






Annexure E
[bookmark: _Hlk487366822]Proposal Format and Response Form
to
COMMON USE PASSENGER PROCESSING SYSTEMS (CUPPS)
&
	Private & Confidential Confidential

	
	ACSA
Annexure 1C



Confidential

Private & Confidential		ACSAConfidential

Proposal Format and Response Form

COMMON USE SELF-SERVICE (CUSS) KIOSKS
Confidential


Confidential

Page 19 of 19Confidential


Table of Contents

1.	Introduction	3
2.	General Instructions	3
3.	Mandatory	5
3.1	Certification	5
3.2	Priority 1 Requirements	5
4.	Functional & Technical Criteria	6
4.1	Resources	6
4.1.1	Project Management	6
4.2	Proven Experience	7
4.2.1	CUPPS and CUSS (> 150 devices)	8
4.3	Delivery Timeline	9
5.	Solution Implementation Plan:	10
6.	Solution Architecture:	11
7.	Training Plan	12
8.	Transition Plan	13
9.	Exit Plan	14




1. [bookmark: _Toc487287940][bookmark: _Toc209533826][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: _Toc209533827]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: _Toc209533828][bookmark: _Toc487288455]Mandatory
3.1 [bookmark: _Toc209533829]Certification
The bidder must provide the following certification as part of their submission:
a) OEM (Original Equipment Manufacturer) certificate to confirm that the bidder is a recognised or accredited partner or reseller of the OEM’s product
	Certification reference in submission

	



3.2 [bookmark: _Toc209533830]Priority 1 Requirements 
All Priority 1 requirements outlined in the scope of work must be fully complied with. Please return completed Annexure F that shows compliance with these requirements.
Bidders who do not meet all these requirements will not advance to the next stage of the evaluation process. 
Please use Annexure F - CUPPS and CUSS Replacement - Business Requirements Format and Response form to indicate your compliance to all requirements. 
The form includes all priorities. Please respond to all line items. 
The form will auto calculate your compliance level per priority. Please verify on the Summary tab if all your responses are correctly captured. 
Transfer the % Compliance for P1 to the table below
	P1 % Compliance as per Annexure F - CUPPS and CUSS Replacement - Business Requirements Format and Response form 

	




3.3 [bookmark: _Toc209533832]Resources
3.3.1 [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][bookmark: _Toc209533833]Project Management
Certification and Experience: 
The bidder is required to provide a minimum two Project Managers 
Provide proof of valid PMI PMP or APMG Prince 2 Practitioner or equivalent certification AND a minimum of 5 years’ experience. Please do not provide CVs. Prove years of experience via reference letters for projects worked on. The reference letter MUST refer to the resource of whose certification is provided.
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
	
	
	
	
	




4. [bookmark: _Toc209533831]Functional & Technical Criteria
4.1 [bookmark: _Toc209533834]Proven Experience
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 supplying and maintaining CUPPS and CUSS Solutions
Minimum Requirements: Reference letters must include:
· At least two (2) client references with 150 or more CUPPS and CUSS devices

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 Q 
Compliance: Failure to provide complete, verifiable, and properly formatted reference letters may result in the response being deemed non-responsive.


4.1.1 [bookmark: _Toc209533835]CUPPS and CUSS (>= 150 devices)
	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
	
	
	
	




4.2 [bookmark: _Toc209533836]Delivery Timeline
a)      The successful bidder is expected to implement the solution as quickly as possible while maintaining quality.
b)      Bidders must provide a detailed solution delivery schedule that outlines the overall project duration, including start and end dates.

	Solution Implementation Timeline  reference in submission

	



4.3 Compliance to Priority 2 Business Requirements
Bidders do not need to comply to all P2 requirements as listed in Annexture A – Scope of work. There is a total of 11 P2 requirements
Please use Annexure F - CUPPS and CUSS Replacement - Business Requirements Format and Response form to indicate your compliance to all requirements. 
The form includes all priorities. Please respond to all line items. 
The form will auto calculate your compliance level per priority. Please verify on the Summary tab if all your responses are correctly captured. 
Transfer the % Compliance for P2 to the table below
	P2 % Compliance as per Annexure F - CUPPS and CUSS Replacement - Business Requirements Format and Response form 

	












4.4 Compliance to Priority 3 Business Requirements
Bidders do not need to comply to all P3 requirements as listed in Annexture A – Scope of work. There is a total of 8 P3 requirements
Please use Annexure F - CUPPS and CUSS Replacement - Business Requirements Format and Response form to indicate your compliance to all requirements. 
The form includes all priorities. Please respond to all line items. 
The form will auto calculate your compliance level per priority. Please verify on the Summary tab if all your responses are correctly captured. 
Transfer the % Compliance for P3 to the table below
	P3 % Compliance as per Annexure F - CUPPS and CUSS Replacement - Business Requirements Format and Response form 

	



5. [bookmark: _Toc209533837]Solution Implementation Plan:
All bidders must submit an implementation plan outlining how the solution will be executed according to the specified timelines. 
The plan should include the following milestones:
a)      Executive Overview
b)      Major tasks and milestones with implementation timelines
c)      Critical path
d)      Development approach
e)      Testing approach for all required tests, such as unit, functional, performance, stress, and vulnerability
f)        The implementation plan must bear evidence of a complete Project Management Life Cycle
g)      Reporting areas and mechanism(s) and the frequency thereof during project management
h)      Training approach
	Solution Implementation Plan reference in submission

	





6. [bookmark: _Toc209533838]Solution Architecture:
Bidders must submit a solution architecture diagram that illustrates the CUPPS and CUSS solutions along with their integrations. The diagram should include the following elements:
Solution Overview (key components that make up the solution):
a)      Environments (Different environments where the solution will be installed, e.g., Dev, QA, Pre-prod, Test & Production).
b)      Indicate which communication protocols the solution can utilise, e.g., HTML, XML, REST API; JSON etc.
c)      Backup requirements (how backups are performed and where they are stored; how users will request backup restoration).
d)      Business Continuity (How the solution is configured to enable business
Continuity);
	Solution Architecture reference in submission

	





7. [bookmark: _Toc209533839]Training Plan
The service provider will be expected to deliver comprehensive training to all users, ensuring they are fully equipped to utilise the system or service effectively and efficiently. This training should cover all essential functionalities, best practices, troubleshooting steps, and any relevant updates or enhancements. It should be tailored to accommodate varying levels of user expertise and may include a mix of in-person sessions, virtual workshops, self-paced e-learning modules, and detailed user manuals or quick reference guides. Ongoing support and refresher training should also be made available as needed.
	Training Plan reference in submission

	





8. [bookmark: _Toc209533840]Transition Plan 
Transition Plan Requirements: Service Providers must submit a comprehensive transition plan that aligns with the requirements detailed in Annexure A. 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 S – 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

	




9. [bookmark: _Toc209533841]Exit Plan 
Exit Plan Requirements: Service Providers must submit a comprehensive exit plan that aligns with the requirements detailed in Annexure A. 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 T – 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

	





