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STATE INFORMATION TECHNOLOGY AGENCY (SOC) LTD
Registration number 1999/001899/30
	
BID SPECIFICATION
	RFB REF. NO:
	0000000929

	DESCRIPTION
	Request for the Rendering of Professional Services regarding Microfilm and Fiche Archiving as well as Technical Maintenance and Support of Department of Defence (DOD) Microfilm Equipment for a period of three (3) years

	PUBLICATION DATE
	06 SEPTEMBER 2021

	LINK
	https://ww1.gcommerce.gov.za/iss/login.aspx

	CLOSING DATE FOR QUESTIONS / QUERIES
	13 SEPTEMBER 2021

	RFB CLOSING DETAILS
	DATE:  27 September 2021
TIME: 11:00 (SOUTH AFRICAN TIME)
https://ww1.gcommerce.gov.za/iss/login.aspx

	RFB VALIDITY PERIOD
	120 DAYS FROM THE CLOSING DATE


PROSPECTIVE BIDDERS MUST REGISTER ON NATIONAL TREASURY’S CENTRAL SUPPLIER DATABASE PRIOR TO SUBMITTING BIDS.
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[bookmark: _Toc77115016]INTRODUCTION
[bookmark: _Toc77115017][bookmark: _Toc435315878]PURPOSE AND BACKGROUND
[bookmark: _Toc77115018]PURPOSE
The purpose of this Request for Bid (RFB) is to invite suppliers (hereinafter referred to as “bidders”) to submit bids for “Professional services for microfilm and fiche archiving with technical maintenance and support of Department of Defence (DOD) for a period of three years”. 
[bookmark: _Toc435315879][bookmark: _Toc77115019]BACKGROUND
[bookmark: _Hlk69817716]Microfilm archiving professional services and equipment maintenance and support are rendered to the Department of Defence (DOD), specifically the Command and Management Information Systems Division (CMIS Div) Documentation Centre (Doc C) and South African Military Health Service (SAMHS). 
[bookmark: _Hlk69978397][bookmark: _Hlk69817980]
The following volumes of micro films and fiches are stored:
a) 35 000 16mm and 35mm microfilm rolls.
b) 520 Trays of microfiches.  Tray dimensions are approximately 35cm x 20cm.
There are five (05) sites where the microfilm archiving services and support need to be rendered.  The equipment at these sites are DOD owned. 
Table 1: DOD Sites and Equipment
	Serial No
	DOD Site
	DOD Equipment
	Dedicated Printer

	1
	1 Military Hospital - Thaba Tshwane, Pretoria
	Kodak 3000DSV Digital Reader Printer
	Yes
Konica Minolta MSP3500

	2
	2 Military Hospital - Wynberg, Cape Town
	Kodak 3000DSV Digital Reader Printer
	Yes
Konica Minolta MSP3500

	3
	3 Military Hospital – Bloemfontein
	Kodak 3000DSV Digital Reader Printer
	Yes
Konica Minolta MSP3500

	4
	Institute for Aviation Medicine – Centurion
	Kodak 3000DSV Digital Reader Printer
	Yes
Konica Minolta MSP3500

	5
	Documentation Centre - Irene, Centurion
	Kodak 3000DSV Digital Reader Printer
	Yes
Konica Minolta MSP3500





[bookmark: _Toc77115020]SCOPE OF BID
[bookmark: _Toc77115021]SCOPE OF WORK
The scope of work is to provide the professional services for microfilm and microfiche archiving with technical maintenance and support of DOD microfilm equipment for 3 years. 
[bookmark: _Hlk69977772]The scope of professional service, maintenance and support to be delivered are listed and explained in the table below. 
[bookmark: _Toc48052183][bookmark: _Toc48052118]Table 2: List of Microfilm Archiving Services and Support to be delivered :
	[bookmark: _Hlk69977724]Serial no
	Service and Support
	Service and Support Description

	1
	Storage of master microfilm and fiches

	Provision of a storage facility (i.e. vault) for master microfilms and fiches that is compliant with SANS 10141:2011. 
Strict access control measures to the storage vault facility must be in place.  

	2
	Retrieval and duplication of master microfilm and fiches.
	Retrieval of masters in the case where duplication is required.  
The duplicate must be in digital format, .pdf.
Master copies are not allowed to be removed from the vault without authorisation from the DOD.
The service provider must manage and maintain an index to the records in the storage vault facility to facilitate the retrieval of records on request.

	3
	Delivery of duplicated records to the DOD
	Deliver digital copies of master films and fiches as per service request.
Duplicates requested must reach the requestor within 48 hours from logging a call at the service provider. 

	4
	Provision of a call desk
	Provide a centralised call desk to receive and coordinate all telephonic user requests for maintenance and support.
The call desk must be available during official office hours.
A register of all logged calls must be kept.

	5
	Onsite training and skills transfer
	Provide onsite training and/or refresher training on how to operate equipment as and when required. 

	6
	Quality assurance of storage facility
	Provide quality assurance of storage facility by conducting an annual audit of the storage facility to ensure the facility complies with SANS 10141:2011.  
The auditor must be contracted by the service provider, and vetted by SITA.

	7
	Site inspections support
	Participate and provide support to the DOD and SITA representatives to annually assess and make formal recommendations with regards to operational issues, processes and work areas.

	8
	Maintenance and technical support of equipment
	Maintenance and support of Microfilm Reader Printers per site.

	9
	Supply of consumables
	Consumables must be delivered on location to the client within 48 hours from logging a call with the bidder. 



[bookmark: _Toc77115022]DELIVERY ADDRESS
The goods or services must be supplied or provided at the following physical addresses. 
Table 3: Service Delivery Addresses
	No
	Physical Address

	1
	1 Military Hospital - Thaba Tshwane, Pretoria

	2
	2 Military Hospital - Wynberg, Cape Town

	3
	3 Military Hospital – Bloemfontein

	4
	Institute for Aviation Medicine – Centurion

	5
	Documentation Centre - Irene, Centurion



[bookmark: _Toc435315881][bookmark: _Toc77115023]CUSTOMER CURRENT INFRASTRUCTURE AND ENVIRONMENT
[bookmark: _Toc435315882]There are five (05) sites where the microfilm archiving services are being rendered: 
a) 1 Military Hospital - Thaba Tshwane, Pretoria;
b) 2 Military Hospital - Wynberg, Cape Town;
c) 3 Military Hospital – Bloemfontein; 
d) Institute for Aviation Medicine – Centurion; and 
e) Documentation Centre - Irene, Centurion.
At each site a Kodak 3000DSV Digital Reader Printer (16mm that reads both microfilms and fiches) is installed with a dedicated Konica Minolta MSP3500 printer.
[bookmark: _Toc77115024]REQUIREMENTS

[bookmark: _Toc435315884][bookmark: _Toc77115025]PRODUCT REQUIREMENT
a) The equipment as indicated in Table 1: DOD Sites and Equipment is declared serviceable by the current service provider, and due to low usage should be serviceable for the duration of this contract (3 years).
b) Bidders to support and maintain the identified equipment.
[bookmark: _Toc435315886][bookmark: _Toc77115026]SERVICES REQUIREMENTS
[bookmark: _Toc435315887]Table 4: Service Requirements
	Serial no
	Service and Support (Milestones)
	Service and Support Description
	Timelines

	1
	Storage of master microfilm and fiches

	Provision of a storage facility (i.e. vault) for master microfilms and fiches that is compliant with SANS 10141:2011. 
	For the duration of the contract.

	2
	Retrieval and duplication of master microfilm and fiches.
	Retrieval of masters in the case where duplication is required.  
The duplicate must be in digital format, .pdf, as per service request.
Masters are not allowed to leave the vault.  
	Retrieval and duplication of masters as per service request.


	3
	Delivery of duplicated records to the DOD
	Deliver digital copies of master films and fiches as per service request.
	Duplicates requested must reach the requestor within 48 hours from logging a call with the service provider.

	4
	Provision of a call desk
	Provide a centralised call desk to receive and coordinate all telephonic user requests for support.
A register of all logged calls must be kept.
	The call desk must be available during official office hours.


	5
	Onsite training and skills transfer
	Provide onsite training and/or refresher training on how to operate equipment as and when required. 
	As per service request.

	6
	Quality assurance of storage facility
	Provide quality assurance of storage facility by conducting an annual audit of the storage facility to ensure the facility complies with SANS 10141:2011.  
The auditor must be contracted by the service provider, and vetted by SITA.
	Once a year, as per service request.

	7
	Site inspections support
	Provide support to the DOD and SITA representatives to annually assess and make formal recommendations with regards to operational issues, processes and work areas.
	Once a year, as per service request.

	8
	Maintenance and technical support of equipment
	Maintenance and support of Microfilm Reader Printers per site.
	Preventative maintenance as per bidder’s schedule.
Corrective maintenance as per service request.
Technical support as per service request.

	9
	Supply of consumables
	Consumables must be delivered on location to the client within 48 hours from logging a call with the bidder. 
	As per service request.


[bookmark: _Toc77115027][bookmark: _GoBack]BID EVALUATION STAGES
1. The bid evaluation process consists of several stages that are applicable according to the nature of the bid as defined in the table below.
	Stage
	Description
	Applicable for this bid

	Stage 1	
	Administrative pre-qualification verification
	YES

	Stage 2A
	Technical Mandatory requirement evaluation
	YES

	Stage 2B
	Demonstration requirement evaluation
	YES

	Stage 3
	Special Conditions of Contract verification
	YES

	Stage 4	
	Price / B-BBEE evaluation
	YES



1. The bidder must qualify for each stage to be eligible to proceed to the next stage of the evaluation.
[bookmark: _Toc435315888][bookmark: _Toc77115028]ADMINISTRATIVE PRE-QUALIFICATION
[bookmark: _Toc77115029][bookmark: _Toc435315889]ADMINISTRATIVE PRE-QUALIFICATION REQUIREMENTS
[bookmark: _Toc77115030]ADMINISTRATIVE PRE-QUALIFICATION VERIFICATION
(1) The bidder must comply with ALL of the bid pre-qualification requirements in order for the bid to be accepted for evaluation.
(2) If the Bidder failed to comply with any of the administrative pre-qualification requirements, or if SITA is unable to verify whether the pre-qualification requirements are met, then SITA reserves the right to – 
(a) Reject the bid and not evaluate it, or
(b) Accept the bid for evaluation, on condition that the Bidder must submit within 7 (seven) days any supplementary information to achieve full compliance, provided that the supplementary information is administrative and not substantive in nature.
[bookmark: _Toc435315890][bookmark: _Toc77115031]ADMINISTRATIVE PRE-QUALIFICATION REQUIREMENTS
(1) Submission of bid response: The bidder has submitted a bid response documentation pack 
(a) that was delivered at the correct physical or postal address and within the stipulated date and time as specified in the “Invitation to Bid” cover page, and;
(b) in the correct format as one original document, two copies and one memory stick.
(2) Attendance of briefing session: No briefing session is required.
(3) Registered Supplier. The bidder is, in terms of National Treasury Instruction Note 3 of 2016/17, registered as a Supplier on National Treasury Central Supplier Database (CSD).

[bookmark: _Toc435315891]
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[bookmark: _Toc77115032]TECHNICAL MANDATORY, FUNCTIONALITY AND PROOF OF CONCEPT REQUIREMENTS
[bookmark: _Toc77115033][bookmark: _Toc435315892]TECHNICAL MANDATORY
[bookmark: _Toc77115034]INSTRUCTION AND EVALUATION CRITERIA
1. [bookmark: _Toc435315893]The bidder must comply with ALL the requirements by providing substantiating evidence in the form of documentation or information, failing which it will be regarded as “NOT COMPLY”.
1. The bidder must provide a unique reference number (e.g. binder/folio, chapter, section, page) to locate substantiating evidence in the bid response. During evaluation, SITA reserves the right to treat substantiation evidence that cannot be located in the bid response as “NOT COMPLY”.
1. The bidder must complete the declaration of compliance as per section 6.3 below by marking with an “X” either “COMPLY”, or “NOT COMPLY” with ALL of the technical mandatory requirements, failing which it will be regarded as “NOT COMPLY”.
(5) The bidder must comply with ALL the TECHNICAL MANDATORY REQUIREMENTS in order for the bid to proceed to the next stage of the evaluation.
(6) No URL references or links will be accepted as evidence.













[bookmark: _Ref455335758][bookmark: _Toc77115035]TECHNICAL MANDATORY REQUIREMENTS
[bookmark: _Toc435315895]
	TECHNICAL MANDATORY REQUIREMENTS
	Substantiating evidence of compliance
(used to evaluate bid)
	Evidence reference
(to be completed by bidder)

	1. BIDDER CERTIFICATION AND PROFICIENCY REQUIREMENTS
The bidder must be an accredited reseller or registered partner of both Kodak and Minolta (OEM/OSM) to provide technical maintenance and support for Microfilm and Microfiche archiving products.  
	Attach to ANNEX B a copy of a valid documentation (certificate, license, letter or an affidavit) indicating that the bidder is an accredited reseller or a registered partner of both Minolta and Kodak to provide technical maintenance and support services for Microfilm and Microfiche archiving products.

NB: SITA reserves the right to verify information provided.
	provide unique reference to locate substantiating evidence in the bid response – see Annex B (11.1)

	1. [bookmark: _Toc435315896][bookmark: _Toc77115036]BIDDER EXPERIENCE AND CAPABILITY REQUIREMENTS
The bidder must have provided the defined service to at least a customer(s) during the past three (3) years.

Reference(s) provided must cover the full scope of this bid. 
	Provide reference(s) of a customer(s) to whom the services for Microfilm and Microfiche were delivered in the last 3 years.




NB: SITA reserves the right to verify information provided.

	provide unique reference to locate substantiating evidence in the bid response – see Annex B (11.2): Table 5

	[bookmark: _Toc77115037]BIDDERS PRESENCE REQUIREMENTS

The bidder must have a vault or office around the Tshwane Area.
	
Attach to Annex B a copy of municipal bill or a lease rental agreement with a Landlord as proof of having a vault or an office around Tshwane Area. 

NB: SITA reserve the right to verify information provided.
	provide unique reference to locate substantiating evidence in the bid response – see Annex B (11.3)

	[bookmark: _Toc77115038]BIDDER CERTIFICATION AND COMPLIANCE REQUIREMENTS
The storage vault must be compliant with South African National Standards (SANS) 10141:2011 for the preservation of master copies of microfilm and microfiche records.
	

Attach to Annexure B a copy of a valid certificate indicating compliance with South African National Standards (SANS) 10141:2011 as evidence for the preservation of master copies of microfilm and microfiche records. 
NB: SITA reserve the right to verify information provided

The bidder will go through a POC / Demonstration.
	provide unique reference to locate substantiating evidence in the bid response – see Annex B (11.4)

	[bookmark: _Toc77115039]TECHNICAL MANDATORY FUNCTIONAL REQUIREMENT
[bookmark: _Toc77115040]The bidder must confirm compliance to the technical mandatory functional requirements.
	

The bidder must confirm that they comply with the Technical Mandatory Functional Requirements by completing ANNEXD: Addendum 1.
	<provide unique reference to locate substantiating evidence in the bid response – see Annex B section 11.5 and Annex C: Addendum 1>  




6.3 [bookmark: _Toc435315904][bookmark: _Ref455335890][bookmark: _Toc77115041]DECLARATION OF COMPLIANCE
	
	Comply
	Not Comply

	The bidder declares by indicating with an “X” in either the “COMPLY” or “NOT COMPLY” column that –

6. The bid complies with each and every TECHNICAL MANDATORY REQUIREMENT as specified in SECTION 6.2 above; AND
6. Each and every requirement specification is substantiated by evidence as proof of compliance.

	
	

	
	
	


[bookmark: _Toc435315906]
1. [bookmark: _Toc77115042][bookmark: _Toc435315916]PROOF OF CONCEPT / DEMONSTRATION

[bookmark: _Toc457915431][bookmark: _Toc77115043]INSTRUCTION AND EVALUATION CRITERIA
1) All the Proof of Concept (POC) requirements must be demonstrated in full. 
2) Evaluation per requirement. The evaluation (scoring) of bidders’ responses for POC requirements will be determined by the completeness, relevance and accuracy of demonstration. 
3) POC/ demonstration of Technical Mandatory requirements will be evaluated using “comply”/“not-comply”.
4) To be eligible to proceed to the next stage of the evaluation, the bidder must comply with all the POC requirements, 
[bookmark: _Toc435315919][bookmark: _Toc457915432][bookmark: _Toc77115044]PROOF OF CONCEPT REQUIREMENTS

	Reference
SANS 10141:2011 (Edition 4)
	Criteria
	Compliance
Yes/No
	Comments

	7
	Archival Vaults

	7.1
	Protective Storage

	7.1.2
	Any proposed storage area (including the inlet and outlet of the air-conditioning unit) shall be so designed and constructed that
	
	

	
	1. microfilms are protected from water, whatever its origin, and
	
	

	
	1. in the event of a fire in, or in the vicinity of the building, the temperature in the storage area will not exceed 120°C.
	
	

	7.1.3
	[bookmark: _Hlk77860499]Duplicate copies of microfilm must be placed in another storage area with conditions as described in this subclause, according to SANS 10141:2011 Ed 4).
	
	

	7.2
	Location and construction

	7.2.1
	Microfilm shall be stored in a vault that is located above basement levels, preferably above ground level. 
	
	

	
	If the building is not fire-resistant the vault shall be on a ground-supported floor. 
	
	

	
	Are the vault separate from short-term storage facilities, offices and work areas?
	
	

	7.2.2
	Construction

	7.2.2.1
	Does the vault have limited burglar resistance and a fire rating of at least 4 hours (SANS 10052)?
	
	

	
	Are the vault doors fire resisting doors (SANS 1015)?
	
	

	7.2.2.2
	The volume of the vault shall not exceed 150 m3 if microfilm is stored in combustible containers, or 300 m3 if non-combustible containers are used.
	
	

	7.2.2.3
	Are the floor of the vault at least 50 mm above the level of the floor outside the vault?
	
	

	7.2.2.4
	Are permanent fittings such as ceilings non-combustible?
	
	

	7.3 
	Services

	7.3.1 
	Air-conditioning systems

	7.3.1.1 
	Air. The air within the vault shall be so conditioned that
a)	the temperature is maintained in the range 15 °C to 20 °C, 
	
	

	
	b)	the relative humidity is maintained in the range 20% to 40%, 
	
	

	
	c) 	it contains no dust, smoke or harmful gas, 
	
	

	
	d)	it is maintained at a higher pressure than that outside the vault, and 
	
	

	
	e)	there are at least six air changes during any 24 h period, each air change introducing at least 10% clean, fresh air.
	
	

	7.3.1.2 
	Records.  
Are thermohydrographs used to continuously monitor the temperature and relative humidity of the air within the vault. 
	
	

	
	Are the recordings shall be available for inspection at any time.
	
	

	7.3.1.3
	Plant

	7.3.1.3.1 
	Does the air-conditioning plant service the vault exclusively?
	
	

	7.3.1.3.2 
	Are the plant housed external to, but preferably next to, the vault?
	
	

	7.3.1.3.3 
	Does the plant run off an uninterruptible power supply?
	
	

	7.3.1.3.4 
	Does the ducting design distribute the air throughout the vault?
	
	

	7.3.1.3.5 
	Does each duct have a fire damper (preferably of the type operated by combustion gas detectors) that closes at a temperature of 75 °C ± 5 °C or at a smoke density of 15%?
	
	

	7.3.1.3.6 
	Are there vents that have a width exceeding 120 mm?
	
	

	7.3.2 
	Fire protection systems

	
	Is the vault protected against fire by systems that use halon or carbon dioxide gas? (Sprinkler systems that use water shall not be used.)
	
	

	7.3.3 
	Water systems

	
	No water, sewage or drainage pipe shall pass through the vault.
	
	

	7.3.4
	Electrical systems

	7.3.4.1
	There shall be no power point or power skirting inside the vault.
	
	

	7.3.4.2
	Light fittings shall be adequately protected against breakages and fluorescent lamps shall have polycarbonate covers.
	
	

	7.3.4.3
	All wiring shall be run in metal conduits.
	
	

	7.3.4.4
	To ensure that personnel are not accidentally locked in the vault, a safety device such as a flicker light or buzzer shall be provided and shall operate on the same switch as the lights within the vault. 
	
	

	
	The switch shall be situated inside the vault.
	
	

	7.4 
	Finishes

	7.4.1
	General

	
	Plastics materials such as PVC floor tiles shall not be used in the vault. 
	
	

	
	Microfilm shall not be stored in a painted area until at least two weeks after painting has been completed.
	
	

	7.5
	Maintenance

	7.5.1 
	Smoking

	
	Under no circumstances shall smoking be permitted in the vault. 
	
	

	
	"NO SMOKING" signs shall be displayed.
	
	

	7.5.2 
	Light

	
	Normally film is kept in dark conditions. This is recommended practice, as light can be detrimental to some images.
	
	

	7.5.3 
	Security

	
	A safe that complies with the requirements of SANS 751 may be used to provide additional security within a vault.
	
	

	7.6 
	Inspection facilities

	
	Adequate facilities shall be provided for the inspection and viewing of films, and the conditions in rooms and areas used for these purposes shall be such that they comply with the provisions of 7.1, 7.3.1, 7.3.2, 7.3.3 and 7.5.1.
	
	

	8 
	Handling, storage and inspection of microfilm

	8.1 
	Handling procedures

	
	Proper handling of film is important. Good housekeeping and cleanliness are essential.
	
	

	8.2
	Storage procedures

	8.2.1 
	General

	
	Silver-gelatin microfilms shall not be stored in direct contact with other films that are of a different generic type (for example, diazo and vesicular) because of possible interactions. 
	
	

	
	Archival films shall not be stored in the same vault as nitrate-base films.
	
	

	
	Sheets shall not be so stacked and fiche shall not be so packed that they are subjected to high pressure in storage. 
	
	

	
	The lowest shelf or drawer shall be at least 200 mm above floor level.
	
	

	8.2.2 
	Storage in fully controlled conditions

	
	When the conditions in the vault are such that compliance with all the provisions of clause 7 are ensured and maintained, microfilms may be stored in non-airtight containers. 
	
	

	
	Rolls shall be wound tightly but without the application of unduly high tension to the film. 
	
	

	
	Rolls exceeding 30 m in length shall be stored flat, unless the reel or core is carried on a horizontal spindle that prevents the lower part of the film from supporting the weight of the roll.
	
	





[bookmark: _Toc435315921]
[bookmark: _Toc77115045]SPECIAL CONDITIONS OF CONTRACT (SCC)
[bookmark: _Toc77115046]SPECIAL CONDITIONS OF CONTRACT
[bookmark: _Ref455588818][bookmark: _Ref455588837][bookmark: _Toc77115047]INSTRUCTION
1. The successful supplier will be bound by Government Procurement: General Conditions of Contract (GCC) as well as this Special Conditions of Contract (SCC), which will form part of the signed contract with the successful Supplier. However, SITA reserves the right to include or waive the condition in the signed contract.
1. [bookmark: _Ref455588887]SITA reserves the right to –
(a) Negotiate the conditions, or
(b) Automatically disqualify a bidder for not accepting these conditions. 
1. [bookmark: _Toc435315923][bookmark: _Ref455338564]In the event that the bidder qualifies the proposal with own conditions, and does not specifically withdraw such own conditions when called upon to do so, SITA will invoke the rights reserved in accordance with subsection 8.1(2) above.
1. The bidder must complete the declaration of acceptance as per section 8.3 below by marking with an “X” either “ACCEPT ALL” or “DO NOT ACCEPT ALL”, failing which the declaration will be regarded as “DO NOT ACCEPT ALL” and the bid will be disqualified.
[bookmark: _Ref455589115][bookmark: _Ref455589123][bookmark: _Ref455589162][bookmark: _Toc77115048]SPECIAL CONDITIONS OF CONTRACT
1. CONTRACTING CONDITIONS
11. Formal Contract. The Supplier must enter into a formal written Contract (Agreement) with SITA .
11. Right of Award. SITA reserves the right to award the contract for required goods or services to multiple Suppliers.
11. Right to Audit. SITA reserves the right, before entering into a contract, to conduct or commission an external service provider to conduct a financial audit or probity to ascertain whether a qualifying bidder has the financial wherewithal or technical capability to provide the goods and services as required by this tender.
11. Performance Security. Not applicable.
11. Sub-Contracting.  Where the supplier sub-contract the services to be able to deliver the complete service required, it is the responsibility of the supplier to ensure the quality of services rendered.
1. DELIVERY ADDRESS. The supplier must deliver the required products or services at the physical locations as specified in section 2.3.
1. SCOPE OF WORK AND DELIVERY SCHEDULE
(a) The Supplier is responsible to perform the work as outlined in the following Work Breakdown Structure (WBS):
	WBS
	Statement of Work
	Delivery Timeframe

	1. 
	Provision of a storage facility (i.e. vault) for master microfilms and fiches that is compliant with SANS 10141:2011.
	Duration of the contract

	2. 
	Retrieval of masters in the case where duplication is required.  
	Duration of the contract.
Retrieval and duplication of masters as per service request.

	3. 
	Deliver digital copies of master films and fiches as per service request.
	Duplicates requested must reach the requestor within 48 hours from logging a call with the service provider.

	4. 
	Provide a centralised call desk to receive and coordinate all telephonic user requests for support.
A register of all logged calls must be kept.
	The call desk must be available during official office hours.


	5. 
	Provide onsite training and/or refresher training on how to operate equipment as and when required. 
	As per service request.

	6. 
	Provide quality assurance of storage facility by conducting an annual audit of the storage facility to ensure the facility complies with SANS 10141:2011.  
The auditor must be contracted by the service provider, and vetted by SITA.
	Once a year.

	7. 
	Provide support to the DOD and SITA representatives to annually assess and make formal recommendations with regards to operational issues, processes and work areas.
	Once a year, as per service request.

	8. 
	Maintenance and support of Microfilm Reader Printers per site.
	Preventative maintenance as per bidder’s schedule.
Corrective maintenance as per service request.
Technical support as per service request.

	9. 
	Consumables must be delivered on location to the client within 48 hours from logging a call with the bidder. 
	As per service request.



1. SERVICES AND PERFORMANCE METRICS
(a) The Supplier is responsible to provide the following services as specified in the Service Breakdown Structure (SBS): 
	SBS
	Service Element
	Service Grade
	Service Level

	1. 
	Call Centre
	Normal
	8h x 5d, 08:00 – 16h00

	2. 
	Duplication response
	Normal
	48 hours


[bookmark: _Toc435315901]



1. SCOPE OF TECHNICAL SOLUTION DEVELOPMENT
Not applicable.
1. SUPPLIER PERFORMANCE REPORTING
(a) The supplier must attend and report on service delivery during monthly SLA meetings.
(b) The supplier must provide a detailed monthly status report per site. Service Level Agreement (SLA) management information should at least include:
(i) Management overview.
(ii) Status report per site.
(iii) Consumables supplied per site.
(iv) Statistics of duplication of films/fiche requested and completed per site.
(v) Statistics of printing of records from films/fiches per site.
(vi) Statistics of calls logged and times to resolve.
(vii) Recommendations for improvements.
(viii) Risks and proposed remedial actions.
1. CERTIFICATION, EXPERTISE AND QUALIFICATION
(a) The Supplier represents that, 
(i) it has the necessary expertise, skill, qualifications and ability to undertake the work required in terms of the Statement of Work or Service Definition;
(ii) it is committed to provide the Products or Services; and
(iii) perform all obligations detailed herein without any interruption to the Customer.
(b) [bookmark: _Toc448483301][bookmark: _Toc448483304]The Supplier must provide the service in a good and workmanlike manner and in accordance with the practices and high professional standards used in well-managed operations;
(c) The Supplier must perform the Services in the most cost-effective manner consistent with the level of quality and performance as defined in Statement of Work or Service Definition;
(d) Original Equipment Manufacturer (OEM) or Original Software Manufacturer (OSM) work. The Supplier must ensure that work or service is performed by a person who is certified by Original Equipment Manufacturer or Original Software Manufacturer. 
(e) Professional Services. Not Applicable.
1. LOGISTICAL CONDITIONS
(a) [bookmark: _Toc448483118]Hours of work. 08h00 – 15h30 for service desk.  Technical support as per SLA.
(b) In the event that SITA grants the Supplier permission to access SITA's Environment including hardware, software, internet facilities, data, telecommunication facilities and/or network facilities remotely, the Supplier must adhere to SITA's relevant policies and procedures (which policy and procedures are available to the Supplier on request) or in the absence of such policy and procedures, in terms of, best industry practice.
(c) Tools of Trade. The Supplier must provide all the required tools of the trade to ensure continuous service delivery to the DOD.
(d) On-site and Remote Support. Not applicable.
(e) Support and Help Desk. The Supplier must provide a service desk for every work day, from 08h00-15h30.
1. SKILLS TRANSFER AND TRAINING
(a) The Supplier must provide training on the proposed solution or product to DOD users to enable the DOD to operate and support the product or solution after implementation.
(b) The nature of the training must be informal and hands-on.
1. REGULATORY, QUALITY AND STANDARDS
(a) Vault security.  The Supplier must for the duration of the contract ensure compliance with SANS 10141:2011.
(b) Protection of Personal Information Act (POPIA) compliance is required.
1. PERSONNEL SECURITY CLEARANCE
(a) The Supplier personnel who are required to work with information related to NATIONAL SECURITY must have a valid South African security clearance or must apply within 30 days of the signed contract for a security clearance to the level of CONFIDENTIAL at the expense of the Supplier from the South African State Security Agency or duly authorised Personnel Security Vetting entity of SA Government.
(b) The Supplier personnel who are required to work with GOVERNMENT CLASSIFIED information or access government RESTRICTED areas must be a South African Citizen and at the expense of the Supplier be security vetted (pre-employment screening, criminal record screening and credit screening).
(c) The Supplier must ensure that the security clearances of all personnel involved in the Contract remains valid for the period of the contract.
(d) Updated staff records of all personnel (permanent and temporary) in service who are employed for the rendering of the service to the DOD must be kept and available for inspection by representatives of the DOD.
1. CONFIDENTIALITY AND NON-DISCLOSURE CONDITIONS
(a) The Supplier, including its management and staff, must before commencement of the Contract, sign a non-disclosure agreement regarding Confidential Information.
(b) Confidential Information means any information or data, irrespective of the form or medium in which it may be stored, which is not in the public domain and which becomes available or accessible to a Party as a consequence of this Contract, including information or data which is prohibited from disclosure by virtue of:
(i) the Promotion of Access to Information Act, 2000 (Act no. 2 of 2000);
(ii) being clearly marked "Confidential" and which is provided by one Party to another Party in terms of this Contract;
(iii) being information or data, which one Party provides to another Party or to which a Party has access because of Services provided in terms of this Contract and in which a Party would have a reasonable expectation of confidentiality;
(iv) being information provided by one Party to another Party in the course of contractual or other negotiations, which could reasonably be expected to prejudice the right of the non-disclosing Party;
(v) being information, the disclosure of which could reasonably be expected to endanger a life or physical security of a person;
(vi) being technical, scientific, commercial, financial and market-related information, know-how and trade secrets of a Party;
(vii) being financial, commercial, scientific or technical information, other than trade secrets, of a Party, the disclosure of which would be likely to cause harm to the commercial or financial interests of a non-disclosing Party; and
(viii) being information supplied by a Party in confidence, the disclosure of which could reasonably be expected either to put the Party at a disadvantage in contractual or other negotiations or to prejudice the Party in commercial competition; or
(ix) information the disclosure of which would be likely to prejudice or impair the safety and security of a building, structure or system, including, but not limited to, a computer or communication system; a means of transport; or any other property; or a person; methods, systems, plans or procedures for the protection of an individual in accordance with a witness protection scheme; the safety of the public or any part of the public; or the security of property; information the disclosure of which could reasonably be expected to cause prejudice to the defence of the Republic; security of the Republic; or international relations of the Republic; or plans, designs, drawings, functional and technical requirements and specifications of a Party, but must not include information which has been made automatically available, in terms of the Promotion of Access to Information Act, 2000; and information which a Party has a statutory or common law duty to disclose or in respect of which there is no reasonable expectation of privacy or confidentiality;
(c) Notwithstanding the provisions of this Contract, no Party is entitled to disclose Confidential Information, except where required to do so in terms of a law, without the prior written consent of any other Party having an interest in the disclosure;
(d) Where a Party discloses Confidential Information which materially damages or could materially damage another Party, the disclosing Party must submit all facts related to the disclosure in writing to the other Party, who must submit information related to such actual or potential material damage to be resolved as a dispute;
(e) Parties may not, except to the extent that a Party is legally required to make a public statement, make any public statement or issue a press release which could affect another Party, without first submitting a written copy of the proposed public statement or press release to the other Party and obtaining the other Party's prior written approval for such public statement or press release, which consent must not unreasonably be withheld.
1. [bookmark: _Toc448483285]GUARANTEE AND WARRANTIES. In the case of Supplier provided equipment, the Supplier warrants that:
(a) [bookmark: _Toc448483286]The warranty of goods supplied under this contract remains valid for twelve (12) months after the goods, or any portion thereof as the case may be, have been delivered to and accepted at the final destination indicated in the contract, or for eighteen (18) months after the date of shipment from the port or place of loading in the source country, whichever period concludes earlier;
(b) as at Commencement Date, it has the rights, title and interest in and to the Product or Services to deliver such Product or Services in terms of the Contract and that such rights are free from any encumbrances whatsoever; 
(c) [bookmark: _Toc448483287]the Product is in good working order, free from Defects in material and workmanship, and substantially conforms to the Specifications, for the duration of the Warranty period;
(d) [bookmark: _Toc448483288]during the Warranty period any defective item or part component of the Product be repaired or replaced within 3 (three) days after receiving a written notice from SITA;
(e) [bookmark: _Toc448483292][bookmark: _Toc448483289]the Products is maintained during its Warranty Period at no expense to SITA; 
(f) the Product possesses all material functions and features required for SITA’s Operational Requirements;
(g) [bookmark: _Toc448483290]the Product remains connected or Service is continued during the term of the Contract;
(h) [bookmark: _Toc448483294]all third-party warranties that the Supplier receives in connection with the Products including the corresponding software and the benefits of all such warranties are ceded to SITA without reducing or limiting the Supplier’s obligations under the Contract;
(i) [bookmark: _Toc448483296]no actions, suits, or proceedings, pending or threatened against it or any of its third-party suppliers or sub-contractors that have a material adverse effect on the Supplier’s ability to fulfil its obligations under the Contract exist;  
(j) [bookmark: _Toc448483297]SITA is notified immediately if it becomes aware of any action, suit, or proceeding, pending or threatened to have a material adverse effect on the Supplier’s ability to fulfil the obligations under the Contract;
(k) [bookmark: _Toc448483298]any Product sold to SITA after the Commencement Date of the Contract remains free from any lien, pledge, encumbrance or security interest;
(l) [bookmark: _Toc448483299]SITA’s use of the Product and Manuals supplied in connection with the Contract does not infringe any Intellectual Property Rights of any third party; 
(m) [bookmark: _Toc448483300]the information disclosed to SITA does not contain any trade secrets of any third party, unless disclosure is permitted by such third party;
(n) [bookmark: _Toc448483302]it is financially capable of fulfilling all requirements of the Contract and that the Supplier is a validly organized entity that has the authority to enter into the Contract; 
(o) [bookmark: _Toc448483303]it is not prohibited by any loan, contract, financing arrangement, trade covenant, or similar restriction from entering into the Contract;
(p) [bookmark: _Toc448483305]the prices, charges and fees to SITA as contained in the Contract are at least as favourable as those offered by the Supplier to any of its other customers that are of the same or similar standing and situation as SITA; and
(q) [bookmark: _Toc448483306]any misrepresentation by the Supplier amounts to a breach of Contract. 
1. [bookmark: _Toc402958037][bookmark: _Toc448483311][bookmark: _Toc448872276]INTELLECTUAL PROPERTY RIGHTS 
(a) [bookmark: _Toc448483312][bookmark: _Ref348437513]SITA retains all Intellectual Property Rights in and to SITA's Intellectual Property. As of the Effective Date, the Supplier is granted a non-exclusive license, for the continued duration of this Contract, to perform any lawful act including the right to use, copy, maintain, modify, enhance and create derivative works of SITA's Intellectual Property for the sole purpose of providing the Products or Services to SITA pursuant to this Contract; provided that the Supplier must not be permitted to use SITA's Intellectual Property for the benefit of any entities other than SITA without the written consent of SITA, which consent may be withheld in SITA's sole and absolute discretion. Except as otherwise requested or approved by SITA, which approval is in SITA's sole and absolute discretion, the Supplier must cease all use of SITA's Intellectual Property, at of the earliest of: 
(i) [bookmark: _Toc448483313]termination or expiration date of this Contract; 
(ii) [bookmark: _Toc448483314]the date of completion of the Services; and 
(iii) [bookmark: _Toc448483315]the date of rendering of the last of the Deliverables. 
(b) [bookmark: _Toc448483316]If so required by SITA, the Supplier must certify in writing to SITA that it has either returned all SITA Intellectual Property to SITA or destroyed or deleted all other SITA Intellectual Property in its possession or under its control.
(c) [bookmark: _Toc448483317]SITA, at all times, owns all Intellectual Property Rights in and to all Bespoke Intellectual Property. 
(d) [bookmark: _Toc448483320]Save for the license granted in terms of this Contract, the Supplier retains all Intellectual Property Rights in and to the Supplier’s pre-existing Intellectual Property that is used or supplied in connection with the Products or Services.
(25) SUPPLIER DUE DILIGENCE  
SITA reserves the right to conduct supplier due diligence prior to final award or at any time during the Contract period and this may include pre-announced/ non-announced site visits. During the due diligence process the information submitted by the bidder will be verified and any misrepresentation thereof may disqualify the bid or Contract in whole or parts thereof.
[bookmark: _Toc435315924][bookmark: _Ref455338474][bookmark: _Toc77115049]DECLARATION OF ACCEPTANCE
	
	ACCEPT ALL
	DO NOT ACCEPT ALL

	1. The bidder declares to ACCEPT ALL the Special Condition of Contract as specified in section 8.2 above by indicating with an “X” in the “ACCEPT ALL” column, OR
1. The bidder declares to NOT ACCEPT ALL the Special Conditions of Contract as specified in section 8.2 above by - 
27. Indicating with an “X” in the “DO NOT ACCEPT ALL” column, and;
27. Provide reason and proposal for each of the conditions that is not accepted. 
	
	

	Comments by bidder:
Provide reason and proposal for each of the conditions not accepted as per the format:
Condition Reference:
Reason:
Proposal:



[bookmark: _Ref455599421][bookmark: _Toc435315926]

[bookmark: _Toc77115050]COSTING AND PRICING 
[bookmark: _Toc77115051]9.  COSTING AND PRICING
9.1 COSTING AND PRICING EVALUATION
(1) In terms of Preferential Procurement Policy Framework Act (PPPFA), the following preference point system is applicable to all Bids:
(a) The 80/20 system (80 Price, 20 B-BBEE) for requirements with a Rand value of up to R50 000 000 (all applicable taxes included); or 
(b) The 90/10 system (90 Price and 10 B-BBEE) for requirements with a Rand value above R50 000 000 (all applicable taxes included).
(2) This bid will be evaluated using the preferential point system of 80/20, subject to the following conditions –
(a) If the lowest acceptable bid price is up to and including R50 000 000 (all applicable taxes included) then the 80/20 preferential point system will apply to all acceptable bids; or 
(b) If the lowest acceptable bid price is above R50 000 000 (all applicable taxes included) then the 90/10 preferential point system will apply to all acceptable bids;
(3) The bidder must complete the declaration of acceptance as per section 9.3 below by marking with an “X” either “ACCEPT ALL”, or “DO NOT ACCEPT ALL”, failing which the declaration will be regarded as “DO NOT ACCEPT ALL” and the bid will be disqualified. 
(4) The following general costing and pricing conditions will bind bidder and SITA reserves the right to negotiate the conditions or automatically disqualify the bidder for not accepting these conditions. These conditions will form part of the Contract between SITA and the bidder. However, SITA reserves the right to include or waive the condition in the Contract.
9.2 [bookmark: _Toc435315929][bookmark: _Ref455341462]COSTING AND PRICING CONDITIONS
1. SOUTH AFRICAN PRICING. The total price must be VAT inclusive and be quoted in South African Rand (ZAR).	
2. TOTAL PRICE
(a) All quoted prices are the total price for the entire scope of required services and deliverables to be provided by the bidder.
(b) The cost of delivery, labour, S&T, overtime, etc. must be included in this bid.
(c) All additional costs must be clearly specified.	
SITA reserves the right to negotiate pricing with the successful bidder prior to the award as well as envisaged quantities.

9.3 [bookmark: _Toc57764329][bookmark: _Toc61897851][bookmark: _Toc74635645]BID PRICING SCHEDULE
Note: Bidders will complete the bid-pricing schedule in the Excel spreadsheet format provided and include this as part of the hard copy submission documents and on the memory, stick to be submitted Refer to section 9.

[bookmark: _Toc435315942]
9.4 [bookmark: _Toc435315930][bookmark: _Ref455338328][bookmark: _Ref455597629][bookmark: _Toc74635646]DECLARATION OF ACCEPTANCE
	
	ACCEPT ALL
	DO NOT ACCEPT ALL

	1. The bidder declares to ACCEPT ALL the Costing and Pricing conditions as specified in section 9.2 above by indicating with an “X” in the “ACCEPT ALL” column, or
2. The bidder declares to NOT ACCEPT ALL the Costing and Pricing Conditions as specified in section 9.2 above by - 
a. Indicating with an “X” in the “DO NOT ACCEPT ALL” column, and;
b. Provide reason and proposal for each of the condition not accepted. 
	
	

	Comments by bidder:
Provide the condition reference, the reasons for not accepting the condition.




[bookmark: _Toc77115052]Terms and definitions
[bookmark: _Toc77115053]10. ABBREVIATIONS
Adv.		Advocate
BBBEE	Broad Based Black Economic Empowerment
BSCOM	Bid Specification Committee
CRM		Customer Relations Manager
CSD		Central Supplier Database
DoA		Delegation of Authority
DOD		Department of Defence
EME		Exempted Micro Enterprise
GCC		General Condition of Contract
GPS		Global Positioning System
ICT		Information and Communication Technology
IEC		International Electro-technical Commission
ISO		International Standardization Organization
N/A		Not Applicable
NT		National Treasury
OEM		Original Equipment Manufacturer
OSM		Original Software Manufacturer
POC		Proof of Concept
PPPFA	Preferential Procurement Policy Framework Act
QSE		Qualifying Small Enterprise
RFA		Request for Accreditation
RFB		Request for Bid
RFP		Request for Proposal
RFQ		Request for Quotation
RSA		Republic of South Africa
SBD		Standard Bidding Document
SCC		Special Condition of Contract
SCM		Supplier Chain Management
SITA		State Information Technology Agency
SMME	Small Medium and Micro Enterprise
TCV		Total Contract Value
USD		United States Dollar
VAT		Value Added Tax
ZAR 		South African Rand



[bookmark: _Toc77115054][bookmark: _Toc435315946]ANNEX B: BIDDER SUBSTANTIATING EVIDENCE
[bookmark: _Toc51626306][bookmark: _Toc51687859][bookmark: _Toc55568544][bookmark: _Toc57764343][bookmark: _Toc61897857][bookmark: _Toc51626308]11.	MANDATORY REQUIREMENT EVIDENCE
11.1 BIDDER CERTIFICATION AND PROFICIENCY REQUIREMENTS
Attach a copy of a valid documentation (certificate, license, letter or an affidavit) indicating that the bidder a registered partner or accredited reseller of Kodak and Minolta Microfilm and Microfiche.
[bookmark: _Toc51626309][bookmark: _Toc51687862][bookmark: _Toc55568546][bookmark: _Toc57764345][bookmark: _Toc61897860]11.2 BIDDER EXPERIENCE AND CAPABILITY REQUIREMENTS
Complete table below, noting that:
(a)	The bidder must provide reference(s) for a customer(s) to whom project or service of Microfilm and Microfiche Archiving as well as Technical Maintenance and Support were provided 
(b) Project end-date must be current or not older than 3 years from date this bid is advertised,
(c) Scope of work must be related.
Table 5: References
	No
	Company name
	Reference Person Name, Tel and/or email
	Project Scope of work /Specific Services Rendered
	Project Start and End-date

	1
	<Company name>
	<Person Name>
<Tel>
<email>
	Storage of master microfilm and fiches
	Start Date:
End Date:

	2
	<Company name>
	<Person Name>
<Tel>
<email>
	Retrieval and duplication of master microfilm and fiches.
	Start Date:

	3
	<Company name>
	<Person Name>
<Tel>
<email>
	Delivery of duplicated records to the DOD
	End Date:

	4
	<Company name>
	<Person Name>
<Tel>
<email>
	Provision of a call desk
	Start Date:

	5
	<Company name>
	<Person Name>
<Tel>
<email>
	Onsite training and skills transfer
	End Date:

	6
	<Company name>
	<Person Name>
<Tel>
<email>
	Quality assurance of storage facility
	Start Date:

	7
	<Company name>
	<Person Name>
<Tel>
<email>
	Site inspections 
	End Date:

	8
	<Company name>
	<Person Name>
<Tel>
<email>
	Maintenance and technical support of equipment
	Start Date:

	9
	<Company name>
	<Person Name>
<Tel>
<email>
	Supply of consumables
	End Date:




11.3 BIDDER PRESENCE REQUIREMENTS
 Attach a copy of municipal bill as proof of vault or office around Tshwane Area or lease rental agreement with a Landlord here.
11.4 BIDDER CERTIFICATION AND COMPLIANCE REQUIREMENTS
Attach a copy of a valid certificate indicating compliance with South African National Standards (SANS) 10141:2011.

11.5 [bookmark: _Toc76391558][bookmark: _Toc77115055][bookmark: _Hlk75787005]TECHNICAL MANDATORY FUNCTIONAL REQUIREMENTS 
The bidder must confirm that they comply with the Technical Mandatory Functional Requirements by completing ANNEX D: Addendum1 below.











[bookmark: _Toc77115057]ANNEX C: SERVICE FUNCTIONAL REQUIREMENTS: Addendum 1 
The bidder must confirm that they comply with the Service Functional Requirements for the provision of Microfilm and Fiche Archiving as well as Technical Maintenance and Support of Department of Defence (DOD)
Table 6: Service Requirements
	Serial no
	Service and Support (Milestones)
	Service and Support Description
	Timelines
	Indicate
Comply=Yes / 
Not Comply =No

	1
	Storage of master microfilm and fiches

	Provision of a storage facility (i.e. vault) for master microfilms and fiches that is compliant with SANS 10141:2011. 
	For the duration of the contract.
	

	2
	Retrieval and duplication of master microfilm and fiches.
	Retrieval of masters in the case where duplication is required.  
The duplicate must be in digital format, .pdf, as per service request.
Masters are not allowed to leave the vault.  
	Retrieval and duplication of masters as per service request.

	

	3
	Delivery of duplicated records to the DOD
	Deliver digital copies of master films and fiches as per service request.
	Duplicates requested must reach the requestor within 48 hours from logging a call with the service provider.
	

	4
	Provision of a call desk
	Provide a centralised call desk to receive and coordinate all telephonic user requests for support.
A register of all logged calls must be kept.
	The call desk must be available during official office hours.

	

	5
	Onsite training and skills transfer
	Provide onsite training and/or refresher training on how to operate equipment as and when required. 
	As per service request.
	

	6
	Quality assurance of storage facility
	Provide quality assurance of storage facility by conducting an annual audit of the storage facility to ensure the facility complies with SANS 10141:2011.  
The auditor must be contracted by the service provider, and vetted by SITA.
	Once a year, as per service request.
	

	7
	Site inspections support
	Provide support to the DOD and SITA representatives to annually assess and make formal recommendations with regards to operational issues, processes and work areas.
	Once a year, as per service request.
	

	8
	Maintenance and technical support of equipment
	Maintenance and support of Microfilm Reader Printers per site.
	Preventative maintenance as per bidder’s schedule.
Corrective maintenance as per service request.
Technical support as per service request.
	

	9
	Supply of consumables
	Consumables must be delivered on location to the client within 48 hours from logging a call with the bidder. 
	As per service request.
	




I, the bidder (Full names)………………………………………………………….representing (company 
name)…………………………………………………………….. Hereby confirm that I comply with the above 
Technical Mandatory Requirements and understand that it will form part of the contract and is 
legally binding.
Thus done and signed at …………………………………….. On this………day of……………..….20…. 

……………………………….								
Signature
Designation:
image1.png
SITA




