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REQUEST FOR QUOTATION
1 x DIGITAL VIDEO CONTENT COMMUNICATION SPECIALIST UP TO 12 MONTHS


1 INTRODUCTION
The purpose of the RFQ is to establish a contract for the acquisition of Digital Content Specialist resource for up to 12 months.


2 BACKGROUND
PRASA ICT has launched an internal initiative to deploy intelligent digital boardroom solutions aimed at enhancing collaboration within the ICT team. In Phase 1 of the project, selected meeting rooms across Gauteng, KwaZulu-Natal, Eastern Cape, and Western Cape which have now been equipped with advanced video conferencing technology. This includes the installation of at least 15 intelligent screen monitors with network connectivity in Gauteng, along with additional screens deployed in key PRASA regional offices.
PRASA ICT is seeking support in the form of a dedicated resource to manage and distribute digital content across smaller display screens located in pause areas and offices. Additionally, relevant content will be delivered to two large screens situated in the ICT War Room on Basement 1 at UMJ House in Gauteng. This initiative aims to facilitate dynamic and effective communication across designated PRASA locations.
The resource will assist the ICT Department in delivering content across various domains, including but not limited to:
1. NetBotz & StructureWare data centre insights
2. Network performance dashboards
3. Cybersecurity monitoring dashboards
4. Service management dashboards
5. Human Capital Management (HCM) updates
6. Train scheduling calendar
7. Parliament Channel broadcasts
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8. News Channel updates
Content distribution will leverage existing OEM signage software where applicable. The individual will be contracted for an initial period of three months, with the possibility of renewal for up to twelve months, depending on performance and project requirements.

3 SCOPE OF WORK AND MINIMUM REQUIREMENT
A bidder is requested to submit a CV that meets the core requirements in the tables below and is available to be assigned to PRASA on award for 12-months.

3.1 Digital Content Specialist Requirements

	Core Responsibilities
	ICT Content sourcing:
Identify and acquire relevant ICT video content.
Content Scheduling:
Develop, manage, and automate the frequency of update.
Content Mapping:
Map relevant content to the consuming screens.
Content curation and quality control:
Review and approve content for quality, compliance, and brand standards in conjunction with ICT leadership.
Content Packaging:
Prepare and organize content for ICT internal broadcasting
Content Promotion:
Co-ordinate promotional activities for upcoming content.
Content Archiving:
Maintain and organize archiving activities for existing content.

	(MINIMUM REQUIREMENT)
	· 5+ years’ experience in Content Management.
· Technical knowledge of different display technologies across OEM e.g Huawei, Samsung, etc
· Familiarity with associated control systems for smart video board room technologies
· Knowledge of connectivity requirements for smart video technologies
· Ability to diagnose ad resolving technical issues for at least Huawei and Samsung
· Ability to identify and replace/source missing parts where needed
· Strong experience of working on Digital Signage technologies.
· Relevant experience in content communication
· Experience facilitating workshops with technical and non-technical resources to document functional and nonfunctional solution requirements.
· Management, organizational and people skill

	Must-have Skills and experience
	



	
	· Strong leadership skills
· Strong written and verbal communication skills
· Assertive and confident
· Strong Stakeholder Relationship Management

	(MINIMUM REQUIREMENT)
Minimum Qualifications
	· Minimum – Matric / Grade 12
· Minimum 3-year post matric tertiary qualification (Degree/Diploma)

· Relevant content or communication qualification



3.2 Other Requirements

· Bidders will be required to provide PRASA with suitably qualified resources within 14 days of receiving a request from PRASA. The resources MUST meet PRASA’s minimum requirements.
· PRASA reserves the right to request change/replacement of a resource if the resource is found not to meet the performance level required by PRASA.
· PRASA reserves the right to test the skill level of resources that are being proposed for contracting on relevant technologies and understanding of related ICT environment.


4 SUPPLIERS BRIEFING

· There will be no supplier briefing session.

5 EVALUATION PROCESS
Interested bidders for this project shall be evaluated in terms of their administrative responsiveness, substantive responsiveness, technical/functional (capacity testing) evaluation and preference points. The evaluation committee shall use the following Evaluation Criteria depicted in table below for the selection of the preferred bidder that shall render / deliver the required works, goods and / or services.

	EVALUATION PROCESS

	Stage 1A - Mandatory Compliance
	Substantive responsiveness (mandatory)

	Stage 1B - Basic Compliance
	Administrative Responsiveness

	Stage 2

	Technical/Functional Criteria
	Testing	of	capacity	–	meet	minimum
threshold of 70%.

	Stage 3
Preference Points

	Price
	80

	Specific Goals
	20

	TOTAL
	100


Evaluation criteria for the selection of a potential bidder
5.1 STAGE 1 - Mandatory and Basic Compliance Requirements (Substantive and Administrative Responsiveness)

5.1.1 Stage	1A	-	Mandatory	Compliance	Requirements	(Substantive Responsiveness)
If a supplier / bidder does not submit the following documents the Proposal will be disqualified automatically:

	No.
	Description of requirement
	Compliant

	a)
	Signed Joint Venture, Sub Contract, Consortium Agreement or
Partnering Agreement (whichever is applicable)
	

	b)
	The bidder is required to submit a consent letter / form signed by the resource whose CV is being submitted. The consent letter must be dated not older than 60 days from the publication date of the RFQ. (sample consent letter provided – annexure B). The CV will not be
considered if the signed consent letter is not submitted.
	

	c)
	Hourly rate pricing provided as per Annexure A: Pricing Schedule.
	




5.1.2 Stage	1B	-	Basic	Compliance	Requirements	(Administrative Responsiveness)

If you do not submit the following basic compliance documents your bid may be disqualified and these documents must be made available within a specified period should an award be made: e.g 7 days


	No.
	Description of requirement
	Compliant

	a)
	Completion of ALL RFP documentation (includes ALL declarations, ALL Standard Bidding Documents (SBD) and Commissioner of Oath
signatures required)
	

	b)
	Original or certified B-BBEE certificate issued by SANAS (Certificates
issued by IRBA and Accounting Officers have been discontinued,
	

	
	however valid certificates already issued before 1 January 2017 may be used until they phase out completely by December 2017) Bidder to include Affidavit for QSEs and EMEs.
In cases of JVs or consortiums, a combined B-BBEE certificate in the
name of the JV/Consortium must be submitted
	

	c)
	CSD supplier registration number (should a bidder not registered on
CSD, the bidder will be afforded 14 days after the closing date to register accordingly)
	

	d)
	A valid and Original Tax Clearance Certificate (valid as at the closing
date of this RFP) Or supply SARS Pin
	

	e)
	Company registration documents
	

	f)
	Copies of Directors’ ID documents
	




5.2 STAGE 2 - Technical / Functionality Requirements
Qualifying bidders shall be evaluated on technicality / functionality after meeting all compliance requirements outlined above. The minimum threshold for the technical/functionality requirements is 70%. Bidders who score below the minimum requirement shall not be considered for further evaluation in stage 3.

	ITEM
	CRITERIA
	WEIGHT

	1
	Individual or Company Experience
	25

	2
	Content Specialist X1
	75

	
	TOTAL
	100



Details of the scoring methodology presented above are outlined below:
(Points are allocated/calculated out of 5).


	Criteria
	Experience Evidence required
	Maximum
Score / Weights

	Company Experience
	25

	Company Experience

The bidder must submit verifiable reference letters in clients’ letterheads for providing Content Management resources.
	Number of Completed Similar Projects
Client’s Letterheads:
· Three or more Reference letters attached
=5 points
· Two Reference letters attached
=3 points
· One Reference letter attached
=1 point


Failure to meet the above = 0 Points
	25

	Expertise (individual)
	75

	Digital Content Specialist



CV and certified copies of all qualifications must be included.
	Individual
· Minimum – Matric / Grade 12
· Minimum	3-year	post	matric tertiary qualification (Degree/Diploma)
· Knowledgeable with content publishing
· 5+	Experience	in	Digital	Content Management
= 5 Points

Failure to meet the above = 0 Points
	75

	Total points
	100



5.3 STAGE 3 - Pricing and Specific Goals


The following formula, shall be used to allocate scores to the interested bidders: The maximum points for this tender are allocated as follows:


	Details
	Points

	Price
	80

	Specific Goals
	20

	Total Points for Price and Specific Goals
	100





FORMULAE FOR PROCUREMENT OF GOODS AND SERVICES POINTS AWARDED FOR PRICE THE 80/20 PREFERENCE POINT SYSTEMS
A maximum of 80 points is allocated for price on the following basis:

80/20
PS = 80 (1−Pt−PminPmin)

Where
Ps = Points scored for price of tender under consideration Pt = Price of tender under consideration
Pmin = Price of lowest acceptable tender

POINTS AWARDED FOR SPECIFIC GOALS

In terms of Regulation 4(2); 5(2); 6(2) and 7(2) of the Preferential Procurement Regulations, preference points must be awarded for specific goals stated in the tender.


For the purposes of this tender the tenderer will be allocated points based on the goals stated in table 1 below as may be supported by proof/ documentation stated in the conditions of this tender:

Table 1: Specific goals for the tender and points claimed are indicated per the table below.
Note to tenderers: The tenderer must indicate how they claim points for each preference point system.)

	The specific goals allocated points in terms of this RFQ
	Returnables
	Number of points allocated (80/20 system) (To be completed by the organ of state)
	Number of points claimed (80/20 system) (To be completed by the tenderer)

	Black	Women Owned
	Certified copy of ID Documents	of	the
Owners
	04
	

	Black Youth Owned
	Certified copy of ID Documents	of	the
Owners
	04
	

	Owned by Black People	with Disability
	Certified copy of ID Documents of the Owners and Doctor’s note confirming the Disability
	04
	

	Entities with B- BBEEE contributor status of at least level 2
	B-BBEE Certificate / Affidavit
	04
	

	EME or QSE 51%
Black Owned
	Audited	Annual
Financial/	B-BBEE Certificate / Affidavit
	04
	







ANNEXURE A: PRICING SCHEDULE


	ITEM
	DESCRIPTION
	Hourly Rate (Excl. VAT)

	
	
	R
	C

	01
	1 x Digital Content Specialist
	
	

	
	VAT on the Hourly rate
	
	

	
	Hourly Rate Including VAT
	
	



The bidder MUST provide Hourly Rate (Incl. Vat) per resource in the table above. The rate is to be fixed for the contract term of up to 12 months. The appointment will be capped at 1,920 hours over the contract term of 12 months.
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ANNEXURE B – TEMPLATE FOR CONSENT LETTER

Dear Sir/Madam


Permission letter to submit my CV for Digital Content Specialist role


I …………….(full names), ID Number	gives (bidder company name) the right to use my
Curriculum Vitae for submission at PRASA for RFQ for Digital Content Specialist RFQ (insert RFQ number).


Kind regards


(signature)	
Mr/Ms xxxxxxxxxxxx


Date: xxxxxx
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ANNEXURE C – REFERENCES


	Company Name
	Contract Name
	Contract Value (R value)
	Period and Duration
(start date / end date)
	Contact Person
	Contact Details
(Telephone Number and Email)
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