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TOURISM, HOSPITALITY & SPORT
EDUCATION & TRAINING AUTHORITY




REQUEST FOR TENDER PROPOSAL

Sector Skills Plan Research

1.
Introduction

Tourism, Hospitality & Sport Education & Training Authority (THETA) requires a research company to conduct research in the following studies:

a) Tourism Sector statistical profile

b) SMME statistics and skills profile in the Tourism sector

c) Economic development of the Tourism sector and effects of political, social, economic and environmental factors.

d) Impact on skills development implementation in the Tourism sector. 

Findings of these studies will form part of the data that will be used in compiling the THETA Sector Skills Plan. The Research Company will be required to conduct the study and complete it in a minimum period of two months, in order for THETA to have sufficient time to consolidation the Sector Skills Plan document. 

It is the intention of THETA to obtain the required services by awarding contracts with as much reliance on small and medium enterprises as possible. The Research Company must have the administrative capacity, skills, and experience, to provide the services required. The company must operate in a manner which is empowering to all concerned, particularly THETA, as well as previously disadvantaged groups. 

The process and criteria for assessing tender submissions have been designed on the basis of the above principles.

This request for tender proposal sets out specific details of the services required and the terms on which the contracts will be awarded. 

2.
Background

THETA is required by the Department of Labour to develop and implement the Sector Skills Plan. THETA board has approved a project to commission research on the above mentioned areas, which will lead to the compilation of a comprehensive Sector Skills Plan. The information gathered through this research process will assist THETA and its stakeholders to quantify the enormity of the challenge they are facing in terms of implementing the Skills Development Strategy. The statistics that were gathered in the original SSP are not sufficiently reflecting sector profile and they include areas that are not in the scope of THETAs mandate.   

3.
Terms of Reference

3.1
General
The purpose of this tender is to call for proposals from research institutions on how they will conduct these studies and the methods they will be using, in order to gather, consolidate and conclude the studies within a period of two months. 

3.2
Specific
Specific components of the assignment will include:

3.2.1 Tourism sector statistical profile

· Demographic breakdown by sub sector

· Employee qualifications profile

· Levels of literacy in the tourism sector

3.2.2 SMME statistics and profile in the Tourism sector

· Skill level of the owners of SMMEs

· Geographic and demographic breakdown of SMMEs in the Tourism Sector

· Nature of the SMMEs e.g. Survivalist, sustainable, fully operational and legislative compliance.

· Skills gaps for operating an enterprise in the Tourism sector

3.2.3 Economic development of the Tourism sector and effects of

· Political

· Social

· Economic

· Environmental factors

3.2.4 Impact on skills development implementation in the Tourism sector

4.
Output, timing & fees

The required output will be expected on the 07 May 2004, which is a consolidated report of the findings will be submitted to THETA.

The successful tenderer must be in a position to commence work within ten working days of being awarded the contract. The project will be initiated by means of written instructions to the successful tenderer and a formal contract for the duration of three months. The project will be monitored against this time frame and the company is expected to meet deadlines, delivering the expected results and providing detailed progress reports at various stages of the project.

Fees must be quoted at an hourly rate for the different levels of proposed consultants to be utilised at any given time. These rates should also indicate the rate of escalation for the duration of the contract.

5. Timetable

The following tender process will be adopted.

· Tender submission






20 Feb 2004

· Short listing of tenders





23 Feb 2004

· Inform tenderer (s) of short listing



24 Feb 2004

· Presentation of tender proposals by tenderer (s)
25 Feb 2004

· Evaluation of tender proposals




25 Feb 2004

· Appoint a preferred service provider



27 Feb 2004

· Inform successful tenderer (s)




01 Mar 2004

6.
Tender Instructions and Conditions

6.1

General: Consultant shall follow the tender instructions and provide full, accurate and complete information required evaluating the tender proposal.  Failure to comply can result in the disqualification of the tender proposal. 

6.2

Period of validity: The tender shall remain valid, for a period of 30 working days from the closing date of receipt of the proposal. 

6.3

Preparation of proposal: One tender document should be submitted, containing all technical and financial detail. The structure and content of the proposal is discussed below.

6.4

Form of submission: The submission should be made in an envelope clearly marked, as a response to SSP Research Tender No 1. The consultant’s name, contact details address, the date and time for closing the tender should appear on the envelope.

6.5

Delivery of tender proposal: Prospective consultants are advised that it is their responsibility to ensure that their proposals are delivered on time to the THETA offices, not later than the 14h00, 20 February 2004. Any tender proposals received after the exact specified time will not be considered.

6.6.1 Tender conditions: Tenderers will have to comply with the conditions set out below. The tenderer indicates agreement with these tender conditions by submitting a tender. 

Tenderer agree to:

(a) Abide by the conditions stipulated above;

(b) Submit a tender proposal free of charge or obligation;


(c) Accept a partial awarding of the tender;

(d) Accept a full cancellation of the tender without any part being awarded;

(e) Avoid influencing the decision in any way;

(f) Short listed tenderer to present their tender proposal to the tender Committee

(g) Abide by the requirements of this document;

(h) Include a list and description of all assumptions made by the tenderer in compiling the tender proposal;

(i) Justify any modifications to the time plan on the basis of differences between assumptions made and reality;

(j) Accept that THETA can cancel the tender at any stage and that THETA will not be liable for any fees.

7.
Structure and content of tender submissions
Tender documents must comply with the structure and content guidelines specified below. Failure to comply may render your tender ineligible.

Potential consultants are encouraged to include any relevant information deemed appropriate.

Tenders are limited to a maximum of fifty (50) single sided A4 pages using no smaller than 12 point font, excluding any supporting documentation.  

Supporting documentation should be attached as appendices and cross-referenced to the appropriate section of the tender.

Supporting documentation must include:

· Financial statements in support of financial stability; 

· Required detail regarding references; and

· Resumes of key project personnel.

7.1  Title Page

One page introducing the tenderer and signed by the person authorised to sign on behalf of, and bind the company to the statements made in response to the tender.

7.2  Table of Contents

Please use the section titles and sequence that are listed below:

· Table of Contents

· Executive Summary

· Company Profile / Management structure

· Financial Stability

· Involvement of SMMEs and Ddi’s

· Business Arrangement Approach

· Proven Credentials and Expertise in conducting research of a similar nature 

· Performance Capabilities

· High Level Approach, Plan and Time Lines

· Project Success Factors

· Senior Management Experience

· Reference sites where research was conducted 

· Project Organisation and Team Expertise

· Training and Skills Enhancement

· Capacity Building

· Major client profile / including government

· Appendices

7.3

Executive Summary

Short summary of the key features of the Tender.

7.4 

Company Profile

The potential partner shall include, as part of the Tender proposal, a Partner profile. The profile shall provide:

· The correct legal name of the proposing entity;

· The principal business and corporate directions of the proposing entity;

· If applicable, an overview of the consortium with a description of the corporate organisation of the proposing entity, including all members of consortia and /or subcontractors; and

· If applicable, description of the role of the lead partner and participating companies of the consortium.

7.5 

Financial Stability

Evidence must be provided as to the financial viability and capability of the consultant to carry out a project of this scale.  Such evidence shall include the most current audited company financial statement(s) for the past year, or the most recent interim financial statement(s) where audited statements are not available, and other financial information as may be required to provide sufficient evidence of financial stability.  This may include financial arrangements between members of a proposed consortium, if this is deemed to be relevant.

If the financial information provided does not clearly demonstrate, in the opinion of the evaluation team, that the company is capable of fulfilling the requirements of the proposed business arrangement, the Tender proposal will be rejected.

7.6 

Business Arrangement Approach

The consultant must describe their approach to potential business arrangements between THETA and the company, including:

· An overview of the proposed business arrangement;

· How THETA and the company will manage risks and realise benefits;

· What payment options will be arranged between THETA and the firm (in the spirit of risk sharing) and how they will be implemented; 

· A range of rates for key functions and skills proposed in the context of a project of this magnitude.

7.7 
Proven Credentials and Expertise in conducting research 

The tenderer must provide specific information substantiating its expertise (or the expertise of its consortium members) in the processes and systems used in conducting research.

The information provided should be sufficient and in a form that would allow the evaluation committee to verify it.

7.8 

Performance Capabilities

The tenderer must provide information that demonstrates specific related experience in successfully completed projects of similar scope and complexity.  Specifically, the tenderer must demonstrate proven expertise in successfully conducting research for large organisations, such as the government institutions and private enterprises.  The tenderer must also demonstrate proven expertise in the following areas:

· Data gathering

· Data analysis

· Data consolidation

· Report writing

· Synopsis  

Such claims must be supported with sufficient references to permit THETA to verify the claimed capabilities.  

The references shall include:

· Past experience of managing projects of similar size and scope, including planned and actual timeframe, budget and final cost, and team size;

· Indication of client's satisfaction with the tenderer’s performance; 

· Success in achieving the project objectives;

Note that the focus of the response to the above points should address the relevant experience of the tenderer, not the proposed approach to this RFT requirement.

7.9 

High Level Approach, Plan and Time Lines

In this section, the tenderer should provide the proposed approach to meeting the RFT Requirements.  This will include a high level description of the planned solution and the activities to be performed during the initial planning phase and the detailed design and implementation phase:

7.10 
Project Success Factors

The tenderer must demonstrate a good understanding of what is required to carry out the successful completion of a project of this type and scale.  As a minimum, the following must be provided:

· The tenderer‘s view of the critical success factors of this project;

· The approach with regard to the tools and techniques that may be used; and

· The tenderer’s approach to research.

7.11 
Senior Management Experience

The tenderer must describe the specific contribution that the executive or senior manager has made to the projects referenced in terms of; but not limited to, overall direction and support to the projects.

It must outline its management hierarchy and the organisational responsibilities of its senior management and provide evidence of sufficient senior management depth and experience to provide executive direction and corporate support to projects of this scope.

Details of such experience shall include:

· Summary of relevant experience of senior managers and executives who will be providing direction and support to the project;

· Examples of issues that the proposed senior management would typically resolve;

· The senior management escalation process for dealing with unresolved issues; and

· Relevant experience of the senior executive who will be responsible for managing the business arrangement between the THETA and the tenderer.

7.12 
References

To support all claims of experience presented in the Tender, the tenderer shall provide references from two (2) projects that it has successfully completed in the past three years related to the design and implementation of a large scale research project.

To assist THETA in the review of the Tenderers, it is requested that references be provided in a summary table format with the following headings:

Client Name & Description
Contact Name
Telephone #
Fax #
Brief description of project scope & complexity
Team size, timeframe & budget of project.

7.13 
Project Organisation and Team Expertise

The tenderer must describe its proposed project team structure, including the roles and responsibilities of the project executives and other senior key staff.

The tenderer must provide a description of the proposed Project Team Organisation.  As a Minimum the following must be provided:

· Resumes for key senior project personnel identifying relevant skills and experience;

· An organisational chart of the proposed project team including the senior executive(s), business manager and key senior project personnel

· A backup plan for senior project personnel;

· Explanation of the proposed functions of the project team members;

· Process for obtaining additional staff with the diverse skill sets and backgrounds that might be needed during the course of the project; and

· Other resources available from within the tenderer’s organisation.

8.
TENDER FORMAT

Tender proposal in 7duplicate hard copies and 1 electronic copy (diskette or CD) must

be submitted refer to 7.2 above
9. EVALUATION OF TENDER

The Tenderer must indicate how they will provide THETA with up to date and reliable sector information and demonstrate the best practices being used in recently implemented research projects.

9.1

Evaluation and selection process
· Only tenders received at the Reception desk of THETA by 14h00 on the 20 February 2004 will be considered.

· The Tender Committee will evaluate the tenders and compile a shortlist.

· Short listed tenders may be required to make presentation to the tender committee before evaluation.

· Tender committee reserves the right not to accept the lowest financial proposal and to reject any or all proposals.

· The decision by the Tender Committee is final and the successful tenderer will be invited to sign a contract with THETA as client.

· THETA will negotiate with the Tenderer as to the contract method, i.e., rates, with reference to deliverables to 4 above.

· Contracts will be awarded to the successful Tenderer based on the presentation and the evaluation of the proposal in terms of the above-mentioned evaluation framework. Contractual negotiations will be entered into with the selected tenderer. 

10 Information

The information requested in this section is required by THETA for response evaluation purposes.  Unless specifically noted, prospective service providers should assume that all information requested in this section is mandatory.

10.1 Black Economic Empowerment and HDI Status

Prospective service providers must provide full details of any Black Economic Empowerment initiatives within their organisation, how these initiatives are being practically implemented at present, how these initiatives may be applied to any future work allocated to the service provider by THETA  and what roles Historically Disadvantaged Individuals (HDI) may play in any future work awarded by THETA to the service provider.

10.2 Promotion of SMMEs and South African Owned and Registration Companies

Prospective service providers must provide details of any initiatives aimed at the promotion of SMMEs (typically enterprises and organisations with less than 50 employees) and South African owned enterprises.

10.3 Promotion of specific geographically located enterprises

Prospective service providers must provide full details (including distribution and reach) of any initiatives aimed at the promotion of enterprises located in particular geographical locations, and to also state if these promotional interventions are urban and / or rurally focussed.

10.4 Statutory and General

The following information must be supplied with the submission:

· SARS tax clearance certificates;

· IRP 30A the case of Labour Brokers;

· Copy of company incorporation certificate(s);

· Vat registration certificates (Vat103);

· PAYE (Pay As You Earn) number;

· Company UIF (Unemployment Insurance Fund) number;

· Skills development levy registration number;

· Regional Services Council registration number;

· Company organisation and relevant shareholdings (holding company, subsidiaries etc);

· Consortium organisation and relevant shareholdings (in the event of a consortium response);

· A reference list of engagements in Southern Africa, including contact details

· Summary CVs of key people who would be involved in the supply of services and what possible future role they will fulfil;

· Staff and director shareholdings in the service provider’s organisation (and partners in the event of a consortium response) and names of directors;

· HDI equity status

· Number of employees;

· Full details of the promotion of South Africa owned enterprises;

· Full details of the promotion of SMMEs;

· Nature of respondent’s (and / or partner in the event of a consortium response) current and / or past business dealings with THETA;

· Declaration of any past, present or planned involvement with THETA, either by way of employment or by way of any governing board or council or government;

· Indicative pricing (ref section4);

· Full details of the services and / or products offered;

· Full details of any special conditions which may apply to the provision of the services and / or products offered;

· Geographical coverage (within South Africa and globally). 
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