
Tender Reference: AFCD/WP/05/08 

Schedule 3 
 

Management Plan, Work Plan, Contingency Plan, 
Quality Assurance Plan and Transition Plan 

(please complete and insert into the “Technical Proposal Envelope”) 
 

 
In accordance with Clause 3(c) of the Terms of Tender, Tenderers are required to 

submit the Management Plan, Work Plan, Contingency Plan, Quality Assurance Plan and 
Transition Plan for evaluation according to the marking scheme in Annex B of this Tender 
Document.  Information provided by Tenderers hereunder will be binding on the 
Tenderers after award of Contract.  Failure to submit the information specified 
hereunder will render the tender invalid. 
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Tender Reference: AFCD/WP/05/08 

 
1. Management Plan (Maximum 12 scores)
    
 The management plan shall include the following information - 

(a) names, expertise and qualifications of its Contract Manager and each of the two 
Supervisors ; 

(b) the organization chart of the proposed work force in providing the Services and the 
responsibilities of the Contract Manager and Supervisors and other grades of staff; 

(c) details of the staff pre-employment background checks procedures to be adopted; 
(d) details of the Tenderer’s training programmes for its operatives and 

supervisory/managerial staff for the performance of the Services; 
(e) staff appearance and courtesy requirements; and 
(f) details of the management staff and resources including arrangement for supervision and 

inspection of frontline operative.  
Tenderers may also include other materials as appropriate to facilitate consideration of their offer by 
the Government. 

  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  

(Note: If there is not enough space, please make photocopy of this sheet) 
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Tender Reference: AFCD/WP/05/08 

2. Work Plan (Maximum 12 scores)
    
 The work plan shall specify the detailed arrangements in operating the Ticket Office in the following 

areas – 
(a) details of provision and uses, including equipment, materials, vehicles and tools (Tenderers 

should state whether they are already in possession of the equipment, materials and tools or 
they will procure new ones before commencement of the Services); 

(b) staff deployment plan;  
(c) the distribution of work for staff and deployment of staff and resources for completing the 

Services and meeting the performance requirements; 
(d) the arrangement of leave relief to relieve those staff on leave or absence from duty; 
(e) the daily/fortnightly/monthly working programme in a sampled month for the Ticket 

Office; 
(f) alternative plan or suggestion to improve work efficiency of the Ticket Office; and 
(g) the safety measures to be adopted in carrying out Services. 

 

  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  

(Note: If there is not enough space, please make photocopy of this sheet) 
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Tender Reference: AFCD/WP/05/08 

3. 
 

Contingency Plan (Maximum 12 scores)

 The contingency plan shall include the following information - 
(a) the arrangement for emergency situations such as suspension/interruption of electricity 

supply, breakdown of computerized ticketing system, shortage of staff , etc; 
(b) the availability of additional resources during contingency or emergency situations, the 

level of support and resources available at times of emergency; and 
(c) the provision of emergency telephone number and complaint hot-line and the ability to 

mobilize a pool of staff within short notice. 
   

  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  

(Note: If there is not enough space, please make photocopy of this sheet) 
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Tender Reference: AFCD/WP/05/08 

4. Quality Assurance Plan (Maximum 9 scores)
  

The quality assurance plan shall include the following information - 
(a) the approach to ensure the performance quality; 
(b) the mechanism for auditing the Contractor’s quality system and to determine the quality of 

Services provided to the Government; 
(c) the approach to remedy performance default and to prevent the re-occurrence of any 

sub-standard services;  
(d) the approach to work with Government Representative to resolve issues arising from the 

Contract; and 
(e) a “Code of Practice” to be issued to the Contractor’s employee, agents or sub-contracted 

approved by the Government under Clause 9(c) of the General Condition of Contract, to 
ensure their performance quality, good cash handling practices, customer services hints as 
well as prohibition from soliciting or accepting and unauthorized advantages in the carrying 
out of their duties.  

 
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  

(Note: If there is not enough space, please make photocopy of this sheet) 
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5. Transition Plan (Maximum 9 scores) 
 

 Tenderers must provide the transition plan including the following information - 

(a) transition-in: including staff recruitment plan, transition arrangement, asset management and 

work schedule; and 

(b) transition-out: including work schedule, transition arrangement, asset management and handover 

plan. 

 
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  

(Note: If there is not enough space, please make photocopy of this sheet) 
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