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1 General Information 

1.1 Purpose of this document 

The Market Theatre Foundation (MTF) wishes to appoint an outsourced ICT 
service provider for a period not exceeding three years to perform all ICT 
services and related tasks and responsibilities on behalf of the MTF. 

1.2 The Market Theatre Foundation  

The MTF's core business is producing a variety of theatre works that reflect 
and represent the issues that affect the people of South Africa.  The Market 
Theatre produces 25-50 productions annually which create employment for 
+/-250 artists per annum.  Over the years the Market Theatre has provided 
work for +/-8,750 theatre practitioners – playwrights, directors, actors, 
set/costume/lighting and sound designers and engineers as well as stage 
managers and crews.  In line with the MTF’s mission and vision 85% of these 
artists are from the historically disadvantaged communities. 

In 2015/16 the Market Theatre produced 48 shows and had an audience 
attendance of 49 255.  This excludes the daily foot traffic and visitors that 
frequent the Market Theatre precinct and the Mary Fitzgerald Square. 

The Market Laboratory (Lab) operates skills training and outreach 
programmes that educate marginalised youth with practical, income-
generating skills geared to the performing arts sector. The Laboratory is 
committed to encouraging young talent and developing innovative and 
indigenous theatre at community level. The Market Laboratory education 
programmes include a 2 year Drama Course for aspirant young actors and 
two annual community theatre festivals.  

In 2015/16 the Laboratory offered skills training to 33 young people from 
marginalised communities and ran 2 festivals with a participation of 67 
members and an audience attendance of 1 527. 

The Market Photo Workshop (MPW) runs a variety of photography courses 
for marginalised youth that equip them to pursue careers in photography.  
Photography is one of the few occupations that can be mastered without a 
formal education background and can provide a living wage with a minimum 
of training and capital investment.  The Market Photo Workshop also runs 
photographic outreach projects in rural areas.  It offers bursaries to 
financially challenged students and secures internships for its graduates with 
media companies.  The Market Photo Workshop produces regular 
exhibitions and publications of its students’ work. 

In 2015/16 the Market Photo Workshop offered skills training to 134 students 
of which 116 successfully completed. In addition 5 photographic exhibitions 
and 6 public programmes were held in the Market Photo Workshop Gallery.  

Currently all information and Communication Services (ICT) are provided on 
an outsourced basis by established ICT companies.  
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1.3 Overview of required services 

The MTF plans to outsource all ICT services as summarised below.  The 
major consideration in the selection of an outsourcing service provider is the 
ability of the Bidder to provide all services listed and to improve service 
levels according to current best practices and technological innovation.  

 Help Desk Management 

 Apple technical support – Workstations 

 Apple technical support – Server 

 Microsoft technical support – Workstation (Windows XP, Vista, 7 and 8) 

 Microsoft technical support – Servers (SBS 2011, 2008) 

 Technical Support on Promise RAID systems 

 Technical Support on Fujitsu SAN system and Tape Library 

 Technical Support on Symantec backup Exec software 

 Microsoft Active Directory management and maintenance 

 Apple Open Directory management and maintenance 

 Exchange 2010 management and maintenance 

 Anti-Virus Management 

 ICT Asset tracking – Hardware and Software license management 

 Network support and maintenance 

 WiFi network support 

 Server installations for Apple and Microsoft 

 Printer and MFP support 

 Staff training on hardware and software 

 Manage server and workstation backups 

 ICT related reports (manual or system generated) when required 

 ICT system relocation when required to new premises as well as during 
building alterations. This includes but not limited to Migration and 
relocation of cabling, servers, workstation, printers, access points 

 Liaise with other ICT providers to ensure best solutions in place and 
minimize downtime 

 Supply and maintain new IP Telephony system for all divisions at Market 
Theatre Foundation, Market Photo Workshop and Market LAB 

 ICT security and governance management 

 ICT policy development and support as required 
 

 

Network Management 
Respond to potential network disruptions and proactively resolve issues to 
ensure that the network remains highly stable and reliable. A complete 
network solution for LAN must be provided. Current LAN infrastructure HP 
Aruba. 
 
Server Management 
Monitor and manage Microsoft and Apple based servers and platform. 
Proactively manage servers and resolve potential problems before they 
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become critical. Management of Apple and Microsoft server and desktop 
environments for the MTF. 
 
Server Technology 
Maintain server environment built on the following technologies:   

 Microsoft Server 2016  

 Microsoft Server 2012  

 Apple Server 

 Office 365. 
 
Outsourcing Model 
The MTF does not have nor requires an internal IT department. The 
outsource supplier effectively becomes the MTF’s internal IT Department, 
and assume overall and ultimate responsibility for the network and 
infrastructure, by working closely with CFO and staff members. 
 
Business Continuity and Disaster Recovery Solutions 
Backup and Disaster recovery plans are essential and have to be 
maintained. 
 
Consultation 
Facilitate consultation and advice at any given time on network issues and 
planning for future growth and expansion, including discussion of best 
practises. 
 
ICT Asset Management 
Ensuring that accurate records are kept of who is using what and 
where.  Regular audits to ensure assets remain updated for security, legality 
and service continuity. Ensuring that software licenses and subscriptions are 
managed. 
 
Desktop Management 
Provide full range of services to ensure that workstations are functioning 
optimally. This includes hardware and software support, as well as end-user 
training. 
 
Application Management 
Maintaining and managing applications. Ensure that the required availability 
and reliability requirements are maintained. Full understanding of using 
Integrated Pastel Evolution, Pastel Payroll and Pastel Accounting Solution, 
Microsoft Office 365, Adobe Creative Cloud and Veeam. 
 
Configuration Management 
Change control procedures to meet strict requirements to ensure that all 
devices are configured in accordance with industry best practice. Ensuring 
that devices are properly configured and managed. 
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Security Management 
Provide independent security audits. Manage security software and 
requirements to ensure that the MTF servers and network is protected and 
security is continuously monitored, including Fortigate Firewall management. 
 
Web Site Management 
Manage and provide solutions ideal for e-business or delivery of mission 
critical applications to employees using the Internet or Intranet. Maintain 
corporate network; Local Area Networks (LAN); Wide Area Networks (WAN); 
Virtual Private Networks (VPN) and Wireless Networks. Close integration 
with ISP’s on connectivity issues regarding contracts and bandwidth for 
Internet and Email. 
 
Fault Management 
Manage framework to enable engineers to quickly identify and isolate 
problems, often before arriving on site, to minimize potential downtime. 
 
Internet and Intranet Solution 
Management framework to enable engineers to quickly identify and isolate 
problems, often before arriving on site, to minimize potential downtime. 
 
Support Options 
Call out, on-site, technician(s), service providers, telephone, remote 
connections via VPN, Terminal Services and Internet. 
 
Estimated Number of Users, Desktops and File Servers 

Market Theatre Foundation 

100 Computers 

95 Registered users 

7 Servers 

 
Replacement Policy 
One-third replacement of desktop/laptop computers on an annual basis 
(33%) and replacement of server every 3 years. 
 
Hardware 
Competitive quotes must be provided when any hardware is required. 

 Supply of Apple hardware  

 Supply of Windows based hardware, ie Dell, HP, Lenovo, Fujitsu and 
other major PC brands 

 Supply of Adobe software 

 Supply of Microsoft software 
 
Support Service Hours 
15 Hours a day, seven days a week from 8:00 to 23:00. 
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1.4 MTF environment 

The MTF is currently operating from 3 different locations: 

 The Theatre building situated at 56 Margaret Mcingana Street, 
Newtown 

 The Admin and Corporate offices, MPW and Lab situated at the 
Market Square building, 138 Lilian Ngoyi Street, Newtown 

 The Windybrow Arts Centre at corner Nugget and Pietersen Streets, 
Doornfontein 
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2 Proposal Requirements 

2.1 References 

The proposal should include at least three references from clients who 
received similar services over the immediate past 12 months.  This should 
preferably include clients having similar scope of services, industry and scale 
as the MTF. 

The references should include a brief description of the services provided for 
each client and the MTF must have appropriate access to the clients listed. 

The referees must be contactable and the contact details provided must 
include: 

 Contact person 

 Company name 

 Telephone number 

 Email address 

 Cell number (if possible) 

As required, MTF may require a visit to one or more of these sites. 

2.2 Project participants’ experience 

Bidders should submit details describing the relevant experience of their 
proposed staff which will be used to provide the services.  The information 
should include a description of qualifications, knowledge and relevant 
experience. 

The documentation should adequately describe how the Bidder has 
performed similar services for similar types or size of organisations. 

Bidders should indicate whether they are approved Adobe and Apple 
resellers and include the necessary proof if they are approved. 

2.3 Contract agreement 

The successful Bidder will be required to enter into a contractual 
arrangement with the MTF.   

2.4 Compliance with conditions 

Bidders are required to comply with all terms and conditions set out in this 
RFP. 
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2.5 Disclaimer 

Neither the MTF nor any of its consultants accepts any responsibility to any 
Bidder or other third parties under the law of contract, tort or otherwise, for 
any loss or damage which may arise from this RFP, any matter deemed to 
form part of this RFP, the supporting information or documents referred to in 
this RFP or any information supplied by, or on behalf of, the MTF. 

No unsuccessful Bidder will be entitled to any redress against the MTF in the 
event that the MTF enters into any agreement in relation to the RFP with any 
other Bidder. 

No warranty or representation is made about the accuracy or completeness 
of the information contained in this RFP. 

Any costs incurred by the Bidders during the development of the Bidder 
response will be at the Bidder’s expense, and will not be covered by the 
MTF. 

In respect of this RFP and in addition to other contractual conditions and 
principles contained herein: 

 MTF may elect not to proceed with awarding the bid; 

 Bidders will be liable for payment of their own legal costs, whether or not 

a contract is entered into; and 

 No claims for compensation will lie against the MTF if, following the 

evaluation of responses, the MTF elects not to conclude a contract with 

any Bidder. 

2.6 Contacts for further information 

Bidders wishing to clarify items within this RFP should contact the MTF 
representative mentioned below either by email or by facsimile.  Where the 
information is not of a confidential nature, MTF reserves the right to distribute 
copies of all communications to all recipients of the RFP.  Queries should be 
directed to MTF’s SCM Assistant indicated below: 

Ms Vickey Pienaar 

+27 11 832 1641 ext 208 

VickeyP@markettheatre.co.za 

 

mailto:VickeyP@markettheatre.co.za
mailto:VickeyP@markettheatre.co.za
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2.7 Price 

Bidders should provide a pricing schedule which clearly sets out the cost of 
providing the required services, together with any other charges.  Other 
charges should be explained in detail. 

The fees should be based on an estimated 50 hours per month. 

The pricing schedule should clearly indicate the hours, and the hourly rate 
per respondent’s staff. 

All assumptions made in preparing the proposal, including all cost factors 
such as travelling, must be detailed. 

The Bidder must indicate all prices quoted inclusive of VAT (value added 
tax). 

Prices quoted must be valid for at least 90 days from the closing date of the 
RFP. 

It is a condition of this bid that all prices quoted by the Bidder are in Rand 
with no additional liability flowing to the MTF from any variation in the 
exchange rate between the Rand and any foreign currencies.  Such risk 
must either be carried by the Bidder or covered by means of a forward 
exchange contract arranged through their bankers.  Any cost of such shall be 
deemed to be included in the tender amount. 

The Contract Sum shall NOT be subject to any price adjustment by any 
increase or decrease in the cost of labour from the date of submission of the 
bid to the completion of the contract.  The Bidder must make allowance in 
rates or elsewhere in the tender for any escalation in costs which may occur. 

Any proposal that does not include the information required in this paragraph 
will be disqualified. 

2.8 Lodgement process 

Responses to this RFP must be made in printed form. Responses must be 
delivered in a sealed envelope accompanied by a covering letter on the 
letterhead of the Bidder’s organisation, duly signed by an authorised 
representative of the Bidder’s organisation. 

2.9 Confidentiality of responses and security of intellectual 
property 

Responses shall be received and held in confidence.  Security procedures 
apply for all materials received in response to this RFP. 

2.10 RFP submission 

The following information is pertinent to the RFP submission: 
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Closing Date 13 February 2017 

Closing Time 12:00 

RFP submissions are to be labelled as follows : 

Bid Number MTF 01/01/2017 

 

Description 

 

RFP: OUTSOURCING OF ICT SERVICES TO THE MARKET 
THEATRE FOUNDATION                                          

Responses must be received at the following addresses.   

 

 

 No responses will be accepted after the closing date and time. 

 Responses may not be delivered by facsimile or email. 

 Bidder pricing details shall remain valid up until 14 May 2017. 

2.11 Ownership of documents 

All documents forming the response to this RFP shall become the property of 
the MTF.  Intellectual property contained in the response shall remain vested 
with the Bidder. 

2.12 Discrepancies 

Bidders are advised that should a discrepancy exist between information 
contained in this RFP and any subsequent contract documents then the 
contract documents will prevail. 

Physical Address 

The Market Theatre Foundation 
138 Lillian Ngoyi Street 
NEWTOWN 
 
Place bid documents in the tender box in 
reception between 8:00 and 16:00 on week 
days 
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2.13 Collusive practices 

Except to form a consortium to respond to this RFP, a Bidder shall not enter 
into any agreement with any other Bidder or industry association concerning 
the preparation of a response to this RFP.  In particular, but without limiting 
the foregoing, a Bidder shall agree not to pay any amount to any 
unsuccessful Bidder. 

Evidence of collusion may lead to the rejection of all offers pursuant to this 
RFP and Bidders involved in such practices may be barred from tendering 
for further contracts with MTF. In addition, Bidders found guilty of collusive 
practices will be reported to the National Treasury and maybe listed on the 
Database of Restricted Suppliers. 

Bidders may be required to provide a declaration confirming that they have 
not engaged in collusive practices in relation to this RFP.  

This declaration can be found in Appendix B. The Bidder is required to 
complete the appendix and include it with the Bid that is submitted to MTF. 
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3 Special conditions of Response/Contract 

The requirements for the services and supporting infrastructure are set out in 
this RFP.  The following requirements relate to all Bids submitted. 

3.1 Details required 

Where a Bidder proposes alternatives to a stated requirement, they must 
clearly explain each of the alternatives and set out the advantages and 
disadvantages, nominating their preferred alternative.  They must also set 
out the circumstances in which each alternative is recommended. 

Where Bidders are responding to sections of the RFP relating to software 
they must supply details of the current version of software (i.e. that version 
actually released for general use by customers at the date of the Response). 

Bidders must provide the version number and release date of all software 
components proposed. 

3.2 Addenda to response 

Information not specifically required for the RFP but deemed by the Bidder to 
be of value to the evaluation shall be included as an addendum to the 
Response.  Addenda should not include advertising brochures or similar 
material. 

Where there is reference to published manuals, the relevant extracts from 
the manuals and those alone, shall be placed in the addenda. 

3.3 Lingua franca 

All information supplied in the Bid Response and all communication in this 
regard shall be in English. 

3.4 Discounts 

The Bidder shall set out any discounts and allowances where appropriate, 
including discounts for prompt payment. 

3.5 Proposed prices 

The Bidders shall provide the following information regarding pricing: 

 Prices offered shall be: 
- in South African currency; 
- be inclusive of value added tax; 

 Offered prices shall be inclusive for the complete contract and shall detail 
prices for individual components (e.g. hardware, software, training, 
implementation support etc.); 
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 Prices offered shall be considered firm, unless otherwise stated; 

 Bidder pricing details shall remain valid for a period of 90 days. 

 The payment policy of MTF is 30 days from the date of receipt of invoice 

3.6 Disclosure of information 

No Bidder shall furnish information, make any statement or issue any 
document or other written or printed material concerning the acceptance of 
the response to this RFP for publication in any form of media without prior 
written approval of the MTF. 

3.7 Implementation time frame 

MTF has committed itself to implementing the outsourcing of its ICT services 
by 1 April 2017 or as close as practicable to that date.  Accordingly, MTF 
requires Bidders to confirm their capability of providing the proposed 
services, implementation and training assistance in order to meet the 
prescribed deadlines. 

3.8 Rights reserved 

At its own discretion, the MTF reserves the right: 

 to extend the time for lodgement of responses; 

 to accept a response in part or in total; 

 not to accept any Bid resulting from responses to this RFP, in part or in 
total; 

 to, at its own discretion, vary any of the requirements of the services to 
be delivered during the course of negotiations with the preferred Bidder; 

 terminate the evaluation of responses; 

 to invite new responses; 

 to determine whether or not a response will be considered in the event of 
a material change in a Bidder; 

 to negotiate with the closest conforming Bidder in the event that no one 
Response satisfies all critical requirements. 

3.9 Inquiries to be prior to closing date 

No inquiries, whether in writing or otherwise, shall be made by Bidders 
following the closing date for responses to the RFP.  Breach of this condition 
may prejudice consideration of the Bidder’s response. 

A Bidder shall not solicit support from, or in any form canvass any: 

 employee or agent of the MTF; 

 committee of the MTF; 

 any consultant or contractor currently engaged by the MTF, 
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with respect to any matter pertaining to this RFP (unless specifically 
authorised by the MTF to do so).  Breach of this condition may prejudice 
consideration of the Bidder’s Response. 
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4 Format of the Bid Response 

Bidders must provide a complete and detailed response to each of the issues 
raised in this RFP document, and these must be submitted in the prescribed 
format. 

Bidders must submit a signed response in the under-mentioned format. 

For ease of evaluation, Bidders are required to present their Bid 
documentation under the following headings: 

4.1 Required Forms 
1. Cover letter clearly stating the name of the organisation and the name, 

address and telephone number of the Bidder’s representative 
2. Organisation background, lists of similar (not all) co-sourced or 

outsourced ICT appointments (completed and/or current) including client 
name, contact person and telephone number. 

3. Details of directors and shareholders (and members in the case of close 
corporations). In the case of wholly owned subsidiaries details of the 
holding company must also be provided. 

4. Provide an organogram of the individuals to be involved on this project 
and note their designations. Attach detailed résumé’s of said individuals. 
A company profile showing all members CV’s is not acceptable in this 
regard but may be submitted in addition to the specific requirement 
above. 

5. A detailed statement of the Bidder’s approach and methodology. 
6. A statement from an independent auditor / accountant regarding the 

Bidder’s financial standing to undertake this project, the Bidder’s turnover 
per annum over the last 3 years and also a statement of estimated 
turnover of current commitments. 

7. Bidders must ensure that the final offer value is correctly carried over to 
the “OFFER” page, page 2 of SBD 1 (Appendix A). The value depicted 
on the offer page will be regarded as the tendered amount. The “OFFER” 
page must be completed in full and signed. 

8. Note for joint ventures 

 The items above are to be addressed and completed by EACH 
member of the joint venture 

 An agreement between all parties of the joint venture is to 
accompany the Bid submission 

 A lead consultant is to be appointed and noted in the submission 

 BEE status is to be based on a profit sharing ratio and is to be verified 
by independent auditors if the tender is successful. This will be for 
the Bidders cost. 

9. Original valid tax clearance certificate 
10. Original or certified copy of a valid B-BBEE status level verification 

certificate 
11. Completed SBD1, SBD4, SBD6.1, SBD8 and SBD9 forms – see attached 
12. Proof of CSD registration 
13. Proof of SITA registration 
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14. Failure to comply with the requirements above will result in Bidders 
been negatively scored for responsiveness or disqualified for non-
compliance.  

4.2 Proposed Solution, detailing the response required to the 

following points together with the associated documentation : 
1. Describe your approach to DCE support and service management 

according to the service requirements detailed in Section 7 below. 
2. Describe how the Help Desk process is rendered 

 Is this a centralised function? 
 Are tickets issued? 
 Describe the Help Desk operation, processes, staffing, reporting and 

service times 
3. Detail how technical support is provided 

  Are technicians available on a 24x7 standby basis? 
 What qualifications do these technicians possess? 

4. Describe the Service Management process 
 Provide a copy of your standard support Service Level Agreement 

(SLA) 
 Provide sample Service Reports 
 Confirm how you plan to take over support of the current environment 
 Provide a skills matrix of management and support staff 
 Provide details and proof of Technical, Vendor and Service 

Methodology certifications 
5. Outline your commercial proposition 

 Detail your pricing structures and pricing options 
6. Describe any other services and innovations you believe will add value to 

the Market Theatre business 
7. Describe your approach to Hardware and Software Procurement and 

Asset Lifecycle Management, i.e. hardware refreshment 
 Describe recommended hardware tiers, warrantees and lead times for 

procurement 
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5 Assessment Criteria 
 

Calculation of Functionality Points 

 

Points for functionality will be calculated as follows: 

 

Functional area Points 

Locality 

Within 40km of Newtown – 10 

Over 40km but in Gauteng – 8 

Outside Gauteng – 6 

SADC – 4 

Other – 2 

10 

Call out time 10 

On-site availability 30 

Remote log in ability 10 

Company experience 30 

Contactable references 10 

Total 100 

 

The minimum qualifying score for functionality is 75 points. Bids that have 
achieved the minimum qualification score for functionality will further be 
evaluated in terms of the preference point system outlined below. 

 

Functionality  

 

The functionality assessment is based on: 
 

5.1 Locality: Bidders will be awarded points to where there offices are based. 
 

5.2 Call-out time : Bidders will be awarded points to what there call out  time 
duration is.   

 
5.3 On site availability: Refers to how many staff will be available to MTF and 
at what days and hours.  

 
5.4 Remote log in availability: Refers to the Bidder’s ability to log in remotely if 
needed to. 
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5.5 Company experience: Relates to the Bidders years of experience meaning 
Staff and the existence of the company. 
 
5.6 Contactable reference: Relates to similar projects or contracts that the 
company has.  
 

 

Calculation of Preference Points 

 

 80/20 Preference Points System for acquisition of services, works or goods 

to Rand value of R1million:  

 

The following formula will be used to calculate the points for price: 

Ps = 80[1 – (Pt – P min)] 

                           P min 

Where 

Ps = Points scored for comparative price of tender under consideration 

Pt = Comparative price of tender under consideration 

Pmin = Comparative price of lowest acceptable tender 

 

 90/10 Preference Points System for acquisition of services, works or goods 

to Rand value above R1million: 

 

Ps = 90[1 – (Pt – P min)] 

                           P min 

Where 

Ps = Points scored for comparative price of tender under consideration 

Pt = Comparative price of tender under consideration 

Pmin = Comparative price of lowest acceptable tender 

 
This document sets out the general basis on which the Evaluation Panel will 
evaluate the Bids received from the Bidders. The purpose of the evaluation 
process is to qualify Bidders that demonstrate the commitment, capability, 
capacity and the suitability to perform the functions and take on the 
responsibilities and risks assigned to them as the Service Provider. The 
evaluation will result in a process whereby the Successful Bidder will be 
appointed as the ICT Service Provider. 
 
The evaluation process is structured on a transparent and objective basis.  
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6 Glossary 

The following definitions are used within this RFP: 

 ‘Bid’ means a formal submission by a Bidder in response to the RFP 
document 

 ‘Bidder/s’ means an entity or entities submitting a Bid as above in 
response to the RFP, and include a Bidder Consortium. 

 ‘MTF’ means The Market Theatre Foundation; 
 ‘MPW’ means the Market Photo Workshop; 
 ‘LAB’ means the Market Laboratory; 
 ‘ICT service’ means Information, Communication and 

Telecommunication service 
 ‘Preferred Bidder’ means the Bidder selected by the Evaluation Panel to 

enter into negotiations with MTF for the provisions of services; 
 ‘Service Level Agreement’ means the agreement entered into between 

MTF and the Preferred Bidder setting out the terms and conditions for the 
ICT services to be provided by the Preferred Bidder; 

 Words importing the singular include the plural and vice versa and words 
importing one gender shall include all other genders.  Headings are for 
ease of reference only and shall not affect the interpretation of this 
agreement. 

 Once a Bidder has been selected using the MTF’s defined selection 
criteria they will be required to enter into a formal contract with MTF. The 
details of this contract will be finalised once the Bidder has been selected 
and all service negotiations are complete. 

 

 


