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[bookmark: _Toc213142751]RESPONSE TO THIS DOCUMENT
The Bidder shall submit all responses, diagrams, project management documentation and drawings in the English language.
BIDDERS SHALL RESPOND IN FULL TO EACH ITEM IN THE FORMAT PROVIDED. THIS FORMAT SHALL BE FOLLOWED AS THE RESPONSE IN THE SPACE PROVIDED WILL BE THE ONLY RESPONSE USED FOR THE EVALUATION AND ASSESSMENT. NO OTHER DOCUMENTATION AND/OR RESPONSE WILL BE CONSIDERED FOR EVALUATION.
Responses, provided in the space allowed, that are not clear or inadequate or the lack thereof shall be interpreted as “Not Compliant” even though the compliance column is declared as “Comply” and/or the Bidder’s offer meets the requirement.
Bidders shall ensure that the response correctly addresses the requirements stated. Responses not addressing the requirement of the specific paragraph shall be interpreted as “Not Compliant”. 
Bidders shall declare compliance to every paragraph of this Technical, Logistical and Project Management volume in the column labelled “Compliance” as follows:
· Noted:	noted and accepted (applicable to articles not containing requirements);
· C:	fully compliant:
· PC:	partly compliant;
· NC:	not compliant.
For paragraphs marked “PC” or “NC”, Bidders shall include a statement as to the nature of the variation and may additionally supply supporting information in the space provided to demonstrate how the proposal meets the needs of ATNS.




1. [bookmark: _Toc23091224]INTRODUCTION
As a state-owned entity, ATNS is regulated by the National Archives and Records Service of South Africa (NARSA) Act (Act No.43 of 1996 as amended). The National Archives of South Africa provides the legal framework that regulates the records management practices of all governmental bodies. 

The Records Management function within ATNS is responsible of managing ATNS records by ensuring that records are managed throughout its life cycle, from the time of creation or inscription to its eventual disposition. This includes identifying, classifying, storing, securing, retrieving, tracking and destroying or permanently preserving records.
The current offsite storage process is tedious, time-consuming and inefficient, there is a need to address the shortcomings by introducing a solution that will deliver complete ATNS records management to align with NARSA. This solution must improve the records storing processes, increase the level of productivity and a deliver standardize, documented and centralized solution. The current request for back scanning and digitization of ATNS records storage is a manual process. ATNS has records that are in a physical form and there is a need of scanning those records. 


2. [bookmark: _Toc468973370][bookmark: _Toc469305787][bookmark: _Toc518641156][bookmark: _Toc23091225][bookmark: _Toc324655825][bookmark: _Toc324671830][bookmark: _Toc324671873][bookmark: _Toc324673179]PROJECT Scope
[bookmark: _Toc35428109]2.1	Scope
This project is a sub project of the Records Management Project, the back scanning and digitization and the off-site storage of ATNS Records entail the following:
a) Back scanning and digitization of all ATNS records, from paper to electronic and drop it in an ATNS specified location that will be accessed by the ATNS Records Management System. The records are located at ATNS Head Office Departments, ATA and All Units (see annexure A) for the description of all record locations.
b) Off-site storage, maintenance and management of identified ATNS records for a period of five (5) years. Re-locating all ATNS records from the current off-site storage location to the new identified off-storage location.
c) The following high-level deliverables form part of the scope of the project and must be provided by the service provider:
1. Planning of the project with the ATNS team;
2. Picking up the records from ATNS specified locations, and returning these to a confirmed location;
3. Managing the project staff;
4. Monitoring the sorting process;
5. Monitoring the scanning process;
6. Managing the indexing process;
7. Attending meetings;
8. Collection and delivery;
9. Courier services; 
10. Give presentations to relevant audiences when requested; and
11. Writing and delivering reports pertaining to the project.








3. [bookmark: _Toc469305812][bookmark: _Toc518641178][bookmark: _Toc23091229]SUPPLIER’S PROFILE
3.1 Supplier Experience and Qualification
	NO:
	ACTIVITY
	DESCRIPTION

	A
	Supplier Experience and Qualification
	The bidding service provider must provide 3 reference (s) letters from enterprise clients demonstrating their expertise, experience and capacity to the same executions or implementations towards back scanning and digitization of records and off-site storage. 

The bidding service provider must demonstrate a minimum of five (5) years’ combined experience in providing and managing an off-site storage solution must be submitted with the response to this tender and also stipulating the specific duration or period of when the activity was undertaken.  

The bidding service provider must demonstrate a minimum of five (5) years’ combined experience in providing and managing back scanning and digitization of records and also stipulating the specific duration or period of when the activity was undertaken.    

The bidder must be able to render services across RSA (All Provinces) and the bidder must attach a company footprint as PoE.

	
















4. 
TECHNICAL REQUIREMENTS
[bookmark: _Toc23091227]The prospective service provider/bidder is expected to provide a comprehensive and reliable Back Scanning and Digitization of ATNS Records (Onsite and Offsite) and an Off-Site Storage Facility Services (HO, ATA and ATS All Units) for the Period of Five (05) Years.
4.1 Off-Site Storage Management
	NO:
	ACTIVITY
	DESCRIPTION

	A
	Sorting
	ATNS wants all records will be sorted per subject matter and date. The number of records is estimated at 4 000 000 Pages (Inclusive of all Page Sizes:  A4, A3, A2, A1 and A0) and (Inclusive of all Record Types - Books, Files, Reports, Documents, Mega Tapes, Maps and Others). The bidder must demonstrate how this activity will be executed or implemented accordingly. The assumption is that the number of pages might be less as ATNS is working on estimates, the bidder will only be paid for work executed or performed and lastly the bidder will be expected to produce accurate quantities at the end of the activity. Further clarity and explanation will be given to be bidding provider on the briefing day. 

	B
	Categorisation
	ATNS wants all records will be categorised per ATNS Quality Filing Index or approved ATNS File Plan. The number of records is estimated at 4 000 000 Pages (Inclusive of all Page Sizes: A4, A3, A2, A1 and A0) and (Inclusive of all Record Types - Books, Files, Reports, Documents, Mega Tapes, Maps and Others). The bidder must demonstrate how this activity will be executed or implemented accordingly. The assumption is that the number of pages might be less as ATNS is working on estimates, the bidder will only be paid for work executed or performed and lastly the bidder will be expected to produce accurate quantities at the end of the activity. Further clarity and explanation will be given to be bidding provider on the briefing day.


	C
	Labelling
	ATNS wants all records to be labelled accordingly subject matter and date. The number of records is estimated at 2 000 000 Files (Inclusive of all Page Sizes: A4, A3, A2, A1 and A0) and (Inclusive of all Record Types - Books, Files, Reports, Documents, Mega Tapes, Maps and Others). The bidder must demonstrate how this activity will be executed or implemented accordingly. The assumption is that the number of files might be less as ATNS is working on estimates, the bidder will only be paid for work executed or performed and lastly the bidder will be expected to produce accurate quantities at the end of the activity. Further clarity and explanation will be given to be bidding provider on the briefing day.

	D
	Page Numbering and Indexing 

	ATNS wants all records to be each page numbered and index all pages of records per the ATNS Quality Filing Index or approved ATNS File Plan and Index Sheet will be provided. The number of records is estimated at 4 000 000 Pages (Inclusive of all Page Sizes: A4, A3, A2, A1 and A0) and (Inclusive of all Record Types - Books, Files, Reports, Documents, Mega Tapes, Maps and Others). The bidder must demonstrate how this activity will be executed or implemented accordingly. The assumption is that the number of pages might be less as ATNS is working on estimates, the bidder will only be paid for work executed or performed and lastly the bidder will be expected to produce accurate quantities at the end of the activity. Further clarity and explanation will be given to be bidding provider on the briefing day.

	E
	Migration and Transfer of Records from Existing Supplier to New Supplier
	Records are vulnerable to damage and loss when being transported. The potential cost to ATNS for lost or irreparably damaged records is not always calculable purely as a monetary cost. ATNS wants to be certain that whenever records are moved or transported, they are kept secure from loss or damage. ATNS requires a detailed process of how the transfer process (migration) will take place from the old off-site storage to the new off-site storage. All records kept at the current off-site storage provider should be migrated and transferred to the new storage facility. All records kept at the current off-site storage provider are 6500 (Head Office and OR Tambo Airport Unit) and should be migrated into new service provider off-site storage. The assumption is that the number of boxes will increase with 10 000 boxes in the first year and thereafter it will be 1 000 boxes in the second to fifth year of the contract while the project is on-going as other unit’s records aren’t yet properly filed and boxed per the guidelines of NARSA. ATNS will need 10 000 New Archival Boxes when migration and transferring records into a new bidding service provider’s off-site storage. The bidder must demonstrate how this activity will be executed or implemented accordingly. The assumption is that the number of boxes might be less as ATNS is working on estimates, the bidder will only be paid for work executed or performed and lastly the bidder will be expected to produce accurate quantities at the end of the activity. Further clarity and explanation will be given to be bidding provider on the briefing day.

	F
	Storage of Records
	ATNS wants the original records are sent to off-site storage or to their origin (ATNS Sub-Records Centre’s) to be store safely and correctly through (Containers Services, Open Rack Services, Mega Tapes and Vault Services). The number of records is estimated at 14 000 Boxes (Inclusive of all Page Sizes:  A4, A3, A2, A1 and A0) and (Inclusive of all Record Types - Books, Files, Reports, Documents, Mega Tapes, Maps and Others). There will be an estimated increase of 10% of mentioned above number towards this activity on annual basis for the period of five (05) years. The bidder must demonstrate how this activity will be executed or implemented accordingly. The assumption is that the number of boxes might be less as ATNS is working on estimates, the bidder will only be paid for work executed or performed and lastly the bidder will be expected to produce accurate quantities at the end of the activity. Further clarity and explanation will be given to be bidding provider on the briefing day.

	G
	Macro-Appraisal and assign Retention Periods to all ATNS Records

	ATNS wants records to be separately macro-appraised and the retention of records should be guided by the ATNS Quality Filing Index or approved ATNS File Plan. The retention schedule will be developed and implemented in NARSA and ATNS. ATNS wants all records to have retention periods instructions per NARSA Guidance or Guidelines. The number of records is estimated at 150 Boxes on an annual basis for the period of the contract (Inclusive of all Page Sizes: A4, A3, A2, A1 and A0) and (Inclusive of all Record Types - Books, Files, Reports, Documents, Mega Tapes, Maps and Others). The bidder must demonstrate how this activity will be executed or implemented accordingly. The assumption is that the number of boxes might be less as ATNS is working on estimates, the bidder will only be paid for work executed or performed and lastly the bidder will be expected to produce accurate quantities at the end of the activity. Further clarity and explanation will be given to be bidding provider on the briefing day.

	H
	Confidential Destruction of Records

	Disposal, or disposition and destruction of records is an important part of the ATNS records lifecycle. It is essential that no records will be sent to an off-site storage facility services without being assigned a disposal instruction in place for managing and executing disposals programme systematically. ATNS wants all records that are due to disposal or destruction to be identified in the due process and be disposed or destructed according to the regulatory frameworks. ATNS will identify 150 Boxes for systematic disposal programme on annual basis for the period of the contract. The bidder must demonstrate how this activity will be executed or implemented accordingly. The assumption is that the number of boxes might be less as ATNS is working on estimates, the bidder will only be paid for work executed or performed and lastly the bidder will be expected to produce accurate quantities at the end of the activity. Further clarity and explanation will be given to be bidding provider on the briefing day.

	I
	Access and Retrieval of Records from Storage Location    (Enquiries and Handling)

	It is important that ATNS interact effectively with an off-site storage facility services once the operations are in place. ATNS wants to ensure that the desired level of access and retrieval provided will be effective not to hamper service delivery. ATNS will retrieve 500 Boxes on annual basis for the period of the contract. The bidder must demonstrate how this activity will be executed or implemented accordingly. The assumption is that the number of boxes might be less as ATNS is working on estimates, the bidder will only be paid for work executed or performed and lastly the bidder will be expected to produce accurate quantities at the end of the activity. Further clarity and explanation will be given to be bidding provider on the briefing day.

	J
	Courier Vehicles (Collection and Deliveries)
	ATNS records will be transported to and from the offsite storage facility with proper and suitable designed vehicles. ATNS wants to be certain that these vehicles are equipped efficiently to transport ATNS information as assets. ATNS will be requesting collection and deliveries of 350 annually to and from an offsite storage facility. The bidder must demonstrate how this activity will be executed or implemented accordingly. The assumption is that the number of boxes might be less as ATNS is working on estimates, the bidder will only be paid for work executed or performed and lastly the bidder will be expected to produce accurate quantities at the end of the activity. Further clarity and explanation will be given to be bidding provider on the briefing day.

	K
	Environmental Conditions and Disaster Prevention Planning


	Records of all formats are vulnerable to damage from either flood, fire, vermin or mould and prevention plan containing several key elements, including a clear policy statement, clearly defined activation authority, and a method to distribute information regarding the disaster. ATNS wants to ensure that the environment in and around an off-site storage facility services is adequately monitored and protected against. ATNS will have 14 000 Boxes which will increase on annual basis per the activity schedule (Inclusive of all Page Sizes) and (Inclusive of all Record Types - Books, Files, Reports, Documents, Mega Tapes, Maps and Others). The bidder must demonstrate how the activity will be executed or implemented accordingly. 

	L
	Security Management at the Off-Site Storage Location

	All records held off-site should always be protected. Inadequate protected records could be subject to unauthorised access, theft or damage with a significant impact on ATNS. ATNS wants evidence that the offsite storage facility is adequately protected and aligning with regulatory requirements. The bidder must demonstrate how this activity will be executed or implemented accordingly. 

	
4.2 Back-Scanning and Digitization Management

	NO:
	ACTIVITY
	DESCRIPTION

	[bookmark: _GoBack]A
	Page Numbering and Indexing 

	ATNS wants all records to be each page numbered and index all pages of records per the ATNS Quality Filing Index or approved ATNS File Plan and Index Sheet will be provided. The number of records (with their associated information) is estimated to be just under 7 000 000 Pages (Inclusive of all of Page Sizes: A4, A3, A2, A1 and A0) and (Inclusive of all Record Types - Books, Files, Reports, Documents, Mega Tapes, Maps and Others). The bidder must demonstrate how this activity will be executed or implemented accordingly. The assumption is that the number of pages might be less as ATNS is working on estimates, the bidder will only be paid for work executed or performed and the bidder will be expected to produce accurate quantities at the end of the activity. Further clarity and explanation will be given to be bidding provider on the briefing day.

	B
	Preparation of Records for Back Scanning and Digitization
	ATNS wants to be certain on how is the facilitation to prepare ATNS records for back scanning and digitization will unfold from internal or external sub-records center’s or at off-site storage and returning them from their origin. The number of records (with their associated information) is estimated to be just under 7 000 000 Pages (Inclusive of all Page Sizes: A4, A3, A2, A1 and A0) and (Inclusive of all Record Types - Books, Files, Reports, Documents, Mega Tapes, Maps and Others). The bidder must demonstrate how this activity will be executed or implemented accordingly. The assumption is that the number of pages might be less as ATNS is working on estimates, the bidder will only be paid for work executed or performed and the bidder will be expected to produce accurate quantities at the end of the activity. Further clarity and explanation will be given to be bidding provider on the briefing day.

	C
	Scan and Digitized Records Transferred or Loaded into ATNS Records Management Systems (Offsite)
	ATNS wants to be certain that all scanned and digitized paper records transferred or loaded into ATNS Records Management Systems and hosted within bidder system. The number of records is estimated at 7 000 000 Pages (Inclusive of all Page Sizes: A4, A3, A2, A1 and A0) and (Inclusive of all Record Types - Books, Files, Reports, Documents, Mega Tapes, Maps and Others). The bidder must demonstrate how this activity will be executed or implemented accordingly. The assumption is that the number of pages might be less as ATNS is working on estimates, the bidder will only be paid for work executed or performed and the bidder will be expected to produce accurate quantities at the end of the activity. Further clarity and explanation will be given to be bidding provider on the briefing day.

	D
	Prepare Removal Records from Internal (Onsite) Storages


	ATNS wants to be certain how is the facilitation of removal of the case files’ records from internal sub-records (Per Annexure A) centers and returning them from their origin. The number of records is estimated at 3 500 Boxes (Inclusive of all Page Sizes: A4, A3, A2, A1 and A0). The bidder must demonstrate how this activity will be executed or implemented accordingly. The assumption is that the number of boxes might be less as ATNS is working on estimates, the bidder will only be paid for work executed or performed and the bidder will be expected to produce accurate quantities at the end of the activity. Further clarity and explanation will be given to be bidding provider on the briefing day.

	E
	E-Hosting Services of Scanned and Digitized Records for Retrievability and Searchability (OCR) 
	ATNS wants to be certain that all original scanned and digitized records are hosted at bidder e-services for easy access retrievable and have functionality that allows search through by including keys words search effectively. ATNS wants to be certain that it is imperative that the mode of back scanning and digitization of ATNS records is correct and caters for the needs of ATNS. The number of records is estimated at 7 000 000 Pages (Inclusive of all Page Sizes: A4, A3, A2, A1 and A0) and (Inclusive of all Record Types - Books, Files, Reports, Documents, Mega Tapes, Maps and Others). The bidder must demonstrate how this activity will be executed or implemented accordingly. The assumption is that the number of pages might be less as ATNS is working on estimates, the bidder will only be paid for work executed or performed and the bidder will be expected to produce accurate quantities at the end of the activity. Further clarity and explanation will be given to be bidding provider on the briefing day.

	F
	Quality Control
	ATNS wants to be certain that all records uploaded will be subjected to verification. The number of records is estimated at 7 000 000 Pages (Inclusive of all Page Sizes:  A4, A3, A2, A1 and A0) and (Inclusive of all Record Types - Books, Files, Reports, Documents, Mega Tapes, Maps and Others). The bidder must demonstrate how the activity will be executed or implemented accordingly. The assumption is that the number of pages might be less as ATNS is working on estimates, the bidder will only be paid for work executed or performed and the bidder will be expected to produce accurate quantities at the end of the activity. Further clarity and explanation will be given to be bidding provider on the briefing day.

	G
	Testing
	ATNS wants to be certain that testing of all records scanned and digitized must be tested on ATNS Records Management Systems. The bidder must demonstrate how this activity will be executed or implemented accordingly.

	H
	Environmental Conditions and Disaster Prevention Planning


	Records of all formats are vulnerable to damage from either flood, fire, vermin or mould and prevention plan containing several key elements, including a clear policy statement, clearly defined activation authority, and a method to distribute information regarding the disaster. ATNS wants to ensure that the environment in and around the back scanning and digitization of ATNS records is adequately monitored and protected. The bidder must demonstrate how this activity will be executed or implemented accordingly.

	I
	Security Management at the E-Hosting Services 
	All records held off-site should always be protected. Inadequate protected records could be subject to unauthorised access, theft or damage with a significant impact on ATNS. ATNS wants evidence that all scanned and digitized records hosted within the bidding service provider system or facility are adequately protected and aligning with regulatory requirements. The bidder must demonstrate how this activity will be executed or implemented accordingly.

	
4.3 Billing Management

	NO:
	ACTIVITY
	DESCRIPTION

	A
	Invoicing 
	ATNS wants the bidding service provider to show on how the services rendered will be calculated and costing on monthly basis. The bidder must demonstrate how this activity will be executed or implemented accordingly.

	
4.4 Audit Management

	NO:
	ACTIVITY
	DESCRIPTION

	A
	Inspection and Reporting

	ATNS should be able to continuously monitor and inspect the services provided by the bidding service provider and receive monthly reports of records stored and digitized by them. The bidder must demonstrate how this activity will be executed or implemented accordingly.

	










4.5 Skills Management

	NO:
	ACTIVITY
	DESCRIPTION

	A
	Knowledge Transfer

	ATNS requires knowledge and skills transfer to 1 00 ATNS Employees (HO, ATA and All ATS Units) and on how the bidding service provider will provide knowledge transfer of this project. The bidder must demonstrate how this activity will be executed or implemented accordingly.

	
4.6 Stationery Management

	NO:
	ACTIVITY
	DESCRIPTION

	A
	Comprehensive Range of Stationery
	ATNS wants proper 10 000 types of stationery to be provided when need arises and mitigate non-compliance to statutory frameworks. The bidder must demonstrate how this activity will be executed or implemented accordingly. The assumption is that the number of stationery might be less as ATNS is working on estimates, the bidder will only be paid for work executed or performed and the bidder will be expected to produce accurate quantities at the end of the activity. Further clarity and explanation will be given to be bidding provider on the briefing day.

	
4.7 Safety Management

	NO:
	ACTIVITY
	DESCRIPTION

	A
	Security Requirements

	The offsite storage site/premises must have adequate and acceptable to mechanisms or measures towards physical security. Measures need to be in place from the outer perimeter, secured windows and doors, access control, CCTV monitoring, intrusion and fire detection to comply with the MISS (Minimum Information Security Standards Policy). The bidder must have a 24-hour monitored security, detailed description of how this is managed must be provided. The bidder must demonstrate how this activity will be executed or implemented accordingly.

	





4.8 Withdrawal Management

	NO:
	ACTIVITY
	DESCRIPTION

	A
	Permanent Withdrawal Fee
	Records are vulnerable to damage and loss when being transported. The potential cost to ATNS for lost or irreparably damaged records is not always calculable purely as a monetary cost. ATNS requires a detailed process of how the withdrawal process will take place from their current offsite storage. All records kept at the current off-site storage provider are 7 000 Boxes should be withdrawn from current bidder offsite storage at the end of the contract. The bidder must demonstrate how this activity will be executed or implemented accordingly. The assumption is that the number of boxes might be less as ATNS is working on estimates, the bidder will only be paid for work executed or performed and the bidder will be expected to produce accurate quantities at the end of the activity. Further clarity and explanation will be given to be bidding provider on the briefing day.

	B
	Delivery Fee
	Records are vulnerable to damage and loss when being transported. The potential cost to ATNS for lost or irreparably damaged records is not always calculable purely as a monetary cost. ATNS requires a detailed process of how the delivery process will take place from their current offsite storage to new offsite storage contract. All records kept at the current off-site storage provider are 7 000 Boxes should be delivered to new bidder offsite storage at the beginning of the new contract. The bidder must demonstrate how this activity will be executed or implemented accordingly. The assumption is that the number of boxes might be less as ATNS is working on estimates, the bidder will only be paid for work executed or performed and the bidder will be expected to produce accurate quantities at the end of the activity. Further clarity and explanation will be given to be bidding provider on the briefing day.

	








4.9 Compliance Management

	NO:
	ACTIVITY
	DESCRIPTION

	A
	Records Management Assessments and Approved Reports
	The prescripts of the National Archives and Record Service of South Africa Act, 1996 (Act 43 of 1996) need to be complied with and other related prescripts. The bidder must develop schedule with timelines to do records management assessments Org. Wide per the Annexure A (HO, ATA and All ATS Units) and provide written reports with findings and recommendations. The bidder must demonstrate how this activity will be executed or implemented accordingly.  

	B
	NARSA Standards

	The prescripts of the National Archives and Record Service of South Africa Act, 1996 (Act 43 of 1996) need to be complied with and other related prescripts. The bidder must provide a proof of PoE, on how they are complying and aligning with guidelines of NARSA (Act 43 of 1996, as amended) and other related prescripts.

	
4.10 Resources Management 

	NO:
	ACTIVITY
	DESCRIPTION

	A
	Personnel Onsite for Preparing Removal from Internal Storages (Clean up)
	ATNS wants to be certain that the bidding service provider must provide the necessary personnel to prepare removal records from internal (onsite) storages, reassemble and assemble the records, page numbering and indexing, preparation of records for back scanning and digitization and them from their origin. The activity will be undertaken at ATNS premises per the (Annexure A). The number of records is estimated at 3 000 000 Pages (Inclusive of all Page Sizes: A4, A3, A2, A1 and A0). The bidder must demonstrate how this activity will be executed or implemented accordingly. The assumption is that the number of pages might be less as ATNS is working on estimates, the bidder will only be paid for work executed or performed and lastly the bidder will be expected to produce accurate quantities at the end of the activity. Further clarity and explanation will be given to be bidding provider on the briefing day.

	B
	Scanner/s  
	ATNS wants to be certain that the bidding service provider must provide the necessary equipment scanner/s to scan, digitize and load the records into ATNS Records Management Systems. The activity will be undertaken at ATNS premises per the (Annexure B).  The number of records is estimated at 3 000 000 Pages (Inclusive of all Page Sizes: A4, A3, A2, A1 and A0). The bidder must demonstrate how this activity will be executed or implemented accordingly. The assumption is that the number of pages might be less as ATNS is working on estimates, the bidder will only be paid for work executed or performed and lastly the bidder will be expected to produce accurate quantities at the end of the activity. Further clarity and explanation will be given to be bidding provider on the briefing day.

	C
	Laptop/s or Desktop/s 
	ATNS wants to be certain that the bidding service provider must provide the necessary equipment and laptop/s or desktop/s to upload metadata of the records into ATNS Records Management Systems. The activity will be undertaken at ATNS premises per the (Annexure C).  The number of records is estimated at 3 000 000 Pages (Inclusive of all Page Sizes: A4, A3, A2, A1 and A0). The bidder must demonstrate how this activity will be executed or implemented accordingly. The assumption is that the number of pages might be less as ATNS is working on estimates, the bidder will only be paid for work executed or performed and lastly the bidder will be expected to produce accurate quantities at the end of the activity. Further clarity and explanation will be given to be bidding provider on the briefing day.

	D
	Trolley/ies 
	ATNS wants to be certain that the bidding service provider must provide the necessary equipment (trolley/ies) to transport from point A to B. The activity will be undertaken at ATNS premises per the (Annexure D).  The number of records is estimated at 3 000 000 Pages (Inclusive of all Page Sizes: A4, A3, A2, A1 and A0). The bidder must demonstrate how this activity will be executed or implemented accordingly. 

	E
	Personnel Onsite Back Scanning and Digitization of ATNS Records 
	ATNS wants to be certain that the bidding service provider must provide the necessary personnel to do a reassemble and assemble the records, page numbering and indexing, preparation of records for back scanning and digitization of ATNS Records from internal (onsite) storages and return them from their origin. The activity will be undertaken at ATNS premises per the (Annexure E). The number of records is estimated at 3 000 000 Pages (Inclusive of all Page Sizes: A4, A3, A2, A1 and A0). The bidder must demonstrate how this activity will be executed or implemented accordingly. 


4. [bookmark: _Toc468973395][bookmark: _Toc469305813][bookmark: _Toc518641179][bookmark: _Toc23091250]PROJECT MANAGEMENT 
	NO:
	ACTIVITY
	DESCRIPTION

	A
	Project Management

	The bidding service provider must establish, implement and maintain extensive and comprehensive Project Management Plans throughout the duration of the contract.  
 These plans must be submitted to ATNS for information and reporting purposes. Summary level plans must be submitted with the Tender and will be refined as necessary during the contract negotiation phase. Project Management must encompass the management of all the various facets of the project. The bidder must demonstrate how this activity will be executed or implemented accordingly.

	B
	Project Management Plan

	The bidding service provider must submit an outline Project Management Plan (PMP) with the Tender. The Project Management Plan must be a formally accepted and approved document used to manage and control project execution throughout the various project phases. The PMP must detail the activities necessary to successfully complete the project and must refer to the other plans developed under the project. The bidder must demonstrate how this activity will be executed or implemented accordingly.

	C
	Project Status Reports

	The bidding service provider must provide, at weekly intervals (or at other mutually agreed intervals), Project Status Reports which records project performance to date and makes recommendations for future implementation and changes. The Risk Report must identify risks and the measures taken to either manage or avoid the risks. Project status will also include the Master Project Schedule and Schedule Analysis. The bidder must promptly submit to ATNS any Master Project Schedule which, when updated, shows a negative float or indicates a significant change to the delivery schedule. The bidder must demonstrate how this activity will be executed or implemented accordingly.

	D
	Progress Review Meetings

	The bidding service provider must attend Progress Review Meetings at mutually agreed intervals to present a project Status Report. The regular progress review meetings must be held at ATNS Offices (HO, ATA and ATS Units), or at other mutually agreed locations. The bidding service provider must make a presentation on the progress of the project to date, a projection of the effects of variations from the previous schedule, and any action taken or recommendations for action to rectify existing or anticipated problems. All aspects of the project status must be presented, all data must be both current and accurate, and the summary of the accomplishments of the contractor and subcontractors to date must be detailed and accurate. The presentation must include a forecast of trends in terms of technical, cost and schedule. The bidder must be represented by appropriate key personnel in each significant area to be considered during the meeting to enable effective discussion of agenda items and the Progress performance report through to completion of the project. The bidder must demonstrate how this activity will be executed or implemented accordingly.


5. [bookmark: _Toc324655854][bookmark: _Toc324671859][bookmark: _Toc324671893][bookmark: _Toc324673199][bookmark: _Toc342346061][bookmark: _Toc468973407][bookmark: _Toc469305827][bookmark: _Toc518641187][bookmark: _Toc23091255]QUALITY ASSURANCE 

	NO:
	ACTIVITY
	DESCRIPTION

	[bookmark: _Toc35428147]A
	Quality Assurance Programme 
	Bidders will include, in their tenders, details of their company’s quality assurance procedures and appropriate accreditations. The bidding service provider must be responsible for ensuring that the quality of the complete solution adheres to the prescribed requirements (technical, logistical and project) set out in this RFP. Furthermore, bidding service provider will undertake a monitoring and auditing role in relation to the bidding service provider’s Quality Assurance Programme to determine whether equipment and installation deliverables meet the contractual requirements. The bidder must demonstrate how this activity will be executed or implemented accordingly.


 

6. MEMBERSHIP/ASSOCIATION

	NO:
	ACTIVITY
	DESCRIPTION

	A
	Membership / Association
	The bidding service provider must be registered with the following associations (NARSA and PRISM) and a proof of good standing must be attached. The bidder must provide a proof of good standing as PoE.




[bookmark: _Hlk34384833]ANNEXURE A - PERSONNEL ONSITE FOR PREPARING REMOVAL FROM INTERNAL 
STORAGES CLEAN UP
1. AIR TRAFFIC AND NAVIGATION SERVICES (ATNS) - HEAD OFFIC: BRUMA
	REFERENCE NO:
	HEAD OFFICE (HO) 
	RESOURCES REQUIRED 

	1
	Head Office
	2



2. AIR TRAFFIC ACADEMY (ATA): KEMPTON PARK
	REFERENCE NO:
	AIR TRAFFIC ACADEMY (ATA) 
	RESOURCES REQUIRED 

	1
	Aviation Traffic Academy
	1



3. LIST OF ATS UNITS: IN ALL RSA PROVINCES  
	REFERENCE NO:
	AIR TRAFFIC SERVICES UNITS (ATSU)  
	RESOURCES REQUIRED 

	1. FABE
	Bisho Control Tower
	1

	2. FABL
	Bram Fisher International Airport
	1

	3. FACT
	Cape Town International Airport
	1

	4. FAEL
	East London Airport Tower
	1

	5. FAGG
	George Airport Tower
	1

	6. FAGM 
	Rand Airport Tower
	1

	7. FAKM
	Kimberly Airport Tower
	1

	8. FAKN
	Kruger Mpumalanga International Airport
	1

	9. FALA
	Lanseria Airport Tower
	1

	10. FALE 
	King Shaka International Airport
	1

	11. FAMM
	Mafikeng Airport Tower
	1

	12. FAOR
	OR Tambo International Airport
	1

	13. AIMU
	Aeronautical Information Management Unit
	1

	14. CAMU
	Central Airspace Management Unit
	1

	15. VSAT
	Very Small Aperture Terminal
	1

	16. FAPE
	Port Elizabeth Airport Tower
	1

	17. FAPM
	Pietermaritzburg Airport Tower
	1

	18. FAPN
	Pilanesburg Airport Tower
	1

	19. FAPP
	Polokwane Airport Tower
	1

	20. FARB
	Richards Bay Airport Tower
	1

	21. FAUP
	Upington Airport Tower
	1

	22. FAUT
	Umtata Airport Tower
	1

	23. FAVG
	Virginia Airport Tower
	1

	24. FAWB
	Wonderboom Airport Tower
	1

	25. AIMU
	Aeronautical Information Management Unit
	1

	26. CAMU
	Central Airspace Management Unit
	1

	27. VSAT
	Very Small Aperture Terminal
	1

	28. ARCC
	Aeronautical Rescue Coordination Centre
	1

	29. AI
	Aeronautical Information
	1




















ANNEXURE B – SCANNER/S  
1. AIR TRAFFIC AND NAVIGATION SERVICES (ATNS) - HEAD OFFIC: BRUMA
	REFERENCE NO:
	HEAD OFFICE (HO) 
	LAPTOP/S OR DESKTOP/S REQUIRED 

	1
	Head Office
	2



2. AIR TRAFFIC ACADEMY (ATA): KEMPTON PARK
	REFERENCE NO:
	AIR TRAFFIC ACADEMY (ATA) 
	LAPTOP/S OR DESKTOP/S REQUIRED

	1
	Aviation Traffic Academy
	1



3. LIST OF ATS UNITS:  IN ALL RSA PROVINCES  
	REFERENCE NO:
	AIR TRAFFIC SERVICES UNITS (ATSU)  
	LAPTOP/S OR DESKTOP/S REQUIRED

	1. FABE
	Bisho Control Tower
	1

	2. FABL
	Bram Fisher International Airport
	1

	3. FACT
	Cape Town International Airport
	1

	4. FAEL
	East London Airport Tower
	1

	5. FAGG
	George Airport Tower
	1

	6. FAGM 
	Rand Airport Tower
	1

	7. FAKM
	Kimberly Airport Tower
	1

	8. FAKN
	Kruger Mpumalanga International Airport
	1

	9. FALA
	Lanseria Airport Tower
	1

	10. FALE 
	King Shaka International Airport
	1

	11. FAMM
	Mafikeng Airport Tower
	1

	12. FAOR
	OR Tambo International Airport
	1

	13. AIMU
	Aeronautical Information Management Unit
	1

	14. CAMU
	Central Airspace Management Unit
	1

	15. VSAT
	Very Small Aperture Terminal
	1

	16. FAPE
	Port Elizabeth Airport Tower
	1

	17. FAPM
	Pietermaritzburg Airport Tower
	1

	18. FAPN
	Pilanesburg Airport Tower
	1

	19. FAPP
	Polokwane Airport Tower
	1

	20. FARB
	Richards Bay Airport Tower
	1

	21. FAUP
	Upington Airport Tower
	1

	22. FAUT
	Umtata Airport Tower
	1

	23. FAVG
	Virginia Airport Tower
	1

	24. FAWB
	Wonderboom Airport Tower
	1

	4. AIMU
	Aeronautical Information Management Unit
	1

	5. CAMU
	Central Airspace Management Unit
	1

	6. VSAT
	Very Small Aperture Terminal
	1

	7. ARCC
	Aeronautical Rescue Coordination Centre
	1

	29. AI
	Aeronautical Information
	1




















Annexure C - MACHINERY 
1. AIR TRAFFIC AND NAVIGATION SERVICES (ATNS) - HEAD OFFIC: BRUMA
	REFERENCE NO:
	HEAD OFFICE (HO) 
	LAPTOP/S OR DESKTOP/S REQUIRED 

	1
	Head Office
	2



2. AIR TRAFFIC ACADEMY (ATA): KEMPTON PARK
	REFERENCE NO:
	AIR TRAFFIC ACADEMY (ATA) 
	LAPTOP/S OR DESKTOP/S REQUIRED

	1
	Aviation Traffic Academy
	1



3. LIST OF ATS UNITS:  IN ALL RSA PROVINCES  
	REFERENCE NO:
	AIR TRAFFIC SERVICES UNITS (ATSU)  
	LAPTOP/S OR DESKTOP/S REQUIRED

	25. FABE
	Bisho Control Tower
	1

	26. FABL
	Bram Fisher International Airport
	1

	27. FACT
	Cape Town International Airport
	1

	28. FAEL
	East London Airport Tower
	1

	29. FAGG
	George Airport Tower
	1

	30. FAGM 
	Rand Airport Tower
	1

	31. FAKM
	Kimberly Airport Tower
	1

	32. FAKN
	Kruger Mpumalanga International Airport
	1

	33. FALA
	Lanseria Airport Tower
	1

	34. FALE 
	King Shaka International Airport
	1

	35. FAMM
	Mafikeng Airport Tower
	1

	36. FAOR
	OR Tambo International Airport
	1

	37. AIMU
	Aeronautical Information Management Unit
	1

	38. CAMU
	Central Airspace Management Unit
	1

	39. VSAT
	Very Small Aperture Terminal
	1

	40. FAPE
	Port Elizabeth Airport Tower
	1

	41. FAPM
	Pietermaritzburg Airport Tower
	1

	42. FAPN
	Pilanesburg Airport Tower
	1

	43. FAPP
	Polokwane Airport Tower
	1

	44. FARB
	Richards Bay Airport Tower
	1

	45. FAUP
	Upington Airport Tower
	1

	46. FAUT
	Umtata Airport Tower
	1

	47. FAVG
	Virginia Airport Tower
	1

	48. FAWB
	Wonderboom Airport Tower
	1

	4. AIMU
	Aeronautical Information Management Unit
	1

	5. CAMU
	Central Airspace Management Unit
	1

	6. VSAT
	Very Small Aperture Terminal
	1

	7. ARCC
	Aeronautical Rescue Coordination Centre
	1

	29. AI
	Aeronautical Information
	1









ANNEXURE D - TOOLS
1. AIR TRAFFIC AND NAVIGATION SERVICES (ATNS) - HEAD OFFIC: BRUMA
	REFERENCE NO:
	HEAD OFFICE (HO)
	TROLLEY/IES

	1
	Head Office
	1



2. AIR TRAFFIC ACADEMY (ATA): KEMPTON PARK
	REFERENCE NO:
	AIR TRAFFIC ACADEMY (ATA)
	TROLLEY/IES

	1
	Aviation Traffic Academy
	1



3. LIST OF ATS UNITS: IN ALL RSA PROVINCES  
	REFERENCE NO:
	AIR TRAFFIC SERVICES UNITS (ATSU)
	TROLLEY/IES

	1. FABE
	Bisho Control Tower
	1

	2. FABL
	Bram Fisher International Airport
	1

	3. FACT
	Cape Town International Airport
	1

	4. FAEL
	East London Airport Tower
	1

	5. FAGG
	George Airport Tower
	1

	6. FAGM
	Rand Airport Tower
	1

	7. FAKM
	Kimberly Airport Tower
	1

	8. FAKN
	Kruger Mpumalanga International Airport
	1

	9. FALA
	Lanseria Airport Tower
	1

	10. FALE
	King Shaka International Airport
	1

	11. FAMM
	Mafikeng Airport Tower
	1

	12. FAOR
	OR Tambo International Airport
	1

	13. AIMU
	Aeronautical Information Management Unit
	1

	14. CAMU
	Central Airspace Management Unit
	1

	15. VSAT
	Very Small Aperture Terminal
	1

	16. FAPE
	Port Elizabeth Airport Tower
	1

	17. FAPM
	Pietermaritzburg Airport Tower
	1

	18. FAPN
	Pilanesburg Airport Tower
	1

	19. FAPP
	Polokwane Airport Tower
	1

	20. FARB
	Richards Bay Airport Tower
	     1

	21. FAUP
	Upington Airport Tower
	1

	22. FAUT
	Umtata Airport Tower
	1

	23. FAVG
	Virginia Airport Tower
	1

	24. FAWB
	Wonderboom Airport Tower
	1

	25. AIMU
	Aeronautical Information Management Unit
	1

	26. CAMU
	Central Airspace Management Unit
	1

	27. VSAT
	Very Small Aperture Terminal
	1

	28. ARCC
	Aeronautical Rescue Coordination Centre
	1

	29. AI
	Aeronautical Information
	1



























ANNEXURE E – PERSONNEL ONSITE BACK SCANNING AND DIGITIZATION OF ATNS 
RECORDS
1. AIR TRAFFIC AND NAVIGATION SERVICES (ATNS) - HEAD OFFIC: BRUMA
	REFERENCE NO:
	HEAD OFFICE (HO) 
	RESOURCES REQUIRED 

	1
	Head Office
	2



2. AIR TRAFFIC ACADEMY (ATA): KEMPTON PARK
	REFERENCE NO:
	AIR TRAFFIC ACADEMY (ATA) 
	RESOURCES REQUIRED 

	1
	Aviation Traffic Academy
	1



3. LIST OF ATS UNITS – IN ALL RSA PROVINCES  
	REFERENCE NO:
	AIR TRAFFIC SERVICES UNITS (ATSU)  
	RESOURCES REQUIRED 

	1. FABE
	Bisho Control Tower
	1

	2. FABL
	Bram Fisher International Airport
	1

	3. FACT
	Cape Town International Airport
	1

	4. FAEL
	East London Airport Tower
	1

	5. FAGG
	George Airport Tower
	1

	6. FAGM 
	Rand Airport Tower
	1

	7. FAKM
	Kimberly Airport Tower
	1

	8. FAKN
	Kruger Mpumalanga International Airport
	1

	9. FALA
	Lanseria Airport Tower
	1

	10. FALE 
	King Shaka International Airport
	1

	11. FAMM
	Mafikeng Airport Tower
	1

	12. FAOR
	OR Tambo International Airport
	1

	13. AIMU
	Aeronautical Information Management Unit
	1

	14. CAMU
	Central Airspace Management Unit
	1

	15. VSAT
	Very Small Aperture Terminal
	1

	16. FAPE
	Port Elizabeth Airport Tower
	1

	17. FAPM
	Pietermaritzburg Airport Tower
	1

	18. FAPN
	Pilanesburg Airport Tower
	1

	19. FAPP
	Polokwane Airport Tower
	1

	20. FARB
	Richards Bay Airport Tower
	1

	21. FAUP
	Upington Airport Tower
	1

	22. FAUT
	Umtata Airport Tower
	1

	23. FAVG
	Virginia Airport Tower
	1

	24. FAWB
	Wonderboom Airport Tower
	1

	4. [bookmark: _Hlk85655978]AIMU
	Aeronautical Information Management Unit
	1

	5. CAMU
	Central Airspace Management Unit
	1

	6. VSAT
	Very Small Aperture Terminal
	1

	7. ARCC
	Aeronautical Rescue Coordination Centre
	1

	29. AI
	Aeronautical Information
	1


































Annexure F – OFFICE ADDRESSES 
1. AIR TRAFFIC AND NAVIGATION SERVICES: (HEAD OFFICE - BRUMA)
	Air Traffic & Navigation Services
Eastgate Office Park, Block C,
South Boulevard Road, Bruma, 2198, Gauteng
26.1798° S, 28.1114° E

	REFERENCE NO:
	ATNS DEPARTMENTS 

	CEO
	Chief Executive Officer

	COO
	Chief Operating Officer

	COSEC
	Company Secretary

	LC
	Legal Counsel

	IA
	Internal Audit

	RM
	Risk Management

	SM
	Security Management

	FIN
	Finance

	HC
	Human Capital

	SNO
	Strategy and Optimization

	CS
	Commercial Services

	IT
	Information Technology

	ATM
	ATM.cns Planning and Standards

	ATS
	Air Traffic Services

	OT
	Operations Technology



2. AIR TRAFFIC ACADEMY (ATA): KEMPTON PARK
	REFERENCE NO:
	DEPARTMENT - AIR TRAFFIC ACADEMY (ATA)

	ATA
	Aviation Traffic Academy
ATNS Operational Complex, Gate 14, Bonaero Drive,
Bonaero Park, Kempton Park, Johannesburg, 1619
-26.1372,28.25134



3. LIST OF ATS UNITS: IN ALL RSA PROVINCES  
	REFERENCE 
NO:
	AIR TRAFFIC SERVICES UNITS (ATSU)  

	ABE
	Bisho Control Tower, 16 Ernest Oppenheimer Avenue,
Bisho, 5608, RSA
32.8908° S, 27.2961° E

	FABL
	Bram Fisher International Airport, Thaba Nchu Road, Bloemfontein, 9300, RSA
29.0927° S, 26.2988° E

	FACT
	Cape Town International Airport, Gate F3, Tower Road, Matroosfontein, Cape Town, 7490, RSA
33.9715° S, 18.6021° E

	FAEL
	East London Airport Tower, No, 66 Settlers way, East London, 5200, RSA
33.0365° S, 27.8246° E

	FAGG
	George Airport Tower, George, 6530, RSA
34.0044° S, 22.3810° E

	FAGM
	Rand Airport Tower, Main Terminal Building, Rand Airport Rd,
Germiston, 1419, RSA
26.2393° S, 28.1538° E

	FAKM
	Kimberly Airport Tower, Comp Patterson Rd, Diskobolos, Kimberley, 8300, RSA
28.8015° S, 24.7665° E

	FAKN
	Kruger Mpumalanga International Airport, Plaston Road, White Road, Nelspruit, RSA
25.3823° S, 31.1055° E

	FALA
	Lanseria Airport Tower, Airport Rd, Lanseria, 1748, RSA
25.9378° S, 27.9264° E

	FALE
	King Shaka International Airport, The Farm, Tongaat, La Mercy,
Pietermaritzburg, RSA
29.6100° S, 31.1169° E

	FAMM
	Mafikeng Airport Tower, Bray Road, Mafikeng, RSA
25.8034° S, 25.5395° E

	FAOR
	OR Tambo International Airport
ATNS Operational Complex, Gate 14, Bonaero Drive, Bonaero Park, Kempton Park, Johannesburg, 1619
-26.1372,28.25134

	AIMU
	Aeronautical Information Management Unit
ATNS Operational Complex, Gate 14, Bonaero Drive, Bonaero Park, Kempton Park, Johannesburg, 1619
-26.1372,28.25134

	CAMU
	Central Airspace Management Unit
ATNS Operational Complex, Gate 14, Bonaero Drive, Bonaero Park, Kempton Park, Johannesburg, 1619
-26.1372,28.25134

	VSAT
	Very Small Aperture Terminal
ATNS Operational Complex, Gate 14, Bonaero Drive, Bonaero Park, Kempton Park, Johannesburg, 1619
-26.1372,28.25134

	FAPE
	Port Elizabeth Airport Tower, 15270 Allister Miller drive, Port Elizabeth. RSA
33.9873° S, 25.6143° E

	FAPM
	Pietermaritzburg Airport Tower, 2 Pharazyn Way, Oribi Village,
Pietermaritzburg, 3201, RSA
29.6426° S, 30.3960° E

	FAPN
	Pilanesburg Airport Tower, Mogwase Road, Between R556 and R510, Suncity, RSA
25.3355° S, 27.1715° E

	FAPP
	Polokwane Airport Tower, Gateway Street, Polokwane, 0700, RSA
23.8597° S, 29.4533° E

	FARB
	Richards Bay Airport Tower, 30 Fish Eagle Flight, Birdswood, Richards Bay, 3900
28.7369° S, 32.0938° E

	FAUP
	Upington Airport Tower, Upington, RSA
28.4086° S, 21.2559°

	FAUT
	Umtata Airport Tower, R61 Road, Mthatha, 5099, RSA
31.5495° S, 28.6723° E

	FAVG
	Virginia Airport Tower, Charlotte Maxeke Street, Essen wood, Durban, 4001, RSA
29.7698° S, 31.0578° E

	FAWB
	Wonderboom Airport Tower, Lindvelt Road, Doornpoort, 01110, RSA
25.6575° S, 28.2148° E


	AIMU
	Aeronautical Information Management Unit
ATNS Operational Complex, Gate 14, Bonaero Drive, Bonaero Park, Kempton Park, Johannesburg, 1619
-26.1372,28.25134

	CAMU
	Central Airspace Management Unit
ATNS Operational Complex, Gate 14, Bonaero Drive, Bonaero Park, Kempton Park, Johannesburg, 1619
-26.1372,28.25134

	VSAT
	Very Small Aperture Terminal
ATNS Operational Complex, Gate 14, Bonaero Drive, Bonaero Park, Kempton Park, Johannesburg, 1619
-26.1372,28.25134

	ARCC
	Aeronautical Rescue Coordination Centre
ATNS Operational Complex, Gate 14, Bonaero Drive, Bonaero Park, Kempton Park, Johannesburg, 1619
-26.1372,28.25134

	AI
	Aeronautical Information
Eastgate Office Park, Block C,
South Boulevard Road, Bruma, 2198, Gauteng
26.1798° S, 28.1114° E










ANNEXURE G 
Activity Schedule
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