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ANNEXURE L




PARTICIPANT’S QUARTERLY REPORT


1. As a means of ensuring successful delivery, installation, commissioning and maintenance of the printing solution by Service Provider to the Participant, the following Key Performance Indicators shall be used to monitor the Goods and/or Service provided to the Participant by Service Providers.

2. Reporting will commence for each Participant on the relevant quarter after participation acknowledgement by National Treasury.

3. Participants are required to report to National Treasury on a quarterly basis as per the following dates:

	Quarterly Reporting Period 
	Submission date of report by Participant

	1 October 2019 to 31 December 2019
	7 January 2020

	1 January 2020 to 31 March 2020
	7 April 2020

	1 April 2020 to 30 June 2020
	7 July 2020

	1 July 2020 to 30 September 2020
	7 August 2020

	1 October 2020 to 31 December 2020
	7 January 2021

	1 January 2021 to 31 March 2021
	7 April 2021

	1 April 2021 to 30 June 2021
	7 July 2021

	1 July 2021 to 30 September 2021
	7 August 2021



4.  	The quarterly report to be submitted to transversal.contracting2@treasury.gov.za 
5. 	Definitions of some of the targets:
5.1 >20% Savings achieved compared to previous printing solution

· Service Providers are required to analyse the Participants’ printing environment to ensure Participants procure fit for purpose printing solutions compared to the previous years. Therefore Service Providers should propose optimal printing solutions including optimization of printing environment to meet business requirements.

· The target is asking if the proposed printing solution will assist the Participant to save costs compared to previous years

5.2 < 90%
· This target aims to ensure that Service Providers commit to their proposed timelines in terms of deploying the printing solution. 

5.3 Zero (0) tolerance level
· The transversal contract requirement to the Service Providers is that they will provide online management and support for the printing environment. It is thus not required for State institutions to log calls for faults and reports, since the Service Provider will be able to pick up any faults themselves and the State institutions can draw their own reports from the system.
· The following are exceptional occurrences when State institutions will be required to log calls: Copy quality issues; No Internet for automatic monitoring; and If equipment is off and the reason for the downtime is unknown.
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PARTICIPANTS TO COMPLETE AND RETURN ONLY THE REPORTING PAGES TO NATIONAL TREASURY AS PER THE ABOVE QUARTERLY PERIODSInsert State institution’s logo


Name of State Institution	:									
Quarter Reporting Period	:									 
[bookmark: _GoBack]Note! (Participants can also submit the report in an excel sheet as per the exact table below)
	#
	Indicators[footnoteRef:1] [1:  Participant should not change the indicators] 

	Measure of Service Provider[footnoteRef:2] [2:  Participants should not change the measurements] 

	Target
	Participant’s Feedback

	1
	Acknowledgement by Service Provider of receipt of analysis questionnaire
	Number of days to acknowledge analysis questionnaire
	1 day
	

	2
	Engaging Participant on receipt of analysis questionnaire to determine business requirements
	Number of days taken to contact the Participant for the analysis 

	2 days
	

	3
	Proposing optimal printing solutions including optimization of printing environment to meet business requirements
	Detailed proposal addressing the printing environment requirements
	>20% Savings achieved compared to previous printing solution
	

	4
	Response time of proposal delivery to Participant
	Number of days taken within the requested due date by Participant
	3 days
	

	5
	Delivery lead time of printing solution
	Delivery days post purchase order receipt
	As per offered lead time
	

	6
	Completion of deployment of printing solution within the proposed project timelines 
	Number of days taken to deploy versus projected deployment days
	
< 90%
	

	7
	Training provided to Participant’s relevant employees
	Number of trainees through attendance register
	Minimum 1 group training

	

	8
	Automated management of printing solution
	Optimized effective printing environment
	Quarterly Reports issued to Participants
	

	9
	Maintenance of printing solution at correct intervals
	Number of printing solution breakdowns
	0 tolerance level
	

	10
	Provision of supplies before Participant is affected
	Number of days printing solution not in operation
	0 tolerance level
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