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[bookmark: _Toc226709395][bookmark: _Toc226710603]INTRODUCTION 


The State Security Agency seek to appoint a service provider using booking tool which will enable the SSA to book tickets, accommodation and car rentals through the Global Distribution System (GDS), furthermore the system should provide value added services such as account reconciliation expense management and automated approval processes.

The system must be able to: 

· Customizable to ensure compliance to latest National Treasury instructions and cost containment measures, applicable SSA policies / procedures and travel arrangements process systems,  
· Enable the uploading of supporting documentation such as approved travel requests and motivations, 
· Employ sufficient access and intrusion security measures and must be able to assign specific access rights to different categories of users 
· Make provision to create and maintain traveler profiles containing all the information normally required to travel (full names, ID numbers and contact information etc.)
· Policy information applicable to each traveler (i.e. max allowable rates, fare category, rental category etc.) which can only be amended by travel administrators 
· Provide platform where invoices and suppliers supporting documents can be downloaded and retrieved 
· Provide platform where invoice data can be downloaded by the travel administrators in PDF, Microsoft Excel, or in CSV format. 
· Obtain minimum three (3) quotations for all travel request
· Minimum allowable domestic rate matrix as per the SSA policy

The scope and specifications will include systems ability to enable travel management services such as air ticketing, accommodation, and car hire. 

The system should further have financial management, invoicing and reporting capabilities to allow smooth financial accounting process in the organization. 
[bookmark: _Toc152872287][bookmark: _Toc226710604][bookmark: _Toc152872288]Travel Management services 

1.1 [bookmark: _Toc226710605] 	Requests 

The system must be able to: 
· Ensure confidentiality in respect of traveler’s information
· Ensure the most cost-effective travel arrangements based on the business requirements
· Book negotiated discounted fared and rates where available
· Facilitate booking all travel bookings through the GDS 
· Obtain minimum three (3) quotations for all travel request
· System should be set up to record and report on queries, changes and cancellation timeously and accurately
· Generate Travel requisition, response with quotation and availability 
· Keep abreast of the carrier schedule changes as well as other alternative and new condition affecting travel and make appropriate adjustment for any changes in flight schedule prior to or during travel
· Timeously submission of proof (invoice) that services had been satisfactory delivered as per the instruction 

1.2 [bookmark: _Toc152872289][bookmark: _Toc226710606]Air Travel 

 	The system must be able to: 
· Book full service carriers as well as low cost carriers 
· Book the most cost effective air fares (Domestic), and for international the most effective and practical routings (principle for the cheapest most direct will apply).  Obtain minimum three (3) quotations for price comparison where applicable 
· Airline ticket should include the applicable airline agreement number 
· Airline tickets must delivered electronically (email and/or SMS) to the travelers and the travel bookers promptly after booking
· Tracking and management of unused tickets, refunds and exchange 
· during the reporting period provide proof that the bookings were made against the discounted rates on the published fairs where applicable
· Ensure that travelers are always informed of any travel new regarding the airline (baggage policy and checking in requirements etc.)
· Assist with luggage access if and when required 

1.3 [bookmark: _Toc152872290][bookmark: _Toc226710607]Accommodation 

The system must be able to: 
· Plan book and confirm and amend accommodation with any established (hotel group, private hotel, guest houses and bed and breakfast) within the minimum allowable domestic rate matrix as per the cost containment measures of National Treasury 
· Obtain price comparison (at least three 3 Quotations) from at least accommodation establishment that provides the best accommodation rate and that is located as close as possible to the venue/office/location/destination 
· Deliver Vouchers electronically (email and/or SMS or such as apple/google wallet, etc.) to the travelers and the travel bookers promptly after booking.

1.4 [bookmark: _Toc152872291][bookmark: _Toc226710608]Car Rental and Ground Transportation 

The system must be able to: 
· Book the approved category vehicle in accordance with SSA Travel Policy on car rental service provider from the closest rental location (airport, hotel or venue)
· Auto allocate best time and location for collection and return considering the specific requirements 
· Offer alternative ground transportation to the traveler that may include rail, buses and transfers
· Deliver Vouchers electronically (email and/or SMS) to the travelers and the travel bookers promptly after booking

[bookmark: _Toc152872292][bookmark: _Toc226710609]Financial Management and Invoicing 

The system should be able to:
· Utilize lodge cards to effect payments for air tickets
· Enable savings on total annual travel expenditure, to be reported, and proof provided during monthly reporting and quarterly reviews
· Be responsible for managing third party service provider accounts which includes timely receipts of invoice bill-back payment within 30 calendar days of the service provided
· Invoice separately for each service/sector. The invoice should clearly indicate the following:
· Allocate order number
· Unique invoice number
· Name of traveler 
· Cost center of traveler
· Booking/trip reference number 
· Start and end dates (date sector/service started and ended)
· Fee(s) charged for the service/sector (listed separately and not pooled)

[bookmark: _Toc152872293][bookmark: _Toc226710610]Reporting 

The system should be able to:
· Provide a standard monthly and accurate report on a transitional level that reflects details including the names of the travelers, date of the traveler, spend category (accommodation, flight etc.)
· Reporting frequency
· Monthly after hours report
· Monthly accommodation and car rental
· Monthly reconciled report for the lodged cards statement
· Monthly no show reports
· Monthly cancellation report
· Quarterly creditor’s ageing report 
· Quarterly creditor’s summary payments 
· Quarterly report on missed savings
· Quarterly refund log
· Quarterly open vouchers report and 
· Quarterly open age invoice analysis 
[bookmark: _Toc152872294][bookmark: _Toc226710611]Value Added Services 

	The system should include the following value added services without limitations to others: 
· Visa Information 
· Travel alerts 
· Health  warnings 
· Location of airport and hotel 
· Airline and baggage policy 
· Information on public transport 
· Supplier updates 
· Electronic voucher retrieval 
· SMS notice for travel conformations 
· VIP services for Executives 
· Manage the utilization of frequent flyer miles or other credit rewards if any 
· Fraud prevention system 
· Lounge services, where freely available or applicable


[bookmark: _Toc142579533][bookmark: _Toc152872304][bookmark: _Toc513713168][bookmark: _Toc514059209]Stage 1: Technical W/Functionality 

The Technical Proposals received will be evaluated the Functional / Technical threshold Score will be 100 points and only those bids that subsequently achieve the technical threshold score of 70 points or more will be short listed. 
[bookmark: _GoBack]The Functional/Technical information must be consolidated into a report format.
Any bid that does not meet the minimum eligibility threshold will be automatically disqualified.
Presentations:  Prior to the award of the contract, the SSA reserves the right to invite shortlisted and or potential travel management companies to make presentations and to view the service offered. Information provided during the presentations may be used for evaluation purposes

As part of due diligence, SSA may conduct a site visit at a client establishment
The technical proposals will consist of the following area:-
	FUNCTIONALITY

	Item No.
	Evaluation area
	Criteria
	Max. Scores
	Total Scores

	1
	Overall Integrated Project Solution, Project management and Technical Competency
	[bookmark: _Toc29295783][bookmark: _Toc29288844]Profile of the company 
	5
	



25

	
	
	[bookmark: _Toc29295785][bookmark: _Toc29288846]Professional Structure / team 
	5
	

	
	
	[bookmark: _Toc29295786][bookmark: _Toc29288847]Relevant years’ experience in project of similar nature 
	5
	

	
	
	[bookmark: _Toc29295787][bookmark: _Toc29288848]Completed projects of similar nature
	10
	

	2
	System and or Solution 
	[bookmark: _Toc29295796][bookmark: _Toc29288857]Travel Management Solution  
	10
	60

	
	
	Technology Management Information
	10
	

	
	
	System Capabilities 
	10
	

	
	
	Value-added Services
	10
	

	
	
	[bookmark: _Toc29295798][bookmark: _Toc29288859]Financial Management and Invoicing 
	10
	

	
	
	[bookmark: _Toc29295799][bookmark: _Toc29288860]Account Management and performance 
	10
	

	3
	Implementation Methodology
	Project Implementation Strategy
	5
	15

	
	
	Business Support services
	5
	

	
	
	Reporting system
	5
	



The following score sheet and criteria shall apply for scoring by the evaluation committee members in scoring compliant/qualifying bids meeting the minimum technical / functional requirements.

	Stage 2: Technical /Functionality 

	Item No
	Description
	Scoring
	Item Weight

	
	Overall integrated project solution, project management and technical competency
	20
	

	1.1
	Profile of the Company
	
	

	
	Bidders to submit document that introduces their business. The document should contain the following information 
Name, location, history, ownership, 
Introduction of business mission, goals, vision and history 
Leadership team members 
Staff or functional authority organizational structure
Staff or functional authority organizational structure, committee structures and Project Integrated structure
	5
	

	
	No Company Profile 
	
	0

	
	One above  
	
	1

	
	Two above 
	
	2

	
	Three above 
	
	3

	
	Four above  
	
	4

	
	5 and above
	
	5

	1.2
	Professional Structure / team 
	
	

	
	Demonstrable capabilities of the team who will undertake the project (Experience, qualifications and skills composition)
Professional structure including technical team 
Relevant qualifications and expertize (Tertiary diploma, degree or Honors and or Masters in the business or tourism related studies e.g. Tourism and Leisure Management 
Certification with relevant bodies 
Minimum requirements to obtain score at “acceptable level” will be relevant professional qualification for field of expertise, as acceptable in the industry
	5
	

	
	No submission
	
	0

	
	One above  
	
	1

	
	Two above 
	
	3

	
	Three above 
	
	5

	1.3
	Relevant years’ experience in project of similar nature 
	
	

	
	Bidders to provide:
Relevant experience in project of similar nature - Track record & Relevant experience in the past five (5) years within the travel industry. 
Record of services rendered, indicating types, variety, and quantity, complete with references. 
The prospective bidder must indicate what the magnitude of services were, where it was rendered and what challenges were effectively dealt with, in particular when time constraints were to be adhered to.
Minimum requirements to obtain score at “acceptable level” will be confirmation of at least five (5) years of applicable experience offering travel management booking tool.
	5
	

	
	No Experience
	
	0

	
	1 – 2 years’ experience
	
	1

	
	2.1 – 3 years’ experience
	
	2

	
	3.1 – 4 years’ experience
	
	3

	
	4.1 – 5 years’ experience
	
	4

	
	>6 years’ experience
	
	5

	1.4
	Completed projects of similar nature
	
	

	
	The bidder to: 
clearly illustrate strategy followed when dealing with implementation of projects 
Indicate total number of projects completed in the last five (5) years  
Minimum requirements to obtain score at “acceptable level” will be indication and illustration of availability of sufficient support documents on number of projects of similar nature completed 
	10
	

	
	No project
	
	0

	
	1 Projects
	
	2

	
	2 Projects
	
	4

	
	3 Projects
	
	6

	
	4  Projects
	
	8

	
	>5  Projects
	
	10

	2.
	Travel Management System and or Solution
	60
	

	2.1
	Travel Management Solution 
	
	

	
	Bidders must submit travel management system solution compatible to SSA ICT infrastructure. The system must:
automate travel program, streamline  booking process, and provide real-time data and analytics 
The system must have the following factors: 
User friendly / Easy to use 
Possible integration
Customization 
Support 
Security
Minimum requirements to obtain score at “acceptable level” will be indication and illustration that the travel management system or solution is compatible to SSA requirements 
	10
	

	
	No submission
	
	0

	
	1 factors covered 
	
	2

	
	2 factors covered 
	
	4

	
	3 factors covered 
	
	6

	
	4 factors covered 
	
	8

	
	5 factors covered 
	
	10

	2.2
	Technology Management Information and Reporting 
	
	

	
	Bidders must:
describe the proposed booking system e.g. Global Distribution System (GDS), Online Booking Tool (OBT) or Self-Booking tool (SBT) and possibilities of integration to system 
describe how you will manage data and information such as traveler profiles, tracking of savings and missed savings, tracking of unused airline tickets, cancellation, traveler’s behaviour, transaction level data etc.
Give actual examples of standard reports that you currently have available. Give an indication if reports can be customized 
System to comply with the SSA’s monthly reporting requirements as prescribed by the National Treasury (monthly report template prescribed latest National treasury instruction note.
System to comply with the Quarterly and Annual review used for performance management during the life cycle of the contract

Minimum requirements to obtain score at “acceptable level” will be indication and illustration that the technology management, information and reporting are compatible to SSA requirements
	10
	

	
	No submission
	
	0

	
	1 factors covered 
	
	2

	
	2 factors covered 
	
	4

	
	3 factors covered 
	
	6

	
	4 factors covered 
	
	8

	
	5 factors covered 
	
	10

	2.3
	System Capabilities 
	
	

	
	The system must be able to provide the following: 
Travel management services such as Travel requisition for Air Travel, Accommodation, Car Rental and Ground Transportation in line with scope and specification above
Automated approval process 
Suppliers settlement 
Invoice and credit cards matching 
Fraud prevention plan 

Minimum requirements to obtain score at “acceptable level” will be indication and illustration system capabilities and compatibility to other systems 
	10
	

	
	No submission
	
	0

	
	1 factors covered 
	
	2

	
	2 factors covered 
	
	4

	
	3 factors covered 
	
	6

	
	4 factors covered 
	
	8

	
	5 factors covered 
	
	10

	2.4
	Value-added services 
	
	

	
	Bidders to include standard service in the system. All other value added services such as:  
Travel Request Module such as Travel Expense, Travel Booking, Travel settlements, Meetings, Incentives, Conferences and Event Module 
Expense (request, drive, budget, expense in mobile, p-card integration, expense pay global, expense report auditing, central reconciliations) 
Invoice – (purchase request, invoice capture, three-way match, invoice pay)
Visa Information 
Travel alerts 
Health warnings 
Location of airport and hotel 
Airline and baggage policy 
Information on public transport 
Supplier updates 
Electronic voucher retrieval 
SMS notice for travel conformations 
VIP services for Executives 
Manage the utilization of frequent flyer miles or other credit rewards if any 
Fraud prevention system

Minimum requirements to obtain score at “acceptable level” will be indication and illustration that the perceived value added services are standard to the system. 
	10
	

	
	No submission
	
	0

	
	1 factors covered 
	
	2

	
	2 factors covered 
	
	4

	
	3 factors covered 
	
	6

	
	4 factors covered 
	
	8

	
	5 factors covered 
	
	10

	2.5
	Financial Management and Invoicing 
	
	

	
	Bidders must illustrate financial management and invoicing capabilities in the system. 
The system must be able to:
Utilize lodge cards to effect payments for air tickets
Enable savings on total annual travel expenditure, to be reported, and proof provided during monthly reporting and quarterly reviews
Be responsible for managing third party service provider accounts which includes timely receipts of invoice bill-back payment within 30 calendar days of the service provided
Invoice separately for each service/sector. The invoice should clearly indicate the following:
Allocate order number
Unique invoice number
Name of traveler 
Cost center of traveler
Booking/trip reference number 
Start and end dates (date sector/service started and ended)
Fee(s) charged for the service/sector (listed separately and not pooled)
Minimum requirements to obtain score at “acceptable level” will be indication and illustration sound financial management and invoicing systems 
	
	

	
	No submission
	
	0

	
	1 factors covered 
	
	2

	
	2 factors covered 
	
	4

	
	3 factors covered 
	
	6

	
	4 factors covered 
	
	8

	
	5 factors covered
	
	10

	2.6
	Account Management and Performance standards 
	
	

	
	· [bookmark: _Toc226709396][bookmark: _Toc226710612]Bidders must illustrate Accounting Management systems 
· [bookmark: _Toc226709397][bookmark: _Toc226710613]Account management should include not limited to the following: 
· [bookmark: _Toc226709398][bookmark: _Toc226710614]Describe what quality control processes in place to ensure that clients receive consistent quality services 
· [bookmark: _Toc226709399][bookmark: _Toc226710615]Describe how queries, request changes and cancellations will be handled. What is your mitigation and issue resolution process? 
· [bookmark: _Toc226709400][bookmark: _Toc226710616]Provide a detailed response indicating performance standards with respect to resolving service issues. 
· [bookmark: _Toc226709401][bookmark: _Toc226710617]Complaint handling procedures
· [bookmark: _Toc226709402][bookmark: _Toc226710618]Customer service (service levels in the SLA and how will you go about doing customer satisfactions surveys 
· [bookmark: _Toc226709403][bookmark: _Toc226710619]Indicate what workshops / training will be provided to Travelers and / or Travel Bookers

Minimum requirements to obtain score at “acceptable level” will be indication and illustration of good accounting management systems 
	
	

	
	No submission
	
	0

	
	1 factors covered 
	
	2

	
	2 factors covered 
	
	4

	
	3 factors covered 
	
	6

	
	4 factors covered 
	
	8

	
	5 factors covered
	
	10

	3
	Regulatory Compliance and Standards
	
	

	3.1
	Project Implementation Strategy
	
	

	
	· [bookmark: _Toc226709404][bookmark: _Toc226710620]Bidders must: 
· [bookmark: _Toc226709405][bookmark: _Toc226710621]The implementation strategy should include the following 
· [bookmark: _Toc226709406][bookmark: _Toc226710622]Handover plan from current implementation setup 
· [bookmark: _Toc226709407][bookmark: _Toc226710623]Defining roles and responsibilities and allocating resources 
· [bookmark: _Toc226709408][bookmark: _Toc226710624]Account setup 
· [bookmark: _Toc226709409][bookmark: _Toc226710625]Risk map put 
· [bookmark: _Toc226709410][bookmark: _Toc226710626]Schedule milestones 
· [bookmark: _Toc226709411][bookmark: _Toc226710627]Training plan 
· [bookmark: _Toc226709412][bookmark: _Toc226710628]Change management plan 

· [bookmark: _Toc226709413][bookmark: _Toc226710629]The strategy must address all the above requirements to ensure that travel services implemented without service interruptions and engage current SP to ensure smooth transition 
· [bookmark: _Toc226709414][bookmark: _Toc226710630]The implementation strategy  and transition plan must happen within 12 weeks from contract award date 
	
	

	
	No submission
	
	0

	
	No implementation strategy and transaction plan provided 
	
	1

	
	Implementation strategy within timelines for implementation and at least detailed information on handover plan 
	
	2

	
	Implementation strategy within timelines for implementation and at least detailed information on handover plan and roles and responsibilities, 
	
	3

	
	Implementation strategy within timelines for implementation and at least detailed information on handover plan and roles and responsibilities, accounting setup and risk map out
	
	4

	
	Implementation strategy within timelines for implementation, handover plan with roles and responsibilities, accounting setup and risk map out, schedule milestones, training plan
	
	5

	3.2
	Business Support services 
	
	

	
	· [bookmark: _Toc226709415][bookmark: _Toc226710631]Bidders must ensure that system provide business support services. System must be: 
· [bookmark: _Toc226709416][bookmark: _Toc226710632]User friendly system 
· [bookmark: _Toc226709417][bookmark: _Toc226710633]Approvals out of the system 
· [bookmark: _Toc226709418][bookmark: _Toc226710634]Cost control & management
· [bookmark: _Toc226709419][bookmark: _Toc226710635]Automated supplier Matching & card Reconciliation
· [bookmark: _Toc226709420][bookmark: _Toc226710636]Fraud prevention 
· [bookmark: _Toc226709421][bookmark: _Toc226710637]Reporting 
· [bookmark: _Toc226709422][bookmark: _Toc226710638]Policy Management 
· [bookmark: _Toc226709423][bookmark: _Toc226710639]Automated requisition process 
· [bookmark: _Toc226709424][bookmark: _Toc226710640]Multiple approvers with point of decision tools 
· [bookmark: _Toc226709425][bookmark: _Toc226710641]Traveler’s wellness
· [bookmark: _Toc226709426][bookmark: _Toc226710642]Opportunity for discounts through direct interactions 
· [bookmark: _Toc226709427][bookmark: _Toc226710643]Benefits from Mileage claims (SARS)
	
	

	
	No submission
	
	0

	
	1 factors covered 
	
	1

	
	2 factors covered 
	
	2

	
	3 factors covered 
	
	3

	
	4 factors covered 
	
	4

	
	5 factors covered
	
	5

	3.3
	Reporting system 
	
	

	
	The system should be able to:
· [bookmark: _Toc226709428][bookmark: _Toc226710644]Provide a standard monthly and accurate report on a transitional level that reflects details including the names of the traveler’s, date of the traveler, spend category (accommodation, flight etc.)

· [bookmark: _Toc226709429][bookmark: _Toc226710645]Reporting frequency
· [bookmark: _Toc226709430][bookmark: _Toc226710646]Monthly after hours report
· [bookmark: _Toc226709431][bookmark: _Toc226710647]Monthly accommodation and car rental
· [bookmark: _Toc226709432][bookmark: _Toc226710648]Monthly reconciled report for the lodged cards statement
· [bookmark: _Toc226709433][bookmark: _Toc226710649]Monthly no show reports
· [bookmark: _Toc226709434][bookmark: _Toc226710650]Monthly cancellation report
· [bookmark: _Toc226709435][bookmark: _Toc226710651]Quarterly creditor’s ageing report 
· [bookmark: _Toc226709436][bookmark: _Toc226710652]Quarterly creditor’s summary payments 
· [bookmark: _Toc226709437][bookmark: _Toc226710653]Quarterly report on missed savings
· [bookmark: _Toc226709438][bookmark: _Toc226710654]Quarterly refund log
· [bookmark: _Toc226709439][bookmark: _Toc226710655]Quarterly open vouchers report and 
	
	

	
	No submission
	
	0

	
	1 factors covered 
	
	1

	
	2 factors covered 
	
	2

	
	3 factors covered 
	
	3

	
	4 factors covered 
	
	4

	
	5 factors covered
	
	5



Fee structure  

	 

	 Service  
	 On Line Booking Fee 
	 Consultant Assisted Booking Fee 

	 Domestic Flights  
	 
	 

	 Regional flights  
	 
	 

	 International Flights  
	 
	 

	 Insurance 
	 
	 

	 Accommodation Domestic 
	 
	 

	 Accommodation Regional 
	 
	 

	 Car Rental 
	 
	 

	 Shuttles/Transfers/Train 
	 
	 

	 Changes to confirmed booking  
	 
	 

	 Domestic Flights  
	 
	 

	 Regional flights  
	 
	 

	 International Flights  
	 
	 

	 Refund  
	 
	 

	 Refund on a ticket  
	 
	 

	 Cancellation  
	 
	 

	 Other services  
	 
	 

	 Afterhours  
	 
	 

	 Conference 
	 
	 

	 Group Bookings 
	 
	 

	 Bill Back fee 
	 
	 

	 Excess Luggage 
	 
	 

	 Pre payment  
	 
	 

	 Merchant recovery fee 
	 
	 

	 Back office processing fee 
	 
	 

	 Monthly Management fee  
	 
	 

	 PNR fee 
	 
	 

	 Implementation fee  
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