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[bookmark: _Toc179903448][bookmark: _Toc184211018]PHASE 1 BUSINESS REQUIREMENTS
Listed below are business requirements that will be delivered and met by the solution. 
	
	Requirements Description
	Compliant?

	BR1
Phase 1
	SCM Documents
	Current process
	Digitalization
	Yes
	No

	
	Business case, SOW, Demand requisitions, Recommendation to award, request for cancellation, Request for restricted bid, briefing sessions register, Ratification template, extension of validity period, feedback to negotiations report, Letter of award, Confidentiality and declaration of interest, modification report, opening of bids register, Recommended bidder checklist.

	Templates are retrieved from SharePoint
	Templates should be available/downloadable for distinct categories of SCM documents e.g., Demand requisitions, expense bid documents, revenue bid documents etc.
Once documents are uploaded, they must not be deleted.
The document can be modified by keeping historical dates and versions, and who modified them.
	
	

	
	
	
	The document should go through the workflow for sign off.
	
	

	
	
	
	The ability to produce PDF reporting of Documents.
	
	

	BR2
Phase1
	Restricted bid Process
	Current Process
	Digitalization
	Yes
	

	
	Restricted bid template
	The process is currently manually
	Templates should be online to populate, highlight and select from the 3 reasons for restricting bids. After completion it goes through the business flow (end user, line manager) for approval. The buyer can send to the Adjudication committee for inclusion in the agenda pack for consideration according to the amount requested for approval. System to link with DLA process for the report to be resolved by the relevant committee. The supporting documents should be included when sending this report. 
	
	

	
	The mandate from the adjudication committee
	Manual process received via email from secretariate
	The mandate should be generated on the system and transmitted electronically to Buyer. 
	
	

	
	Invite bidder/bidders
	Manual process received via email
	The tender document template is to be digitalized, completed and approved by BSC/BEC before inviting the bidder to respond to the tender invitation. 
	
	

	
	Bidder/bidders response
	Currently the process is via email/physically
	The system should be able to allow all bidders to upload their response online within the given closing date and time. The restricted bid, the system should generate the restriction bid number.
	
	

	
	Revert to Evaluation process, Adjudication process, contracting process.
	
	
	
	

	BR3
Phase 1
	Tender initiation
	Current process
	Digitalization
	Yes
	No

	
	Budget approvals and Demand Requisition (Scope of Work)
	Purchase Requisition reference number is generated through Oracle, and the Demand Requisitions are generated through SCM registry. Purchase Requisition (is for request form R0 to R5 000 000) and Demand Requisitions (request above R5 000 000)
	To make a new request, a new reference number must be allocated to the request. This must be carried out through the full procurement process. When the request is logged the end user should have the ability to complete the request in one go or be able to return to the system to complete. The system should be returned to the requester for any request not completed in 7days.
	
	

	
	
	
	Unique reference numbers need to be generated when the source document is logged in to trigger the procurement process. This must be carried out through the full procurement process. There must be a code allocated per airport. E.g. ORTIA(Airport)_2025(Year)_0001(number).
	
	

	
	
	Business send Demand Requisition to Demand management via email
	The new request must be sent to SCM demand planning for review. The demand requisition form must include proposed BSC/BEC members.
	
	

	
	
	
	The Demand planning must have the ability to review, approve or decline a request. If approved the workflow should proceed to SCM management for buyer allocation. If declined, workflow should revert to end user with reason.
	
	

	
	
	
	The request must move to the buyer request queue. SCM will allocate a Buyer on the system.
	
	

	
	BSC/BEC Appointment letters and Declaration of Interest Forms
	Generated Manual using an SCM template
	(Ideally the appointment would happen in the form of a link) If this request can’t be done via link we can have a tab to attach/upload the BSC/BEC appointment letters.
A standard template on the system that SCM officials need to send via the system to the appointed members to accept nomination and declare online if they have any interest in the tender.
	
	

	
	
	
	For all the requirements mentioned above if can’t be done as requested a tab/button can be used to upload/attach the documents.
	
	

	BR4
Phase 1
	Reporting Process (Procurement Plan)
	Current Process
	Digitalization
	Yes
	No

	
	Reporting process
	The process is currently manual 
	Management can run a report on the status of Demand Requisition, a tracker that will determine the number of days DR has been allocated at what stage the process is in and future. When BEC members are planning to complete evaluations targeted adjudication date. The system will be encrypted with the suggested completion of each sourcing event and alert Buyer to whether it is still on target or not. The system should be able to give a realist view of how long it takes for the tender process to be completed.
	
	

	BR5
Phase 1
	Tender preparation
	Current process
	Digitalization
	Yes
	No

	
	RFP/RFQ document preparation
	Manual process with BSC
	The SCM official prepares the documentation and uploads it to the system.
	
	

	
	Bid Specification minutes
	Manual process
	A signed populated template will be uploaded to the system.
	
	

	
	Tender Preparation meetings held via MS Teams or Physical
	Online
	MS Teams and AI for Minutes
	
	

	
	Bid Specification committee drafts tender document and contract. Using SCM templates
	Manual process
	A prepopulated template on the system where SCM official needs to populate only tender specific information, i.e., scope of work pricing schedule, implementation dates. Once done it can be shared with BSC/BEC members to review and approve for issue
	
	

	
	Final Bid Approval before issue via MS Teams, email or physical. Captures in the Specification minutes
	Physical meeting or via MS Teams
	System template that will pose a question to all BSC/BEC members if they agree to issuing the tender Yes/No and further comments. The sequence to be followed should start with BSC/BEC members, and the final should be sealed by the buyer.
	
	

	
	Advertising of tender on National Treasury e-Tender Portal, ACSA Tender Bulletin and CIDB website (if construction related tender)
	Manual Process
	The solution must integrate with ACSA Tender Bulletin. But a link for national treasury e-Tender Portal, CIDB i-Tender can be found to redirect to their sites. (This is a non-evaluatable requirement)
	
	

	
	Briefing session meetings with Bidders
	Physical at the airport or via MS Team
	Physical at the airport or via MS Teams (must be downloaded before deleted). The attendance registers to be recorded on the system. (This is a non-evaluatable requirement)
	
	

	
	Briefing session minutes
	Manual process
	A signed populated template will be uploaded to the system.
	
	

	
	Tender closing
	Tender Box or via email
	A platform where bidders submit the tender that can be auditable by ACSA. If bid closes at 12H00 the system will automatically refuse to accept submissions after the date and time lapses. This system should be able to accept huge volumes of bid documents. Once closed, SCM Official can see the documents received after the set closing date and time. The user should be able to review and share with Bid Evaluation members (the access for BEC members should be limited to a certain period). This system must generate a report of the name of the tender and exact time bids were received. Should be able to reflect when a tender was reviewed, by who and how many times. Register of received bids to be recorded.
	
	

	BR6
Phase 1
	Meeting minutes
	Current Process
	Digitalization
	Yes
	No

	
	Meeting minutes
	There is a struggle with receiving minutes after an engagement (during BSC/BEC, briefings, evaluations etc.)
	There should be an automated process within the SCM system that automatically sends meeting minutes to all relevant stakeholders immediately after the meeting concludes. (This is a non-evaluatable requirement)
	
	

	BR7
Phase 1
	Evaluation Process
	Current Process
	Digitalization
	Yes
	No

	
	Appointment letters of Bid Evaluation Committee and Declaration of Interest forms
	Generated Manual using an SCM template
	A standard template on the system that SCM officials need to send via the system to the appointed members to accept nominations and declare online if they have any interest in the tender.
	
	

	
	Scoring sheets from Bid evaluation committee for each evaluation stage
	Manual process of going through the submitted documents from bidders and checking if they meet the evaluation requirement.
	The system should have a tick box if bidders meet the requirement or not. Once BSC/BEC member is done evaluating, SCM official and other members can view the scoring sheet. The system must ensure that the scoring sheets are signed by the individual BEC members and the BEC chairperson. (This is a non-evaluatable requirement)
	
	

	BR8
Phase1
	Post Evaluation Process
	Current Process
	Digitalization
	Yes
	No

	
	Request for Probity and appointment (if applicable)
	Manual process. A memo is sent to the SCM GM for approval before the end user can create a PR in the system.
	A standard template on the system for SCM officials to populate and SCM GM can approve and go to internal audit for execution. The BEC chair will request for probity with reasons, approval workflow will be sent to the GM once granted, an internal probity request will be sent to enterprise security and compliance or internal audit. (This is a non-evaluatable requirement)
	
	

	
	Recommendation report

	Completed manually using recommendation to award template
	Probity report to be uploaded from external. (A tab/button to attach the report)
	
	

	BR9
Phase 1
	Adjudication Process
	Current Process
	Digitalization
	Yes
	No

	
	The mandate from the adjudication committee
	Manual process received via email from secretariate
	The mandate should be generated on the system and transmitted electronically to the Buyer.
	
	

	BR10
Phase1
	Award Process
	Current Process
	Digitalization
	Yes
	No

	
	Notice of intent to award 
	Completed manually using SCM template
	The notice of intent to award to be generated on the system and transmitted to applicable DLA for approval. Once approved, the buyer can send it to the Bidder. On the system the bidder should be able to respond if they accept the award.
	
	

	
	Regret letters
	Completed manually using SCM template
	The regret letter to be generated on the system and transmitted to applicable DLA for approval. Once approved, the buyer can send it to the Bidder. (This to be done on the system)
	
	

	BR11
Phase1
	Contract Process
	Current Process
	Digitalization
	Yes
	No

	
	Contract Process
	Contract Process which is already digitized
	Key is linking the Contract Number and Blanked Purchase Order number with the Demand Requisition Number (Tender no.). This will allow for proper historical trail of events
	
	

	BR12
Phase 1
	Cancellation Process
	Current Process
	Digitalization
	Yes
	No

	
	SCM Cancellation template is completed if there is no recommended bidder for a sourcing process. 
	1. Templates are completed manually highlighting the 4 regulated reasons for cancellation: (1. Due to changed circumstances, there is no longer a need for the goods or services specified in the invitation;
2. Funds are no longer available to cover the total envisaged expenditure;
3. No acceptable tender is received; or
4. There is a material irregularity in the tender process.)
	Templates should be online to populate, highlight and select from the 4 regulated reasons for cancellation. The system should generate the report and SCM officials must only populate certain fields for the report to be completed and shared with BSC/BEC members who must approve it via system. The buyer can send them to the Adjudication committee for inclusion in the agenda pack for consideration according to the amount requested for approval. System to link with DLA process for the report to be resolved by the relevant committee. The supporting documents should be included when sending this report.
	
	

	
	The mandate from the adjudication committee
	Manual process received via email from secretariate
	The mandate should be generated on the system and transmitted electronically to Buyer.
	
	

	
	Notice of cancellation
	Completed manually using SCM template
	The notice of cancellation to be generated on the system and transmitted to all bidders who tendered. 
	
	

	BR13
Phase1
	Contract Modification
	Current Process
	Digitalization
	Yes
	No

	
	Contract modification template
	The process is currently manual (The 3 reasons for modification are scope
,duration, amount)
	Templates should be online to populate, highlight and select from the 3 reasons for modification. After completion it goes through the business flow (contract user, manager, executive) for approval. The buyer can send to the Adjudication committee for inclusion in the agenda pack for consideration according to the amount requested for approval. System to link with DLA process for the report to be resolved by the relevant committee. The supporting documents should be included when sending this report. 
	
	

	
	The mandate from the adjudication committee
	Manual process received via email from secretariate
	The mandate should be generated on the system and transmitted electronically to Buyer. 
	
	

	
	The mandate from BAC, completed contract modification template (mandate, proof of mandate, quotation, previous addendum, original contract)
	The process is manual
	The system should have a button that allows legal to be able to populate the addendum template. The contract specialist will complete the template and send it to the supplier to sign.



	
	

	BR14
Phase1
	User profile management 
	Current Process
	Digitalization
	Yes
	No

	
	
	None
	The system must manage user registrations and user profiles.
	
	

	
	
	
	
	
	

	BR15
Phase1
	System integration  
	Current Process
	Digitalization
	Yes
	No

	
	
	
	The system must be designed in such a way that it can be integrated to other ACSA Systems
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