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1. 
SECTION 1:  Background

The Tourism, Hospitality & Sport Education & Training Authority (THETA), a statutory body established in terms of Skills Development Act, No.97 of 1998.

The purpose of this request for bid (RFB) is an invitation to potential suppliers (hereinafter referred to as “Bidders”) to submit bids that will allow THETA to evaluate the options available to it to appoint suitably qualified and experienced companies to render internal audit services to the THETA for a period of three years.
Based on the quality of the Bids submitted, THETA intends to select a preferred Bidder with a view to concluding a Service Level Agreement (SLA) where applicable with such successful Bidder. The bid will be evaluated in terms of the PPPFA (80/20 rule) 

Queries

Should it be necessary for a Bidder to obtain clarity on any matter arising from or referred to in this RFB document, please refer your queries by emailing the following contact person(s) listed below?  THETA reserves the right to place responses to such queries on the website.

	Name
	

	CFO
	cfo@theta.org.za


2. SECTION 2:  TERMS OF REFERENCE 

Against this background Theta is seeking to appoint a suitably qualified   service provider to provide this service. The overall task to execute such a service must include (but is not limited to) the following criteria: 

The scope of work of the internal audit activity is to determine whether THETA’s network of risk management, control, and governance processes, as designed and represented by management, is adequate and functions in a manner to ensure:

Risks are appropriately identified and managed.

i) Appropriate reporting and communication with the various governance groups occur effectively.

ii) Significant financial, managerial and operational information is accurate, reliable, and timely;

iii) Employee’s actions are in compliance with policies, standards, procedures, and applicable laws and regulations;

iv) Assets are safeguarded and, as appropriate, the existence of assets are verified;

v) Resources are acquired economically, used efficiently and are adequately protected.

vi) Economic and efficient management of the entity’s financial, human and other resources, and the effective conduct of its operations;

vii) Programmes, plans and objectives are achieved.

viii) Quality and continuous improvement are fostered in THETA’s control process.

ix) Significant legislative or regulatory issues impacting on THETA are recognised and addressed appropriately and timeously and compliance is ensured.

x) Functions and divisions within THETA at appropriate intervals are efficient and can effectively carry out their functions of planning, organising, directing and controlling in accordance with management instructions, policies and procedures, and in a manner that is consistent with both THETA’s objectives and its standards of administrative practice.

xi) Opportunities for improving management control, profitability, and THETA’s image may be identified during audits. They will be communicated to the appropriate level of management.

xii) Facilitate the risk assessment process in conjunction with THETA management and facilitate an annual update of the risk assessment on an annual basis.

xiii) Develop a flexible three year strategic and one year audit plan using an appropriate risk-based methodology, including any risks or control concerns identified by management and/or the audit committee, having regard for its current operations and submit that plan to the audit committee for review and approval as well as periodic updates. Limitations to the internal audit plan due to any factors, such as budget constraints, should be communicated to the audit committee for approval.

xiv) Implement the annual audit plan, as approved, including as appropriate any special tasks or projects requested by management and the audit committee.

xv) Maintain a professional audit staff with sufficient knowledge, skills, experience, and professional certifications to meet the requirements of this service.

xvi) Evaluate and assess significant merging/consolidating functions and new or changing services, processes, operations, and control processes coincident with their development, implementation, and/or expansion.
xvii) Issue periodic reports to the audit committee and management summarising results of audit activities.

xviii) Keep the audit committee informed of emerging trends and successful practices in internal auditing.

xix) Assist in the investigation of significant suspected fraudulent activities within THETA and notify management and the audit committee of the results.

xx) Consider the scope of work of the external auditors and regulators, as appropriate, for the purpose of providing optimal audit coverage to the organisation at a reasonable overall cost.  It is accepted that both external and internal auditors must remain independent and that no limitation may be placed on the scope of their work.

xxi) Provide special services as and when required by the Audit Committee, within the scope of the outsourced services contract.

xxii) Internal audit is responsible for conducting their work in accordance with the Standards for the Professional Practice of Internal Audit established by the Institute of Internal Auditors (IIA).

xxiii) Internal Audit must assist the Chief Executive Officer in achieving the objectives of THETA by evaluating and developing recommendations for the enhancement or improvement of the processes through which:

xxiv) Objectives and values are established and communicated;

xxv) The accomplishment of objectives is monitored;

xxvi) Accountability is ensured; and

xxvii) Corporate values are preserved.

xxviii) The controls subject evaluation should encompass the following:

xxix) The information systems environment;

xxx) The reliability and integrity of financial and operational information;

xxxi) The effectiveness of operations;

xxxii) Safeguarding of assets; and

xxxiii) Compliance with laws, regulations and controls.
xxxiv) The internal audit activity will meet or exceed the Standards for the Professional Practice of Internal Auditing of The institute of Internal Auditors.

SECTION 3:  FORMAT

2.1 Out put, Timing and Fees

The successful tenderer must be in a position to commence work within two weeks of being awarded the contract. The project will be initiated by means of written instructions to the successful tenderer and a formal contract signed. 

The project will be monitored against time frames and the Business Enterprise is expected to meet deadlines, delivering the expected results and providing detailed progress reports at various stages of the project.

Whilst the THETA is issuing this RFP in good faith, it reserves the rights to, without explanation:

· cancel or delay the selection process;

· not to select any of the respondents to this RFP;

· select suitable service providers to only provide selected parts of the services required.

2.2 Tender Instructions and Conditions

Tenderers shall follow the tender instructions and provide full, accurate and complete information required in evaluating the tender proposal. The day to day management of the service delivery will be based on a Service Level Agreement, and the selected service provider will be expected to gather performance statistics and information on service delivery, and to present the information in report format at agreed project review meetings. Failure to comply can result in the disqualification of the tender proposal. 

2.3 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. 

2.4 Rules of engagement in the RFP process

The rules of engagement in the RFP process, as stipulated below must be adhered to at all times. Failure to do so will result in automatic disqualification from the RFP process.

The following rules of engagement apply:

· The completed response and submissions must be returned to –
THETA,
36/38  Homestead Road,
Rivonia,
Sandton.

· Attention:  CFO
· Proposals must be submitted by no later than 28 March 2006 at 11h00. No extensions for the return of the response or other submissions will be granted. Late submissions, no matter what the cause, will be automatically disqualified. 

· Responses to this RFP must be in sealed packages marked THETA - TENDER NUMBER IA 01 - Response.

· Responses must consist of at least 3 hardcopies and one electronic (CD)  INCOMPLETE SUBMISSIONS, INCLUDING INSUFFICIENT NUMBERS OF PRINTED COPIES OR ELECTRONIC COPIES MAY RESULT IN DISQUALIFICATION OR MAY NEGATIVELY IMPACT SCORING DURING THE EVALUATION PROCESS.

· E-mail or fax responses are not acceptable.

· Questions for clarification of issues will be considered by the THETA up to the close of business 26 March 2006 and must be directed to the CFO via email at cfo@theta.org.za. No verbal requests for information or clarification will be accepted. Queries should have a subject line of THETA - TENDER NUMBER IA 01- Clarification Request. 
· The THETA does not guarantee to answer all queries.

· All questions and answers may be made available to all other respondents.

· Answers to queries may be posted to the THETA web site, and will therefore be in the public domain.

· All documentation and responses will be supplied and exchanged utilising standard Microsoft Office (Word, Excel and PowerPoint) products. 

· Any attempt to gain information in a manner deemed to be unfair or disadvantageous to other respondents or any attempt to influence the outcome of the response evaluation will result in immediate disqualification from the RFP process.

· The front page of this document must be completed and attached to the response sheet and any separate submissions.

· All costs associated with any aspect of developing a response to this RFP, including but not limited to service provider staff transport, accommodation, document collection, document delivery, vendor briefing attendance and possible presentation attendance are for the respondents account. 

· The THETA may call for presentations from short-listed prospective service providers. 

2.5 Summary of Timetable of Tender Process

· Clarification until:




26th March 2006
· Proposal Submission:



28th March 2006
· Proposed adjudication date:


31st  April 2006
· Successful bidder commences: 

31st May 2006
2.6 Document map

	Document
	Document Name



	Request for Proposal (Section 1 to 9)
	RFP

	Annexure (A to G)
	A: Map

B: Contract Information

C: Tax Clearance

D: Declaration of Interest

E: General Conditions and Definitions

F: HDI Preference Forms

G: Promotion of Small Business.

	Service Definition
	Service Definition

	Service Levels
	Service Level Agreement

	Contract
	Pro Forma Contract


3. SECTION 4:  Travel and Accommodation 

3.1 Transport

The successful service provider must provide transport for their staff as no transport will be organised or provided by the THETA. All transport costs must be included in the proposal pricing.


3.2 Accommodation

The successful service provider must provide accommodation for their staff as no accommodation will be organised or provided by the THETA. All accommodation costs must be included in the proposal pricing.

4. SECTION 5:  Pricing

The THETA will not entertain pricing adjustments after the signing of any contracts, and it is therefore most important that all pricing elements are disclosed.

All pricing shown must INCLUDE VAT and the VAT component must be shown separately.

All pricing assumptions, excluded costs and estimated costs must be clearly documented. The THETA assumes that the pricing document as supplied is complete and covers all costs associated with this project.

The service provider/s are expected to provide all required equipment and consumables e.g. PCs, laptops, paper, diskettes etc. associated with providing the deliverables of this project.

Failure to complete the pricing document as required may result in disqualification.

5. SECTION 6:  Procurement process

The following paragraphs describe the procurement process followed by the THETA for this initiative and provide a brief description of the documents provided.

5.1 Service Definition

The Service Definition (SD) describes each service element that is required from the prospective service provider and provides a clear delineation of responsibility between the prospective service provider, any applicable 3rd party service provider and the THETA.
5.2 Service Level Agreement

The Service Level Agreement (SLA) defines the specific mechanics of service delivery for each service element contained in the SD. Not every SD will necessarily have a unique SLA.

· The SLA should always be read in conjunction with the SD as the latter contains the responsibilities associated with service delivery and the former contains the matrix of service delivery. 

5.3 Information Completeness

The THETA has endeavoured to provide prospective service providers with as much information as possible but makes no guarantee as to either the completeness or accuracy of the Service Definition and Service Level Agreement. It is the responsibility of the prospective service providers to clarify any uncertainties they have and to confirm assumptions that they may be making. 

5.4 RFP and evaluation of responses

Received responses will be evaluated utilising a formal evaluation structure, the broad categories of which are outlined in section 9.

5.5 Down selection

The result of the evaluation process will be a down selection of the prospective service providers who submitted responses, to one or more service provider/s.

· Unsuccessful respondents will be notified by fax and/or e-mail and the THETA reserves the right to reselect a prospective service provider should negotiations with the down selected service provider/s prove unsatisfactory or non-productive.

· Prospective service providers are reminded that their responses, submission and costing will form an integral part of the evaluation, down selection and contracting process and will therefore be carried through to the contracting stage.

· Tender must score a minimum of 30 points on technical evaluation in order to qualify for further adjudication
5.6 Due Diligence

Given the importance of the THETA project prospective service providers are advised that a financial, capability and qualification "Due Diligence" may be undertaken by the THETA and/or its agent prior to the final appointment of a service provider being made. 

5.7 Negotiations and contracting

The contract or main agreement will consist of standard terms and conditions covering the legal aspects of contracting only, while the Service Definitions, Service Level Agreements, Pricing and other schedules will be attached to the main agreement to specify the actual service delivery requirements.

6. SECTION 7:  Completing the Response to the RFP

This section contains regulations and guidance on the completion of the response to the RFP. Refer to Annexures A to G.

Please note that failure to supply adequate documentation or information as requested will result in either disqualification from the process or will negatively affect the scoring during the response evaluation.

The service level requirements defined in the Service Level Agreement reflect the THETA’s true requirements, but motivation for a lower service level based on reduced pricing without any degradation in service or deliverables will be entertained.

Where relevant, respondents are encouraged to submit information on additional value that their organisations can contribute to the THETA’s requirements.

6.1 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 Tenderers 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 Annexures and cross-referenced to the appropriate section of the tender.

6.2 Supporting documentation must include:

· Financial statements in support of financial stability; 

· Required detail regarding references; and

· Resumes of key project personnel.

6.3 Title Page

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

6.4 Table of Contents

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

· Table of Contents

· Executive Summary

· Business Enterprise Profile / Management structure

· Financial Stability

· Involvement of SMMEs and PDI’s

· Business Arrangement Approach

· Proven Credentials and Expertise

· Performance Capabilities

· High Level Approach, Plan and Time Lines

· Project Success Factors

· Senior Management Experience

· Reference sites where a project of this nature was conducted 

· Project Organisation and Team Expertise

· Annexures A, B, C, D, E, F, G.

6.5 Executive Summary

   A short summary of the key features of the Tender.

6.6 Business Enterprise Profile

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

· 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.

6.7 Financial Stability

Evidence must be provided as to the financial viability and capability of the Tenderer to carry out a project of this scale.  Such evidence shall include the most current audited Business Enterprise financial statement(s) for the past year, or the most recent interim financial statement 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 Business Enterprise is capable of fulfilling the requirements of the proposed business arrangement, the Tender proposal will be rejected.

6.8 Involvement of SMME’s and PDI’s

         The Tenderer must declare any business with SMME and Previously Disadvantage Individual’s. The information   provided should be sufficient for the evaluation committee to verify it. 
6.9 Business Arrangement Approach
    The Tenderer must describe their approach to potential business arrangements between THETA and the Business Enterprise, including:

· An overview of the proposed business arrangement;

· How THETA and the Business Enterprise 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.

6.10 Proven Credentials and Expertise 

The tenderer must provide specific information substantiating its expertise (or the expertise of its consortium members) in the processes and systems used in a project of this nature. The information provided should be sufficient and in a form that would allow the evaluation committee to verify it.

6.11 Performance Capabilities

The tenderer must provide information that demonstrates specific related experience in successfully completed projects of similar scope and complexity.  

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 RFP requirement.

6.12 High Level Approach, Plan and Time Lines

In this section, the tenderer should provide the proposed approach to meeting the RFP 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:

6.13 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.

6.14 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.

6.15 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.

6.16 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 internal audit projects preferably in the public sector.
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.


6.17 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.

7. section 8:  Other Information 

The information requested in this section is required by the THETA for response evaluation purposes.   Refer to Annexures A to G.

8.1      Due Diligences

The THETA may conduct, at its discretion, a financial, capability and qualification "due diligence" on the down selected service provider/s to ensure that the service provider is a viable going concern capable of implementing and sustaining the contracted services. 

Responses to this RFP must include a statement giving the THETA and/or its appointed agent permission to conduct this due diligence.

8.2 
Overall Plan

Provide an overall high-level (macro) plan covering the delivery of the required services. The plan must demonstrate the solution proposed by the respondent and contain sufficient detail to allow an analysis of the solution to determine the sustainability and feasibility of the solution. 
8.3 
South African Companies

Prospective service providers must provide full details of how this project will promote South African owned enterprises, particularly SMMEs.
8.4 
Value added services

Provide information on any additional value added services for consideration by the THETA, and which will form part of the overall proposed solution. Please note that the additional value adds must be priced separately.

8.5 
Project Organisation

Provide details of how the project would be organised, what roles have been identified and how ongoing project communication with the THETA is planned.

8.6      Statutory and General

The information below must be provided with the response to the RFP. In the event of a consortium response, the information as it pertains to the individual consortium members must be supplied e.g. if three separate companies form a consortium then the SARS Tax clearance certificates for each member Business Enterprise are required.

· The name of the entity with whom the THETA will ultimately contract and who will be responsible for the overall service delivery. This is required in all instances and is particularly relevant in a consortium or sub-contracting approach.

· The names of all consortium members and/or sub-contractors.

· SARS original tax clearance certificates;

· Copy of Business Enterprise incorporation certificate(s); 

· Vat registration certificates (Vat 103); 

· PAYE (Pay As You Earn) number;

· Business Enterprise UIF (Unemployment Insurance Fund) number;

· Skills development levy registration number;

· Regional Services Council registration number;

· Summary CVs of people who would be involved in the initiative, and indicate what role they will fulfil;

· HDI equity status;

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

· Nature of respondent's (and/or consortium members or sub-contractors) current and/or past business dealings with the THETA.

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

· Declaration of any existing relationship to any employee of the THETA or members of the governing board or council.

· Employment Equity compliance and plans.

· Statement regarding due diligence permission.

· Business Enterprise name of auditors, and contact person.

· Business Enterprise name of Accounting Officers, and contact person.

· Total turnover of your Business Enterprise (or consortium members or sub-contractors) for the last three years.

· For the last three years indicate what percentage of the total turnover is generated by management services as described in this RFP.

· Details of how long your Business Enterprise (or consortium members or sub-contractors) has been in existence and operational.

· Details of any professional associations your Business Enterprise (or consortium members or sub-contractors) belongs too, and indicate the length of membership.

· Indicate the form of Business Enterprise / corporation.

· A reference list of engagements of a similar nature to this project in Southern Africa, including contact details.

· Give a description of the financial controls that are in place to ensure the efficient management of client funds.

· How often is the Business Enterprise (or consortium members or sub-contractors) audited (6 monthly / annually), and has the Business Enterprise (or consortium members or sub-contractors) ever had a qualified audit report?

· Give a description of the Business Enterprise (or consortium) group structure.

· Where appropriate give a full description of the consortium make-up.

· Provide full details of any legal action that has been initiated against your Business Enterprise (or consortium members or sub-contractors) over the last 3 years, and the final outcome or present state of any litigation.

· Provide full details of any legal action that has been initiated by your Business Enterprise (or consortium members or sub-contractors) in the last 3 years, and the final outcome or present state of any litigation. 

8. section 9:  Evaluation criteria

TECHNICAL EVALUATION CRITERIA – 40 POINTS

· Tender must score a minimum of 30 points on technical evaluation in order to qualify for further adjudication
	KEY CRITERIA
	DOCUMENTATION
	COMMENTS OF EVALUATION TEAM
	POINTS AWARDED

	Response in accordance with RFP requirements

20 points
	RFP and all mandatory/requested documentation associated with RFP (e.g. original tax clearance certificate, signed declaration)
	
	

	Ability of Tenderer to provide the comprehensive service required and to commence work by the stipulated date

20 points


	Management structure of organisation; proven credentials, experience and expertise of management and staff; performance capabilities; project organization and team expertise; overall plan/programme; financial statements, references.  
	
	


9.2
COMMERCIAL EVALUATION CRITERIA – 40 POINTS
	KEY CRITERIA
	DOCUMENTATION
	COMMENTS OF EVALUATION TEAM
	POINTS AWARDED

	Pricing

30 Points
	Pricing Schedule
	
	

	Price Firmness

2.5 Points
	Commercial Terms and Conditions
	
	

	Validity Of Prices

2.5 Points
	Commercial Terms and Conditions
	
	

	Unconditional Discounts

2.5 Points
	Commercial Terms and Conditions
	
	

	Settlement Discounts

2.5 Points
	Commercial Terms and Conditions
	
	


9.3
PREFERENTIAL PROCUREMENT EVALUATION CRITERIA – 20 POINTS

	KEY CRITERIA
	DOCUMENTATION
	COMMENTS OF EVALUATION TEAM
	POINTS AWARDED

	HDI ownership (Black, Indian, Coloured, Women and Disabled Persons) of 50.1% or more

10 points
	Incorporation documents (i.e. articles and memorandum of association, partnership agreement, joint venture agreement, founding statement)
	
	

	HDI management (Black, Indian, Coloured, Women and Disabled Persons) of 50.1% or more

4 points
	
	
	

	Sub-contracting with an HDI or SMME (provided that not more than 25% of the total contract value is sub-contracted to a party which is not an HDI)

2 point
	
	
	

	Promotion of SMME’s in terms of the National Small Business Act 102 of 1996

4 points
	
	
	



