: Reference letters must include:
· At least two (2) client references with networks comprising more than two (2) Unified Communication Manager instances and more than 150 IP Telephones.
· At least two (2) client references with networks comprising minimum of fifty (50) wireless access points.
· At least two (2) client references with networks comprising minimum of two (2) Smart Security firewalls.
· At least two (2) client references with networks comprising minimum of two (2) Proxy appliances.
Content of Reference Letters: All mandatory information specified in the tables below must be clearly addressed in the reference letters to ensure a comprehensive evaluation.
Documentation Submission: All reference letters must be compiled and submitted under Appendix U – Proven Experience: Unified Communications, Wireless, and Network Security Maintenance, with clear indexing and page numbering for ease of reference.
Compliance: Failure to provide complete, verifiable, and properly formatted reference letters may result in the response being deemed non-responsive.




3.2.1.3 Unified Communications and Collaboration References (minimum of UCM and minimum of 150 IP Phones)
	Information Requirement
	Mandatory
	Reference Details 1
	Reference in Submission
	Reference Details 2
	Reference in Submission

	Company Name
	Y
	
	
	
	

	Industry
	N
	
	
	
	

	Scope of services provided
	Y
	
	
	
	

	% Mean Time to Repair SLR achieved
	N
	
	
	
	

	Environment size
	Y
	
	
	
	

	Start Date
	N
	
	
	
	

	Contract Term
	Y
	
	
	
	

	Contact Person
	Y
	
	
	
	

	Contact Telephone Number
	Y
	
	
	
	

	Contact Position
	Y
	
	
	
	

	Contact e-mail address
	Y
	
	
	
	




3.2.1.4 Wireless Networking References (minimum of 50 Access Points)
	Information Requirement
	Mandatory
	Reference Details 1
	Reference in Submission
	Reference Details 2
	Reference in Submission

	Company Name
	Y
	
	
	
	

	Industry
	N
	
	
	
	

	Scope of services provided
	Y
	
	
	
	

	% Mean Time to Repair SLR achieved
	N
	
	
	
	

	Environment size
	Y
	
	
	
	

	Start Date
	N
	
	
	
	

	Contract Term
	Y
	
	
	
	

	Contact Person
	Y
	
	
	
	

	Contact Telephone Number
	Y
	
	
	
	

	Contact Position
	Y
	
	
	
	

	Contact e-mail address
	Y
	
	
	
	




3.2.1.5 Network Security References (minimum of Smart Security Firewalls)
	Information Requirement
	Mandatory
	Reference Details 1
	Reference in Submission
	Reference Details 2
	Reference in Submission

	Company Name
	Y
	
	
	
	

	Industry
	N
	
	
	
	

	Scope of services provided
	Y
	
	
	
	

	% Mean Time to Repair SLR achieved
	N
	
	
	
	

	Environment size
	Y
	
	
	
	

	Start Date
	N
	
	
	
	

	Contract Term
	Y
	
	
	
	

	Contact Person
	Y
	
	
	
	

	Contact Telephone Number
	Y
	
	
	
	

	Contact Position
	Y
	
	
	
	

	Contact e-mail address
	Y
	
	
	
	




3.2.1.6 Proxy References (minimum of 2 Web Security Appliance or Proxy Solution)
	Information Requirement
	Mandatory
	Reference Details 1
	Reference in Submission
	Reference Details 2
	Reference in Submission

	Company Name
	Y
	
	
	
	

	Industry
	N
	
	
	
	

	Scope of services provided
	Y
	
	
	
	

	% Mean Time to Repair SLR achieved
	N
	
	
	
	

	Environment size
	Y
	
	
	
	

	Start Date
	N
	
	
	
	

	Contract Term
	Y
	
	
	
	

	Contact Person
	Y
	
	
	
	

	Contact Telephone Number
	Y
	
	
	
	

	Contact Position
	Y
	
	
	
	

	Contact e-mail address
	Y
	
	
	
	





4. [bookmark: _Toc213742010]Preventive Maintenance Schedule, Corrective Maintenance Procedures, and a Resource Schedule
Preventative Maintenance Plan: Service Providers must submit a comprehensive preventative maintenance plan that adheres to the requirements outlined in Annexure 1A. The plan must address all requirements specified in the Scope of Services, incorporating common and/or generic Original Equipment Manufacturer (OEM) recommended procedures, toolkits, and task lists.
Corrective Maintenance and Resource Scheduling: The submission must include detailed corrective maintenance procedures and a resource schedule, ensuring alignment with the Scope of Services and operational requirements.
Documentation Reference: In the space provided below, Service Providers must include precise references (section and page numbers) to the relevant sections of their proposal where the preventative maintenance plan, corrective maintenance procedures, and resource schedule are detailed.
Documentation Submission: All supporting documentation must be compiled and submitted under Appendix V – Preventive Maintenance Schedule, Corrective Maintenance Procedures and Resource Schedule, with clear indexing and page numbering for ease of reference.
Compliance: Failure to provide a complete, detailed, and properly referenced submission may result in the response being deemed non-responsive.
	Reference in Document

	






5. [bookmark: _Toc213742011]Transition Plan 
Transition Plan Requirements: Service Providers must submit a comprehensive transition plan that aligns with the requirements detailed in Annexure 1A. The plan must provide a clear and structured approach to ensure a seamless transition of services.
Mandatory Topics: The transition plan must address, at a minimum, the following key areas:
· Transition Organisation Structure: Outline the organisational framework for managing the transition.
· Key Roles and Responsibilities: Define the roles and responsibilities of key personnel involved in the transition process.
· Work Breakdown Structure: Provide a detailed breakdown of tasks and deliverables required for the transition.
· Communication Plan: Describe the strategy for effective communication with all stakeholders during the transition.
· Estimated Timetable: Include a realistic timeline for completing the transition, with key milestones.
· Documentation Schedule: Specify the schedule for delivering required documentation.
· Special Costs: Identify any additional or special costs associated with the transition.

Documentation Reference: Service Providers must clearly reference the sections and page numbers in their proposal where the transition plan is detailed, using the space provided below.
Documentation Submission: All supporting documentation for the transition plan must be compiled and submitted under Appendix W – Transition Plan, with clear indexing and page numbering for ease of reference.
Compliance: Failure to provide a complete, detailed, and properly referenced transition plan may result in the response being deemed non-responsive.
	Reference in Document

	




6. [bookmark: _Toc213742012]Exit Plan 
Exit Plan Requirements: Service Providers must submit a comprehensive exit plan that aligns with the requirements detailed in Annexure 1A. The plan must outline a structured and efficient approach to ensure a smooth termination or transition of services at the end of the contract period.

Mandatory Topics: The exit plan must address, at a minimum, the following key areas:
· Activities: Detail the specific activities required to facilitate an orderly exit.
· Key Roles and Responsibilities: Define the roles and responsibilities of key personnel involved in the exit process.
· Work Breakdown Structure: Provide a detailed breakdown of tasks and deliverables necessary for the exit.
· Communication Plan: Describe the strategy for effective communication with all stakeholders during the exit process.
· Estimated Timetable: Include a realistic timeline for completing the exit, with key milestones.
· Documentation Schedule: Specify the schedule for delivering required documentation, including any handover materials.
· Special Costs: Identify any additional or special costs associated with the exit process.

Documentation Reference: Service Providers must clearly reference the sections and page numbers in their proposal where the exit plan is detailed, using the space provided below.
Documentation Submission: All supporting documentation for the exit plan must be compiled and submitted under Appendix X – Exit Plan, with clear indexing and page numbering for ease of reference.
Compliance: Failure to provide a complete, detailed, and properly referenced exit plan may result in the response being deemed non-responsive.
	Reference in Document
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