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[bookmark: Text][bookmark: _Toc151363499][bookmark: _Toc137459202]Written Quote Form

RFQ NUMBER: GSM053/23
ISSUE DATE: 02/10/2023
CLOSING DATE: 11/10/2023 at 15:00pm
VALIDITY OF RFQ: 90 days


	1.1 RFQ DOCUMENTS must be emailed to Magdelineserekego@flysaa.com (limit 2MB (send in part or via downloadable link) OR deliver to:

  South Africa Airways – Main Reception Gate, Airways Park, Jones Road; OR Tambo International Airport; Kempton Park

	




	
Vendors should ensure that quotations are returned before the closing date and time.
If the quotation is late, it will not be accepted for consideration.

2.0 INSTRUCTIONS FOR THE SUBMISSION OF A BID: 

Bids hand delivered must be submitted in a sealed envelope marked: 
RFQ GSM053/23

Tender for: Supply of Business Class Menus and Wine Lists

Bids can be delivered or emailed between 08H00 and 16H30, Monday to Friday, prior to the closing date and between 08H 00 and 15H00 pm on the closing date.

Submissions will be kept unopened in safe custody until the closing time for the Bid.  Where a Bid is received without a Bid number on it, it will be opened, the Bid number ascertained, the envelope sealed and the Bid number written on the envelope.




SAA requests your quotation on the goods and/or services listed on the attached form.
Please furnish all information as requested and return your quote on/before the date stipulated. 
Late and incomplete submissions may invalidate the quote submitted.


NAME OF VENDOR:  	

POSTAL ADDRESS: 	

TELEPHONE NO.:  	

CELL NO: 	

E MAIL ADDRESS: 	

CONTACT PERSON: 	


This RFQ will be evaluated on pricing, BEE and functionality.
Required Documentation to be attached;
1. SAA Vendor Document. Refer to Annexure 1
2. SBD 1 Document. Refer to Annexure 2
3. SBD2 Document. Refer to Annexure 3
4. General Conditions of Contract. Refer to Annexure 4


CONDITIONS
· [bookmark: _Toc106771007][bookmark: _Toc106774648]All goods or services purchased will be subject to SAA General Conditions of Contract. A copy of said conditions is available from the local Procurement office.
· [bookmark: _Toc106771008][bookmark: _Toc106774649]It is the responsibility of the Vendor to ensure that SAA is in possession of a valid Original Tax Clearance Certificate. The onus therefore rests on the vendor to ensure SAA receives a valid Tax Clearance Certificate, as soon as the validity of the said certificate expires. Where SAA does not have a valid Tax Clearance Certificate, an Original Tax Clearance Certificate must be submitted with this RFQ. Failure to do so may invalidate the quote submitted in terms of the RFQ.
· [bookmark: _Toc106771009][bookmark: _Toc106774650]All purchases will be made through an official purchase order. Therefore, no goods must be delivered or services rendered before an official order/contract has been received.
· [bookmark: _Toc106771010][bookmark: _Toc106774651]I certify that the information supplied is correct and I have read and understand SAA General Conditions of Contract and accept SAA General Conditions of Contract.
· [bookmark: _Toc106771011][bookmark: _Toc106774652]I further certify that all the required information has been furnished and the relevant forms completed and are herewith submitted as part of the bid.


SIGNATURE OF VENDOR: _______________________



	South African Airways

	

	          RFQ GSM 053//23




CAPACITY: _______________________________
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[bookmark: _Toc106771012][bookmark: _Toc106774653][bookmark: _Toc107052094][bookmark: _Toc107320155][bookmark: _Toc107816899][bookmark: _Toc107891132][bookmark: _Toc151363500]RFQ Price Schedule
RFQ NUMBER GSM053/23
SAA Business Unit: Global Supply Management
	
 
1.  BACKGROUND

1.1. Service Providers are requested to provide Prices with their quotation to SAA for all the services to be provided as per specification. Service providers are expected to submit a costing that is fair and reasonable.
1.2. SAA has the right to enter into negotiation with a prospective Service Provider regarding any terms and conditions, including price(s), of a proposed contract.

2. SCOPE OF WORK

1. 
2. 

The Business Class menu types are for: 

[bookmark: _Hlk146698535]OUTBOUND: Johannesburg to São Paulo (English and additional Portuguese) /Accra/Lagos/Mauritius (English and additional French)/Kinshasa (English and additional French) 

INBOUND: São Paulo to Johannesburg (English and additional Portuguese)/ Accra/Lagos/Mauritius to Johannesburg (English and additional French)/Kinshasa (English and additional French) 


Specification for the setting of copy, editing, proof reading, translation of the Business Class Menus, Wine Lists and Lounge Menus
South African Airways changes its menu cycles from time to time and provides a printed menu and wine list to the passengers traveling in Business Class. A menu is also available in the First Class lounge at OR Tambo International airport.
There is a certain complexity to the menus and depending on the destination, the content will differ so much attention needs to be given to ensure no errors in the menus.
 
3. Requirements:

On-board Menus Printing
Size: 245x150mm (Portrait)
4 Page cover: Printed on Hi Q Matt 250gsm, one-colour + option of full colour.
4 Page text: printed on Hi Q Matt 130gsm, one-colour.


Finish: 
Fold collated and saddle stitched.
Trimmed to size and packed.

Menu Codes & quantities per cycle
Each menu is supplied with a code that is placed by the designer on the bottom page of the menu. This code is an indication of the route this menu will be loaded on, and it assists in identifying the quantities that will be printed of this specific menu. 
The following is a breakdown of a menu codes. Quantities ordered will vary based on recycling, introduction of new route etc.
	ITEM CODE
	ROUTE 
	NUMBER OF PAGES
	QUANTITIES PER CYCLE 

	Outbound
	 
	 
	 

	SA7110P
	MRU-OUT
	4 Pages
	1082

	SA7111P
	FIH-OUT 
	4 Pages
	300

	SA7112P
	LOS - OUT
	4 Pages
	564

	SA7113P
	ACC-OUT
	4 Pages
	564

	 SA7101P
	GRU-OUT 
	8 Pages  
	3456




	Inbound
	 
	 
	 

	SA7330P
	LOS-IN
	4 Pages
	564

	SA7331P
	MRU-IN
	4 Pages
	1082

	SA7332P
	ACC-IN
	4 Pages
	564

	SA7333P
	FIH-IN
	4 Pages
	300

	 SA7200P
	GRU -IN
	8 Pages 
	3456



Design
Design of 4 types of menu covers in line with our brand repositioning look and feel, restructuring the layout and creative used for the actual wine inserts, below are the current and previous dimensions of our printed menus and wine lists. 
New dimensions and styles can be presented or a simple adaptation of the current menu style with a new cover design can be introduced. 
Outside front: the cover of the menu has a patterned matt laminate finish to it. 
Inside front: is a full colour image, here is an example:

[image: ]
[image: ][image: ]



NOTE: please ensure that there are no crop marks, or job numbers present on the final document.
Print-ready format: a hi res print-ready PDF will be required to be sent through to SAA to forward onto the printers.
Requirements are as follows:
1. Menus inbound (for flights from SAA points traveling to Johannesburg):
a. Menus consist of cover and insert. Copy of welcome note will be provided and is already translated.
b. Setting of 5 x inbound menus, all in at least one language English.
c. Depending on the destination, an additional foreign language is added:
d. Translation of selected menus in foreign languages (see attached list): 
i. French 
ii. Portuguese , 
iii. Translation must be of high quality and ensure that the menus are translated with the correct culinary terms, 100% accuracy is required.
e. Process final artwork of all designed/set menus, print ready
f. Proofreading English x 5 menus.
g. General: no spelling errors whatsoever, high quality of translation is required to ensure that the culinary terms are 100% accurate.

2. Menus outbound (for flights departing from Johannesburg):
a. Menu consist of covers and inserts. Copy of welcome note will be provided and is already provided.
b. Setting of 5 x outbound menus, all in at least one language English.
c. Depending on the destination, an additional foreign language is added:
d. Translation of selected menus in foreign languages (see attached list): 
i. French 
ii. Portuguese, 
iii. Translation must be of high quality and ensure that the menus are translated with the correct culinary terms, 100% accuracy is required.
e. Process final artwork of all designed/set menus, print ready
f. Proofreading English x 5 menus
g. General: no spelling errors whatsoever, high quality of translation is required to ensure that the culinary terms are 100% accurate.

RELEVANT CODES ARE PRINTED ON BOTH MENUS INBOUND AND OUTBOUND IN ORDER FOR THE VENDOR TO LOAD THE CORRECT MENU ON THE CORRECT ROUTE. THE CODES ARE LISTED IN THE ATTACHMENT.

On Board Wine lists:

Printing specification:
•	Size: 297x290mm fold to 297x145mm 
•	Portrait 
•	Full colour
•	Double sided on a Hi Q Matt 350gsm
•	Hi Q Matt on both sides
•	Trimmed to size and creased

Premium Lounge menus:

Printing specification:

Please prepare option with full colour as well as one colour for the menu covers only (not inner text)
•	4 Page cover: Printed on Hi Q Matt 250gsm, one-colour + option of full colour
•	4 Page text: printed on Hi Q Matt 130gsm, one-colour

•	Finish: fold, collated and saddle stitched
•	Trimmed to size and packed

 Please note that all rates must be exclusive of VAT
Bidder require to provide payment terms; SAA would like to recommend a 30 days’ payment terms from the date of statement.
	ONBOARD MENUS

	
1. On-board menus must be shrink-wrapped in LABELLED packs of 50
1. Then placed in LABELLED boxes with the following LABEL information:
0. The MONTH 
0. The CODE 
0. The CYCLE
0. SAA LOGO 



1. 
2. 
3. 

. 
4. EVALUATION PROCESS & CRITERIA 

Responses will be evaluated on the functional criteria, where after qualifying responses will be evaluated on the Price and Preference Points: 


4.1  EVALUATION PROCESS 

4.1.1 Compliance with Minimum Requirements

All quotations duly lodged will be examined to determine compliance with bidding requirements and conditions. Quotations with obvious deviations from the requirements/conditions will be eliminated from further adjudication.

4.1.2 Evaluation of Quotation 

The contract shall be awarded at the sole and absolute discretion of SAA. SAA hereby represents that it is not obliged to award this quotation to any bidder. SAA is entitled to retract this quotation at any time as from the date of issue. 

SAA shall not be obliged to accept the lowest of any quotation, offer or proposal.

All quotation will be evaluated according to the criteria, weightings and threshold scores as Indicated in 4.2 below:
4.1.3	RFQ BRIEFING
No briefing will be held but bidders are encouraged to email their question to Magdelineserekego@flysaa.com
4.2 EVALUATION CRITERIA

The criteria and weights referred to in paragraph 4.1 above are as follows:

Phase 1 - Functional Criteria 
	FUNCTIONAL CRITERIA
	100%

	Provide evidence of at least 3 years’ experience in copy writing, editing, proof reading for a similar product
3 years and above – 20%
2 year – 10%
One year – 5%
	20%

	· [bookmark: _GoBack]Provide proof of ability to translate into required languages in appropriate culinary terminology: French, Portuguese, German =10%
· Please provide quality controls/checks with regards to proof-ready, especially when it comes to the translated languages =10%
· Provide both =20%

	20%

	Relevant Experience with portfolio of work: 
Bidder to provide evidence of experience in the design of menus and wine lists and design work for hospitality (hospitality examples can be derived from aviation or 5 star hotels or restaurants). A portfolio of past work to be submitted with at least 3 examples to be given of similar previous work completed from the past 3 years. The portfolio of past work has to explain: what the brief was, the thought process and the execution to creative 
· Bidder has provided at least 3 examples or more of similar previous work and has included the brief, thought process and creative= 20% 
· Bidder has provided at least 2 examples or more of similar previous work and has included the brief, thought process and creative = 10% 
· Bidder has provided one examples of similar previous work = 5% 
	

20%

	Service delivery: Bidder’s production capacity. Bidder to give timelines for the delivery for delivery of design for Business Class menus and wine lists. 
· Bidder can submit design work within 2 to 3 weeks = 20% 
· Bidder can submit design work within 4 to 5 weeks = 10% 
· Bidder can submit design work within more than 5 weeks = 0% 
	
20%

	Reference Letters:
The Bidder must provide contactable reference /recommendation letters from clients for similar work of equivalent complexity done within a period not older than five years 
Note: The following scoring matrix will be used to evaluate this criterion:                                                                                         
· Three reference letters relevant to the category      = 20% points
· Two reference letters relevant to the category        = 10% points
· One reference letter relevant to the category        = 5%
The information provided must be supported by reference letters on the client’s letter head testifying successful service delivery OR a list of clients with contact details, nature of work and key milestones of services delivered.

	

20%

	TOTAL
	100%

	THRESHOLD (Informed by potential Risk) established out of 100% assigned to functionality)
	75%



Only bids proposals who pass the threshold of 75% will further be evaluated against the preferential criteria  

PHASE 2 - Preference Point System


4.3 Preferential evaluation criteria 

	Criteria
	Points

	Price
	80

	BBBEE
	20

	Total
	100 points





4.4 STANDARD CONDITIONS FOR REQUEST FOR QUOTATION

Conditions:

4 
4.1 
4.2 
4.3 
4.4.1 All prices quoted must be exclusive of Value Added Tax (VAT).
4.4.2 All goods/services purchased will be subject to SAA Conditions of Contract and Order, available when requested.
4.4.3 All prices submitted must be firm. “Firm” prices are deemed to be fixed prices, which are only subject to the following statutory changes, namely VAT.
4.4.4 Note: Although SAA would prefer to award this contract to one service provider, it remains at our discretion to award the functions of the manufacturing of this product to the company that will provide us with excellent & prompt service.  SAA is thus not obligated to award this quote to any bidder.  SAA is entitled to retract this quote at any time as from date of issue, without any refunds whatsoever.  SAA is not obligated to award this quote to the bidder that quotes the lowest.
4.4.5 Service, pricing and availability will be taken into consideration.
4.4.6 Pricing should be given based an individual component that would make up the solution based on technical and functional requirements. 

THE FOLLOWING MUST ACCOMPANY YOUR QUOTE
	 SAA Vendor application and supporting documents. Refer to Annexure 1
· SBD 1 Document. Refer to Annexure 2
· SBD 2 Document. Refer to Annexure 3
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