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PART C: TENDER EVALUATION PROCESS – SAT 322/25 TRAVEL MANAGEMENT COMPANY FOR UK AND IRELAND 

 

Table 1: Summary of the Evaluation Phases: 

 

Phase 1  

Administrative and Mandatory 

and bid requirements 

Phase 2 
Desktop Functional Technical and 

Presentation Evaluation 

Phase 3 
Price Evaluation  

Service providers’ responses will 

be evaluated based on compliance 

with the listed   administrative 

and mandatory bid requirements 

Service provider(s) are required to achieve a 

minimum threshold of 70 points to proceed 

to Phase 3. 

 

The Tender/Evaluation Matrix Cross 

Reference: Service providers should 

reference the criteria to the portfolio of 

evidence in the bid proposal. — It is of vital 

importance that systematic scoring can be 

carried out. 

 

The tender will be evaluated on pricing 

evaluation. 

 

The highest-scoring bidder will be 

appointed on price. 

 

 

Phase 1: Administrative and Mandatory Bid Requirements  

Without limiting, the generality of South African Tourism is other critical requirements for this bid, service 

provider must submit all the documents required. 

All documents must be completed and signed by the duly authorised representative of the prospective service 

provider(s). During this phase, service providers’ responses will be evaluated based on compliance with the 

listed administrative and mandatory bid requirements. 

 
Table 2: Phase 1 Evaluation (Administration Requirements) 

Document submitted that must 
Be submitted 

YES/NO Description 

Invitation SBD 1  Complete and sign the Standard Bidding Document 

Declaration of interest (SBD 4)  Complete and sign the Standard Bidding Document 

 

 

 

 

 

Table 3: Phase 1 Evaluation (Administration Requirements) 

Document submitted that must 
Be submitted 

YES/NO Failure to meet the requirements will result in disqualification. 
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Registration with registered statutory 
body.  

 Bidders must be a member of the International Air Transport 

Association (IATA). Provide proof of a valid IATA membership. 

Affirmation of certification of 
registration with the Chamber of 
Commerce or equivalent report (K-bis) 

  

Proof of UK Presence  The bidder must provide evidence of being legally registered and 

operating within the United Kingdom. Acceptable proof includes:  

• A valid UK business registration certificate (e.g., Companies 

House registration). 

• A physical UK office address. 

• VAT registration number (if applicable). 

 

Phase 2: Technical Evaluation Criteria = Weighting out of 100 points  

 

All bidders are required to respond to the technical evaluation criteria scorecard and provide 

information/portfolio of evidence that they unconditionally hold the available capacity, ability, experience, and 

qualified staff to provide the requisite business requirements to South African Tourism under this tender. 

Bidders will be required to achieve a minimum threshold of 60 points in order to proceed to Phase 3 for Price 

and Preference point system (Specific goals) evaluation.   

 

Table 3: Phase 2 Evaluation 

TO BE COMPLETED BY THE TENDERING INSTITUTION 

# Technical Evaluation Criterion Weight 

1 

1. Company Experience 
Experience Relevant to the Scope of Work (Evaluation of the bidder’s years of 
experience travel management services, especially corporate Travel and sourcing 
from DMOs.) Bidders are to submit contactable references from previous clients where 
similar services were conducted successfully. References should be in the form of a 
formal written letter on a client’s letterhead, and letter should be for work done 
within the past 3 years. 
 
This evaluation criteria will be evaluated in line with the functionality evaluation 
matrix below 
 

• Three reference letters which meet the criteria = 1 Point 

• Four reference letters which meet the criteria = 2 points 

• Five reference letters which meet the criteria = 3 points 
 
NON-SCORING 

• No Reference/less than 3 references which meet the criteria 

• Submission of Appointment letters (and not reference letters) 

• Submission of letter that is not relevant to travel management services 

• References in a form of email, list or any form other than a formal written 
letter from clients 

• References for work older than 3 years 
 

  

15  
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2  

 
2. RESERVATIONS 
Manage all reservations/ bookings (Corporate). 

• Describe how all travel reservations/ bookings are handled e.g. hotel 
(accommodation); car rental; flights etc and how your company will ensure 
the greatest cost savings for South African Tourism. 

• An example of a detailed complex itinerary confirmation that includes air, 
car, hotel, passport requirement, confirmation numbers, after-hours, 
emergency services, cancellation, refunds, and additional proof of 
competency.  

• Please provide an explanation of the refund process of air tickets, and how 
unused non-refundable airline tickets are managed, your ability to secure 
special airline services for travellers including preferred seating, waitlist 
clearance, special meals, travellers with disabilities, etc. 

This evaluation criteria will be evaluated in line with the functionality evaluation 
matrix below 

• Excellent = 3: Bidder submits and meets all 3 requirements, with clear details 
on each requirement 

• Acceptable=2: Bidder submits and meets 2 requirements, with clear details 
outlining each requirement 

• Average = 1: Bidder submits and meets 1 requirement only, with clear details 
outlining the requirement 

• Unacceptable =0: The bidder does not meet any of the requirements 
specified above or has submitted something irrelevant  

25  

3  

3. FINANCIAL MANAGEMENT 

• Describe how you will implement the negotiated rates and maximum 
allowable rates established by South African Tourism and how you will 
manage the 30-day bill-back account facility. 

• Describe how pre-payments will be handled where it is required for smaller 
Bed & Breakfast /Guest House facilities. 

• Describe how invoicing will be handled, including the process of rectifying 
discrepancies between purchase orders and invoices, supporting 
documentation, reconciliation of transactions, and the timely provision of 
invoices to South African Tourism and how the credit card reconciliation 
process, timing, and deliverables will be managed. 

This evaluation criteria will be evaluated in line with the functionality evaluation 
matrix below 

• Excellent = 3: Bidder submits and meets all 3 requirements, with clear details 
on each requirement 

• Acceptable=2: Bidder submits and meets 2 requirements, with clear details 
outlining each requirement 

• Average = 1: Bidder submits and meets 1 requirement only, with clear details 
outlining the requirement 

• Unacceptable =0: The bidder does not meet any of the requirements 
specified above or has submitted something irrelevant 

 
  

15  

4 

4. TECHNOLOGY, MANAGEMENT INFORMATION AND REPORTING 

• Describe the proposed booking system e.g. Global Distribution System (GDS) 

• Describe how travel consultants access and book web airfares i.e. non-GDS 
inventories (low cost carriers/ aggregators), and hotel web rates. 

• Describe how you will manage data and management information such as 
traveller profiles, tracking of savings and missed savings, tracking of unused 
airline tickets, cancellation, traveller behaviour, transaction level data, etc. 

• Provide actual examples of standard reports that you currently have 
available.  Also provide an indication if reports can be customized. Provide 
a description of all technology and reporting products proposed for South 
African Tourism. 

This evaluation criteria will be evaluated in line with the functionality evaluation 
matrix below 

• Excellent = 3: Bidder submits and meets all 3 requirements, with clear details 
on each requirement 

• Acceptable=2: Bidder submits and meets 2 requirements, with clear details 
outlining each requirement 

15 
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• Average = 1: Bidder submits and meets 1 requirement only, with clear details 
outlining the requirement 

• Unacceptable =0: The bidder does not meet any of the requirements 
specified above or has submitted something irrelevant 

  

5 5. ACCOUNT MANAGEMENT 

• Provide the proposed Account Management structure / organogram. 

• Describe what quality control procedures/ processes you have in place to 
ensure that your clients experience consistent quality service. 

• Describe how queries, requests, changes and cancellations will be handled.  
What is your mitigation and issue resolution process? Please provide a 
detailed response indicating performance standards with respect to resolving 
service issues. Complaint handling procedure must be submitted. 

• What is in place to ensure that South African Tourism’s travel Policy is 
enforced. 

• How will you manage the service levels in the SLA and how will you go about 
doing customer satisfaction surveys? 

• Describe the forecasting system employed to staff operations in response to 
volume changes owing to conferences, project-related volumes, etc. 

 
This evaluation criteria will be evaluated in line with the functionality evaluation 
matrix below 

• Excellent = 3: Bidder submits and meets all 6 requirements, with clear details 
on each requirement 

• Acceptable=2: Bidder submits and meets 4-5 requirements, with clear details 
outlining each requirement 

• Average = 1: Bidder submits and meets 3-1 requirement only, with clear 
details outlining the requirement 

• Unacceptable =0: The bidder does not meet any of the requirements 
specified above or has submitted something irrelevant 

 
 
  

30   

 

Table 4: Functional Evaluation Matrix 

Bidders must meet the minimum threshold of 60 points to proceed to Phase 3: Price and Preference (specific 

goals) evaluation. 

 
● Bid proposals will be evaluated strictly according to the bid evaluation criteria stipulated in this section. 

● Bidders must submit supportive documentation for all functional requirements as part of their 

bid documents as indicated in the Terms of Reference. 

● The panel responsible for scoring the respective bids will evaluate and score all bids based on 

information presented in the bid proposals in line with the RFP. 

● The score for functionality will be calculated in terms of the table below, where each Bid 

Evaluation Committee (BEC) member will rate each criterion on the bid evaluation score sheet 

using the following value scale/matrix. 

 

 
Phase 3: Price Evaluation = 100 Points 

 
Only Bidders who meet the minimum 60% threshold of functionality in Phase 2 will be evaluated in 

Phase 3 for price evaluation. Failure to meet the minimum thresholds of both evaluation phases will 

result in disqualification regardless of combined scored points. 
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The bidder who advances to Phase three (3) will be evaluated based on Price comparison and SA 

Tourism will appoint the bidder who scores the highest point. 

 

Objective Criteria: 

 

(a) Should the recommended bidder and SA Tourism not reach an agreement on the SLA, regarding service 

performance, penalty may be implemented as a mitigating factor to address the non-performance issues, 

SAT reserves the right to move to the next acceptable bidder to be included to the panel.  

(b) In cases where SA Tourism had/has current/historic non-performances with a provider, SAT reserves the 

right to not appoint the specific provider, subject to demonstrable documentary  evidence that supports 

the non-performance or the remedial action of the non-performance unless evidence of resolution of the 

non-performance is provided.  

 

 

END. 


