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Systems and Process Automation Proposal Brief
Use this form for business analysis, process improvement, workflow automation, system implementation, app development or integration requests.
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Controlled blank form. Client-entered responses create a working copy and do not change the approved template.
	Client or business name
Click or tap here to enter details
	Date completed
Click or tap here to enter details

	Contact person
Click or tap here to enter details
	Telephone or email
Click or tap here to enter details


How to use this form
Type in the response boxes, mark selected options with an X, and save the file with your business name. Email it to info@tvt.com.na or send it as a WhatsApp document to +264 81 408 8619. TVT will review the information and confirm whether further discovery is required before issuing a proposal.
Do not include passwords, bank card details, identity documents or confidential customer records in this form.


1  Current process and problem
Name of the process or service to improve
	Click or tap here to enter your response


Describe the current process from start to finish
Include who performs each step and which tools, documents or systems are used.
	Click or tap here to enter your response
 
 
 


Main problems, delays, errors or control gaps
	Click or tap here to enter your response
 
 


How often the process runs and approximate transaction volume
	Click or tap here to enter your response
 




2  Users data and systems
User groups, departments, branches or external parties involved
	Click or tap here to enter your response
 


Information captured, produced or reported
	Click or tap here to enter your response
 
 


Current applications and required integrations
List systems, APIs, email, Microsoft 365, payment platforms or spreadsheets.
	Click or tap here to enter your response
 
 


Access or control needs
	□ Approvals   □ Different user roles   □ Audit trail   □ Notifications   □ Document storage   □ Dashboards   □ Mobile access




3  Target outcome and delivery constraints
Describe the desired future process
	Click or tap here to enter your response
 
 


How success should be measured
Examples include turnaround time, error rate, cost, visibility or user adoption.
	Click or tap here to enter your response
 


Policies, security, regulatory or data requirements
	Click or tap here to enter your response
 


Deadline, available budget and internal project owner
	Click or tap here to enter your response
 


Preferred starting point
	□ Discovery workshop   □ Requirements document   □ Process map   □ Prototype   □ Implementation proposal   □ Need guidance


Final  Declaration and submission
Preferred response method
	□ Email   □ WhatsApp   □ Phone call


Name and position of person authorising this request
	Click or tap here to enter your response


Additional notes or questions
	Click or tap here to enter your response


By sending this form, you confirm that the information may be used by TVT to assess the request and prepare a proposal. Submission does not create a contract or guarantee a quoted price or delivery date.
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