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TERMS OF REFERENCE  

 

FOR 

 

OPEN TENDER 

  

CAREER AWARENESS EVENTS AND MERSETA 

CAREER BUS TOUR – CAPRICON SOUTH DISTRICT 
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Closing date: 10 December 2024, 12:00 noon 

 

Compulsory Virtual Briefing Session: 

 

28 November 2024, 14:30 - 15:30 

 

Validity Period: 180 days  
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1. ACRONYMS 

ACRONYM  MEANING 

AA Accounting Authority 

AGSA Auditor-General South Africa 

APP Annual Performance Plan 

B-BBEE Broad-Based Black Economic Empowerment  

CEO Chief Executive Officer 

CEPA Council of Event Professionals Africa 

CSD Central Supplier Database 

CIPC Companies and Intellectual Property Commission 

CV Curriculum Vitae 

EXSA Exhibition and Event Association of South Africa 

DHET Department of Higher Education and Training 

DPME Department of Planning, Monitoring and Evaluation  

IT Information Technology 

MC Marketing and Communications unit 

merSETA Manufacturing, Engineering and Related Services Sector Education  

Training Authority 

NT National Treasury 

PFMA Public Finance Management Act No 1 of 1999 

PPPFA Preferential Procurement Policy Framework Act No 5 of 2000 

SAACI Southern African Association for the Conference  

SBD Standard Bidding Document 

SETA Sector Education and Training Authority 

SLA  Service Level Agreement 

SP Strategic Plan 

SSP Sector Skills Plan  

ToR Terms of Reference 

OHSA Occupational Health and Safety Act No.41730 of 1972 as amended 

2. BACKGROUND 

The merSETA was established in 2000 to promote skills development in terms of the Skills 

Development Act (Act No. 97 of 1998 as amended). The merSETA facilitates skills development 

in the manufacturing, engineering, and related services that encompass the following sectors: 

Automotive, Metal, Motor, Tyre, Plastics, and Automotive Components Manufacturing. The 

merSETA as a Schedule 3A public entity is governed by the PFMA (Act 1 of 1999 and its 

accompanying regulations).  
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3. OBJECTIVE   

3.1. The objective of this tender is to procure an independent service provider to facilitate the 

launch of the career awareness and merSETA career bus tour event.  The service 

provider will be responsible for submitting all required documentation (i.e. Valid Health 

Clearence Certificate, OHSA certificate, etc,) 

3.2. The launch will be a three (3) day career development awareness event to be hosted at 

General Piet Joubert Special School in Limpopo Polokwane on the following dates: TBA  

• TBC – Jan to March 2025    

• TBC – Jan to March 2025    

• TBC – Jan to March 2025  

3.3. The event will be attended by 1550 people including learners with special needs and 

delegates.  

3.4. The merSETA requires the services of an independent provider to erect a marquee to 

accommodate 1550 people, PA System and LED screens, catering for 1550 people, 

transportation of learners with special needs and an interpreter.  

3.5. The career awareness and the merSETA career bus tour events are meant to respond 

to the Annual Performance Plan to conduct career development initiatives in both rural 

and urban areas to promote the merSETA and also to raise awareness about the 

technical skills and career opportunities within the merSETA sub-sectors.  

4. PROJECT / CONTRACT PERIOD 

The project shall be a once off opportunity to be hosted in Limpopo province, Capricorn South 

District at General Piet Joubert Special School from TBC from 08:00 – 14:00. 

5. SCOPE OF PROJECT  

The launch of the career awareness and the merSETA career bus tour event will take place in 
January 2025 when schools reopen, at General Piet Joubert Special School. The three (3) day 
event will be attended by 1550 special needs learners from nine (9) special schools as follows:  

 

DAY 1: INTELLECTUALLY IMPARED 

Number of Intellectually Impaired – 700  

Number of Learners with Albinism – 300  

Total number of The Students = 1000 
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DAY 2: DEAF LEARNERS 

Number of Deaf learners including those that have completed high school = 250 

 

DAY 3: PHYSICALLY CHALLENGED LEARNERS  

Number of physically challenged and blind learners = 200   

  
 

NUMER OF LEARNERS PER SCHOOL AND THIER DISABILITY STATUS 

Name of School Number of 

Learners 

Number of 

Assistants 

Disability Status 

Tsoga o Itirele 13 4 Intellectually Impaired 

Grace and Hope 70 5 Intellectually Impaired 

Mahlasedi 150 5 Mild intellectual Disability 

Bana Ba Thari 45 5 Intellectually Impaired 

New Horizon 120 3 Intellectually Impaired 

Setotolwane 361 5 Blind and Deaf 

Siloe 311 5 Blind and Deaf 

 Gen Piet Joubert 310 5 Intellectually Impaired 

Benedict and Hope  70 5 Intellectually Impaired 

  

6. OUTCOMES AND DELIVERABLES 

The launch will be led by the merSETA Marketing and Communications unit and 
facilitated by an external service provider focusing on the following: 
 

• Marquee Construction - Marquee shall be provided, installed, and completed with 

all fittings by 17:00 hours the day before the event. 

• The marquee shall accommodate 1550 people. 

• The sides shall be at least or at minimum 3m height.  

• The marquee shall be white in colour, clean with no blemished / marks tears etc. 

• The marquee shall be totally waterproofed.   

• The marquee certification - In terms of OHS Act requirements marque shall be 

certified by an approved Engineer prior to occupation.  

• Securing of marquee – marque shall be correctly and adequately secured using 

weights. No pegging of any marquees shall be permitted.    
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• Flooring / Carpets – flooring shall be installed between the stage and the front seats  

(back-to-back).  

• The door entrances of the marquee must be a solid framed glass or plastic hung 

entrance doors.   

• South African National Standards (SANS) approved signage must be installed 

inside the marque in accordance to OHS Act and its Regulations. 

• Handheld fire extinguishers must be installed in accordance to OHS Act and 

municipal regulations. 

• The service provider will be required to provide an engineering certificate. 

Stage requirements 

• Size: 7.2m Wide x 3m x1.5m high. 

• Background – HD Stage Background LED/LCD Display. 

• Big fresh flowers in vase on a stand x 2 (white flowers with greens bouquet). 

 

Ramps for persons with disabilities: 

• Ramp access for Persons with Disabilities must be available to all raised floors and 

staged areas. These ramps must be at least 1,5m wide and must not have a 

gradient of less than 15°. The ramps must have a 1,5m handrail. 

 

General Chairs – Plastic - Learners x1450: 

• The chairs shall be four-legged stackable plastic chairs with no wheels.  

• One or more design colour chairs can be supplied. 

•  The chairs shall be cleaned and arranged as per the seating plan for the venue 

the day before the event. 

 

Outdoor Air-conditioning 

• Suitable for the delegates and speakers of the day. 

 

Power Supply Generators inside Marquee: 

• Generator with a total capacity between 75kva - 150 kVA must be supplied for the 

PA System/ general power / lighting, merSETA career bus and air-conditioning for 

the marquee. 
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• The Generator must be the “Silent Type” completely sealed and soundproofed. 

• Sufficient fuel must be supplied to operate the generator for at least 12 hours each. 

without any interruptions. 

• The generator must have sufficient electrical outlets to accommodate all the 

electrical requirements. 

 

Electrical: 

• Only competent electrician will be allowed to work on all electrical installations 

electrical person must be on-site for the duration of the event. 

• The marquee must be installed with an approved earthing equipment or protector. 

• All wiring must be hidden under the décor or under the raised flooring. No exposed 

wiring inside any marquee will be permitted. 

 

Décor / draping: 

• Where indicated draping must be installed to all walls, ceiling on the stage and side 

walls (aligned with the flooring). 

• The fixing of the draping panels must be secured with “plastic tags”. No metal 

staples will be allowed.  

• Draping must fill the complete areas with no permitted gaps. 

• Installed draping material must be flame retardant and non-toxic material. 

   

Sofas, chairs, podium and tables – Delegates x 100: 

• 10 seaters setup lounge must be on the stage with three glass tables and one 

glass podium. 

•  10 decorated tables with each sitting 8 people must be on the front line of each 

side (6 tables per side) a metal free standing table with  no trestle type tables with 

loose legs will be accepted.  

• The table shall be suitable to allow space for leg room.  

• Tables must be arranged as per the seating plan for the required venues. 

• The service provider should arrange transport for special needs learners from their 

schools to the venue and from    the venue to the schools. 

• PA system shall be provided, and set up with dry runs a day before the event. 
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• Mixer – Sound craft or equivalent. 

• Powered Top Speakers – JBL/Yamaha/QSC or equivalent 

• Stage Monitor 

• Cordless mics x 4 Shure/Sennheiser or equivalent 

• LCD Screens 55 Inch tv screens with movable stand x 4 

• LED Screens – 5M x 2M high 

• All feeding cables with splitters 

 

Catering for 1450 learners and 100 other delegates (1550 pax) which include breakfast and 
lunch.  
 
NB: Important requirement: 
 
The bidder must submit a valid Health Clearence Certificate that comply with the provisions 
of regulations by government (Act No.54 of 1972 as amended) in respect of handling of 
food. Failure to provide this certificate will result in automatic disqualification.   
 

Menu Breakfast: Service time 8:00 - 9:00 (Prepared packs) – Learners 

• Sandwich and small juice (100% on 330ml) 

• Prepacked in former packs. 

 

Menu Lunch: Service time 13:00 - 14:00 – Learners 

• Lunch-Pap, cabbage, chicken stew with gravy served in take away 

food   containers (disposal plates Include cold bottled water, 

toothpicks and serviettes). 

• Small juice different flavors (for breakfast and lunch) size specified above. 

Menu Breakfast with cups and cutlery: Service time 8:00 - 9:00 – 100 Guests 

• Black tea (envelopes) – similar or equivalent to Five Roses, Rooibos tea 

select (envelopes) – similar or equivalent to Five Roses, coffee (stick 

packs) – similar or  equivalent to Nescafé, Decaf coffee (stick packs) – 

similar or equivalent to Nescafé, Assorted biscuits – similar or 

equivalent to Choice Assorted. 

• Menu Lunch to be served on plates with cutlery: Service time 13:00 - 

14:00 – 100 Guests. 

• Pap and rice, two sides, cold (Greek salad) and hot (grilled vegetables), 
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chicken, fish and beef. 

• Include cold bottled water, toothpicks and serviettes. 

• Cold drinks. 
 
 
FIRST AID AND / OR AMBULANCE SERVICE ON SITE 
 
Bidders are required to provide comprehensive first aid and / or ambulance services for 
the duration of the event. The successful bidder will be responsible for: 
 

a) Staffing: Provide qualified medical personnel, including paramedics and first aid 
officers, in sufficient numbers to cover the expected attendance. 

 
b) Equipment: Supply all necessary medical equipment, including but not limited to 

first aid kits. 
 

c) Operating hours: Maintain medical services throughout the entire event, including 
set-up and tear-down periods. 

 
d) Communication: Establish clear communication protocols with event staff and 

local emergency services. 
 

e) Treatment area: Set up and manage a designated medical treatment area within 
the event grounds. 

 
f) Documentation: Maintain accurate records of all medical incidents and treatments 

provided. 
 

g) Insurance: Maintain appropriate insurance coverage for all medical services 
provided. 

 
NOTE: Bidders should outline their experience in providing similar services for events of 
comparable size and nature. The proposal should include a detailed staffing plan, 
equipment list, and operational procedures. 

 

7. CONTENT OF SUBMISSIONS – VERY IMPORTANT 

• Provide detailed pricing (vat inclusive) (refer to SBD 3.3. attached). Failure to 

submit detailed pricing will result in disqualification of the bid. 

• Proof of registration on the Central Supplier Database (CSD) hosted by National 

Treasury. 

• Fully completed and signed SDB 1, 3.3, 4, 6.1, and 7.2 forms attached. (Bidders 

must complete specific goals on SBD 6.1, failure will result in zero points score). 

• The bidder must submit a health certificate (Failure to provide, it will lead to 

automatic disqualification). 
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• Project manager/Project lead should have any one of the following applicable 

qualifications:-  

➢ Degree/Diploma in Events management. 

➢ Certification in hospitality management. 

➢ Degree/Diploma in public relations or marketing. 

➢ project management professional (PMP) certification. 

 

• Bidders to indicate if there will be any subcontracting and indicate the 

percentage (%) 

 

NB  In instances of a joint venture / consortium the Joint Venture Certificate must be 

included. However, for a subcontractor the B-BBEE certificate of both the 

contractor and subcontractor must be submitted.  

8. REQUIREMENTS  

Technical Specification 

Bidders will be evaluated for functionality based on the evaluation criteria and the minimum 

threshold as shown in the table below. Any bid that fails to meet the overall minimum threshold 

of 80% will be disqualified for further evaluation on price and specific goals. 

 

No Requirements Criteria Score 

1.  
 
 

Bidder Experience:  
 
The bidder must demonstrate 
relevant experience in event 
management. This must be proven 
by submission of a company 
profile. 
 
NB: Bidders must provide list of 
events undertaken of similar 
nature. 
 
  

 Three  (3) years and above 
event management experience 
 

 
 

10 

Two (2) year’s event 
management experience 

 
5 

Less than two (2) years’ 
experience. 

 
 
 
0 



 
 

 

Document Title Open Tender Terms of Reference 

Document Number FIN–TR-001(B) Revision Date  20 April 2023 

Page Number Page 11 of 16 *Next Revision Date 01 April 2025 

Revision Number Rev 08 Access Controlled 
                                                     *The document shall be revised at least 3 months before next revision date or as per merSETA organisational and operational changes 

   

 

2.  
 

Methodology and Project Plan: 
The bidder must prove capacity to 
undertake a project of this nature 
and capacity to complete the 
project by submitting a detailed 
proposed methodology and 
approach, as well as timeframes 
and a project plan 

Fully complies - The Bidder has 
provided a detailed explanation 
of the methodology 
implementation approach which 
details how the services will be 
carried out as outlined in the 
scope and deliverables and 
timelines. 

 
 
 
 

10 

Poor proposed methodology 
with no detailed project plan and 
timeframes. 

 
 

0 

3. Reference letters  
 
Reference letters from previous 

clients as evidence of work 

previously conducted as an event 

organiser which includes marquee 

erecting, transporting learners 

with special needs, sound 

systems (PA), catering and power 

generators.  

 

NB: The Reference Letter(s) must 
be on the letterhead of the 
previously serviced client and/or 
no more than one work-in-
progress project from current 
clients, and should reflect at least 
the name of the client, title of the 
related work conducted, year(s) 
conducted and completed, 
contactable reference name and 
contact details, and be signed by 
the appropriate delegate. 
merSETA reserves the right to 
contact the referee/s. 

Three (3) or more relevant 
written reference letters 
attached 

 
 
 

10 

Two (2) or less relevant  written 
reference letters attached. 

 
 
 
 

 
0 

4. 
 
 

Proposed Team Experience: 
 
The bidder must propose team 
member(s) with related experience 
to undertake similar work. 
 

CVs of the proposed team 
submitted with    2-3 years’ 
experience. The Project 
manager/Project lead should 
possess an appropriate 
qualification. 

 
 
 

10 

CVs submitted with less than two 
(2) years of experience and no 
relevant qualifications. 

 
 
0 
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9. BUDGET (COST ESTIMATION)  

The 80/20 evaluation criteria will be utilized. This evaluation criteria refers to 80% for Price and 

20% for specific goals. 

10. CLOSING DATE 

The closing date for submissions to be considered for this project shall be 10 December 2024 

at 12:00 noon.  

11. PAYMENT TERMS 

 The merSETA undertakes to pay valid invoices in full within 30 (thirty) days from receipt of the 

correct invoice and for work done to its satisfaction upon presentation of a substantiated claim. 

The merSETA shall not pay for any unproductive or duplicated time spent by the service 

provider on any assignment as a result of staff changes, inefficiencies or rework. 

12. EVALUATION PROCESS. 

All bids duly lodged will be evaluated on functionality and price. The evaluation criteria and 

weighting for measuring functionality are shown below: 

CRITERIA WEIGHTING MINIMUM 

THRESHOLD

S 

THRESHOLD

S 

Bidder Experience 30% 15% 

Methodology and Project Plan 20% 20% 

Reference letters 20% 20% 

  Proposed Team Experience  30% 30% 

TOTAL 100% 85% 

The overall minimum threshold for functionality will be 85% where all individual thresholds are 

adhered to.  

The evaluation of submitted bids will be conducted as follows: 

Firstly, the bids will be evaluated for functionality based on the evaluation criteria and the 

minimum threshold as shown in the table above. Any bid that fails to meet the overall minimum 

threshold or has not received the minimum score for any individual component thresholds will 

be disqualified. 

Thereafter, only the qualifying bids will be evaluated in terms of the 80/20 preference points 

system, where 80 points will be allocated to price only and 20 points will be allocated in line 

with specific goals. 
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This will be carried out in accordance with the PPPF Act as follows: 

The specific goals allocated points in terms 
of this tender 

Number of points 
allocated 

(80/20 system) 
(To be completed 
by the organ of 

state) 

Number of 
points claimed 
(80/20 system) 

(To be 
completed by 
the tenderer) 

Tenderer who has 51% to 100% black people 
ownership 

6  

Tenderer who has 30% to 100% black women 
ownership 

4  

Tenderer who has 30% to 100% black youth 
ownership 

4  

Tenderer who has 30% to 100% White women 
ownership 

2  

Tenderer who has 20% or more owners with 
disability 

4  

Total Points allocated to Specific Goals 20  

13. NOTES TO BIDDERS 

This section outlines basic requirements that must be met. Failure to accept these conditions 

or part thereof will result in your proposal being excluded from the evaluation process. 

13.1. Bidders may attend a non- compulsory briefing session that will take place on the 28 

November 2024 from 14:30am to 15:30pm. 

 

Link: https://msteams.link/4TXL 

 

13.2. Bidders may be invited to present and discuss details of their proposals.   

13.3. Bidders must complete the merSETA bid documents; Vendor Application Form SBD1, 

3.3, 4, 6.1 and 7.2 attached before their tenders are considered.   

13.4. Bid documents must be submitted via the merSETA tender box, “Tender for Career 

Awareness and merSETA Career bus tour – MC/2024/011”.  

13.4.1. Note: Bids must not be handed to any individual. Bids not deposited in the tender 

box will not be considered.   

14. The merSETA will not be liable to reimburse any costs incurred by the bidder during the tender 

process.   

https://msteams.link/4TXL
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15. The contract will be for a period of three (3) months from the date of Contract Signature.   

16. During the initial first two (2) weeks of the contract, the performance of the Bidder will be 

measured and reviewed to determine whether the performance level is satisfactory. This will 

be based on the agreed service level agreement. Should the performance level not be 

satisfactory, the service provider will be given one (1) month’s written notice of termination of 

the contract.   

17. Bidders should identify any work they are currently carrying out or competing for which could 

cause a conflict of interest and indicate how such a conflict would be avoided. 

18. GENERAL  

18.1. Bidders must deposit their documents into the tender box available on the Ground Floor 

reception on or before 10 December 2024, 12H00 noon at the address below: 

merSETA Head Office 

Metropolitan Park, Block C  

8 Hillside Road 

Parktown  

Johannesburg 

2193 

18.2. Any tender document received after the closing date and time will not be considered. 

18.3. One (1) bound and one (1) universal serial bus USB containing the proposal must be 

submitted. Should the electronic submission universal serial bus (USB) have faults, 

merSETA won’t be held accountable. All correspondence to bidders will be in writing.. 

18.4. All correspondence to bidders will be in writing. 

18.5. Bidders may attend the opening of the tender box on the closing date. 

18.6. Late submissions will not be considered for this tender. 

19. DISCLAIMER 

The merSETA reserves the right not to appoint a service provider for this tender. merSETA 

further reserves the right to split the tender with more than one service provider or award a 

portion of this tender to other service providers. 

 

The merSETA does not bind itself to accept the lowest tender. 
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ANNEXURE : COSTING PROPOSAL 

 

AS PER OUTCOMES AND DELIVERABLES (Item 6 above) 

 

[Bidder to insert detailed price schedule, with total cost including VAT] 

 

 

NOTE: 

Failure to submit detailing pricing will result in automatic disqualification 
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ANNEXURE A 

Specific Goal Guide – Preferential points (80/20) 

This specific goal guide will be used to assist providers in submitting relevant documents to 

confirm specific goals.  

“Specific goals” means specific goals as contemplated in section 2 (1) (d) of the Act which may 

include contracting with persons, or categories of persons, historically disadvantaged by unfair 

discrimination on the basis of race, gender and disability including the implementation of programmes 

of Reconstruction and Development programme as published in government gazette No. 16085 dated 

23 November 1994. 

Please note that:  

- Financial account, management account or auditors’ letter should be submitted confirming 

turnover of the company determining BBBEE status on Affidavit and B-BBEE CIPC certificate 

in order for the specific goals to be awarded. 

 

Preferential points for tenders without local content requirements. 

 

Specific goal 
80/20 

Preference 
Point system 

Example of 
Submission  

Tick if 
relevant 

document 
submitted  

Indicate which 
document 
have been 
submitted 

Black People 
Ownership – 
51% or more 

6 
Valid B-BBEE 

certificate/Affidavit 
or B-BBEE CIPC  

  

Black Women 
Ownership – 
30% or More 

4 
Valid B-BBEE 

certificate/Affidavit 
or B-BBEE CIPC 

  

Black Youth 
Ownership – 
30% or More  

4 
Valid BBBEE 

certificate/Affidavit 
or B-BBEE CIPC 

  

White Women 
Ownership – 
30% or More  

2 
Valid B-BBEE 

certificate/Affidavit 
or B-BBEE CIPC 

  

People with 
Disability 
(PwD) 
Ownership 

4 Medical certificate  

  

Total Points 
allocated to 
Specific 
Goals 

20  
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PART A 
INVITATION TO BID 

 
YOU ARE HEREBY INVITED TO BID FOR REQUIREMENTS OF THE (NAME OF DEPARTMENT/ PUBLIC ENTITY) 

BID NUMBER:  
CLOSING 
DATE:  

CLOSING 
TIME:  

DESCRIPTION  
BID RESPONSE DOCUMENTS MAY BE DEPOSITED IN THE BID BOX SITUATED AT (STREET ADDRESS) 

 

 

 

 

BIDDING PROCEDURE ENQUIRIES MAY BE DIRECTED TO TECHNICAL ENQUIRIES MAY BE DIRECTED TO: 

CONTACT PERSON  CONTACT PERSON  

TELEPHONE NUMBER  TELEPHONE NUMBER  

FACSIMILE NUMBER  FACSIMILE NUMBER  
E-MAIL ADDRESS  E-MAIL ADDRESS  
SUPPLIER INFORMATION 

NAME OF BIDDER  

POSTAL ADDRESS  

STREET ADDRESS  

TELEPHONE NUMBER CODE  NUMBER  

CELLPHONE NUMBER  

FACSIMILE NUMBER CODE  NUMBER  

E-MAIL ADDRESS  
VAT REGISTRATION 
NUMBER  
SUPPLIER 
COMPLIANCE STATUS 

TAX 
COMPLIANCE 
SYSTEM PIN: 

 

OR 

CENTRAL 
SUPPLIER 
DATABASE 
No:  MAAA 

B-BBEE STATUS 
LEVEL VERIFICATION 
CERTIFICATE 

TICK APPLICABLE BOX] 
 

 Yes                   No 

B-BBEE STATUS 
LEVEL SWORN 
AFFIDAVIT   

[TICK APPLICABLE BOX] 
 

 Yes                No 
[A B-BBEE STATUS LEVEL VERIFICATION CERTIFICATE/ SWORN AFFIDAVIT (FOR EMES & QSEs) MUST 
BE SUBMITTED IN ORDER TO QUALIFY FOR PREFERENCE POINTS FOR B-BBEE] 
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ARE YOU THE 
ACCREDITED 
REPRESENTATIVE IN 
SOUTH AFRICA FOR 
THE GOODS 
/SERVICES /WORKS 
OFFERED? 

Yes                         No  
 
[IF YES ENCLOSE PROOF] 
 

ARE YOU A 
FOREIGN BASED 
SUPPLIER FOR 
THE GOODS 
/SERVICES 
/WORKS 
OFFERED? 
 

Yes No 
 
[IF YES, ANSWER PART 
B:3 ] 
 

QUESTIONNAIRE TO BIDDING FOREIGN SUPPLIERS 
IS THE ENTITY A RESIDENT OF THE REPUBLIC OF SOUTH AFRICA (RSA)?            YES   NO 

DOES THE ENTITY HAVE A BRANCH IN THE RSA?                          YES   NO 

DOES THE ENTITY HAVE A PERMANENT ESTABLISHMENT IN THE RSA?                       YES   NO 

DOES THE ENTITY HAVE ANY SOURCE OF INCOME IN THE RSA?                        YES   NO 

IS THE ENTITY LIABLE IN THE RSA FOR ANY FORM OF TAXATION?                        YES   NO  

IF THE ANSWER IS “NO” TO ALL OF THE ABOVE, THEN IT IS NOT A REQUIREMENT TO REGISTER FOR A 
TAX COMPLIANCE STATUS SYSTEM PIN CODE FROM THE SOUTH AFRICAN REVENUE SERVICE (SARS) 
AND IF NOT REGISTER AS PER 2.3 BELOW. 
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PART B 
TERMS AND CONDITIONS FOR BIDDING 

  
1. BID SUBMISSION: 
1.1. BIDS MUST BE DELIVERED BY THE STIPULATED TIME TO THE CORRECT ADDRESS. LATE BIDS 

WILL NOT BE ACCEPTED FOR CONSIDERATION. 

1.2. ALL BIDS MUST BE SUBMITTED ON THE OFFICIAL FORMS PROVIDED–(NOT TO BE RE-TYPED) 
OR IN THE MANNER PRESCRIBED IN THE BID DOCUMENT. 

1.3. THIS BID IS SUBJECT TO THE PREFERENTIAL PROCUREMENT POLICY FRAMEWORK ACT, 2000 
AND THE PREFERENTIAL PROCUREMENT REGULATIONS, 2017, THE GENERAL CONDITIONS OF 
CONTRACT (GCC) AND, IF APPLICABLE, ANY OTHER SPECIAL CONDITIONS OF CONTRACT. 

1.4. THE SUCCESSFUL BIDDER WILL BE REQUIRED TO FILL IN AND SIGN A WRITTEN CONTRACT 
FORM (SBD7). 

2. TAX COMPLIANCE REQUIREMENTS 
2.1 BIDDERS MUST ENSURE COMPLIANCE WITH THEIR TAX OBLIGATIONS.  

2.2 BIDDERS ARE REQUIRED TO SUBMIT THEIR UNIQUE PERSONAL IDENTIFICATION NUMBER (PIN) 
ISSUED BY SARS TO ENABLE   THE ORGAN OF STATE TO VERIFY THE TAXPAYER’S PROFILE AND 
TAX STATUS. 

2.3 APPLICATION FOR TAX COMPLIANCE STATUS (TCS) PIN MAY BE MADE VIA E-FILING THROUGH 
THE SARS WEBSITE WWW.SARS.GOV.ZA. 

2.4 BIDDERS MAY ALSO SUBMIT A PRINTED TCS CERTIFICATE TOGETHER WITH THE BID.  

2.5 IN BIDS WHERE CONSORTIA / JOINT VENTURES / SUB-CONTRACTORS ARE INVOLVED, EACH 
PARTY MUST SUBMIT A SEPARATE   TCS CERTIFICATE / PIN / CSD NUMBER. 

2.6 WHERE NO TCS IS AVAILABLE BUT THE BIDDER IS REGISTERED ON THE CENTRAL SUPPLIER 
DATABASE (CSD), A CSD NUMBER MUST BE PROVIDED.  

2.7 NO BIDS WILL BE CONSIDERED FROM PERSONS IN THE SERVICE OF THE STATE, COMPANIES 
WITH DIRECTORS WHO ARE PERSONS IN THE SERVICE OF THE STATE, OR CLOSE 
CORPORATIONS WITH MEMBERS PERSONS IN THE SERVICE OF THE STATE.” 

 
NB: FAILURE TO PROVIDE / OR COMPLY WITH ANY OF THE ABOVE PARTICULARS MAY RENDER 

THE BID INVALID. 
 
SIGNATURE OF BIDDER: …………………………………………… 
 
CAPACITY UNDER WHICH THIS BID IS SIGNED: …………………………………………… 
(Proof of authority must be submitted e.g. company resolution) 
 
DATE: …………………………………………... 
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SBD 3.3 
PRICING SCHEDULE  

(Professional Services) 
 

 
NAME OF BIDDER: …………………………………………………..BID NO.: ………………………………………………... 
 
CLOSING TIME…………………………......................................CLOSING DATE……………………………………….. 
 

 
OFFER TO BE VALID FOR …………………….DAYS FROM THE CLOSING DATE OF BID……………………………... 
 

ITEM   DESCRIPTION BID PRICE IN RSA CURRENCY 
NO   **(ALL APPLICABLE TAXES INCLUDED) 

 
1. The accompanying information must be used for the formulation 
 of proposals. 
 
2. Bidders are required to indicate a ceiling price based on the total 
 estimated time for completion of all phases and including all 
 expenses inclusive of all  applicable taxes for the project.
 R………..…………………………………………………... 
 
3. PERSONS WHO WILL BE INVOLVED IN THE PROJECT AND  
 RATES APPLICABLE (CERTIFIED INVOICES MUST BE  
 RENDERED IN TERMS HEREOF) 
 
4. PERSON AND POSITION HOURLY RATE DAILY RATE 
 
 ----------------------------------------------------------------------- R------------------------------ --------------------------- 

 ----------------------------------------------------------------------- R------------------------------ --------------------------- 

 ----------------------------------------------------------------------- R------------------------- --------------------------- 

 ----------------------------------------------------------------------- R------------------------------ --------------------------- 

 ----------------------------------------------------------------------- R------------------------------ --------------------------- 

5. PHASES ACCORDING TO WHICH THE PROJECT WILL BE 
 COMPLETED, COST PER PHASE AND MAN-DAYS TO BE  
 SPENT 
 
  ------------------------------------------------------------------- R------------------------------ ---------------------days 

  ------------------------------------------------------------------- R------------------------------ --------------------days 



 

Bid No.: …………………………………… 

 

Name of Bidder: ……………………………………………………………………………………………………………………. 
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  ------------------------------------------------------------------- R------------------------------ ---------------------days 

  ----------------------------------------------------------------- R------------------------------ --------------------days 
 
5.1 Travel expenses (specify, for example rate/km and total km, class 
 of airtravel, etc).  Only actual costs are recoverable.  Proof of the 
 expenses incurred must accompany certified invoices. 
 
 DESCRIPTION OF EXPENSE TO BE INCURRED RATE QUANTITY AMOUNT 
 
  ------------------------------------------------------------------ …………… …………….. R…………… 

  ------------------------------------------------------------------ ………………. …………….. R…………... 

  ------------------------------------------------------------------ ………………. …………….. R…………… 

  ------------------------------------------------------------------- ………………. …………….. R…………… 
 
   TOTAL:  R……………………………………... 
 

   ** ”all applicable taxes” includes  value- added tax, pay as you earn, income tax, unemployment  insurance fund 
   contributions and skills development levies. 

      
 

5.2 Other expenses, for example accommodation (specify, eg. Three 
 star hotel, bed and breakfast, telephone cost, reproduction cost, 
 etc.).  On basis of these particulars, certified invoices will be checked 
 for correctness.  Proof of the expenses must accompany invoices. 
  
 DESCRIPTION OF EXPENSE TO BE INCURRED RATE QUANTITY AMOUNT 
 
  ---------------------------------------------------------------------- ………………. …………….. R…………… 

  ---------------------------------------------------------------------- ………………. …………….. R…………… 

  ----------------------------------------------------------------------- ………………. …………….. R…………... 

  ----------------------------------------------------------------------- ………………. …………….. R…………... 
 
   TOTAL:  R…………………………………….... 
 
6. Period required for commencement with project after 
 acceptance of bid………………………………………………………………………………………………………... 
 
7. Estimated man-days for completion of project……………………………………………………………………….. 
 
8. Are the rates quoted firm for the full period of contract?    *YES/NO 
   
9. If not firm for the full period, provide details of the basis on which adjustments will be applied for, for  
24 
example consumer price index.……………………………………………………………………………………………………… 
  



 

Bid No.: …………………………………… 

 

Name of Bidder: ……………………………………………………………………………………………………………………. 
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……………………………………………………………….……………………………………….………………………………… 

 

  *[DELETE IF NOT APPLICABLE] 
 

 
Any enquiries regarding bidding procedures may be directed to the – 
 
(INSERT NAME AND ADDRESS OF DEPARTMENT/ENTITY) 
 
 
Tel: 
 
Or for technical information – 
 
(INSERT NAME OF CONTACT PERSON): 
 
Tel: 
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SBD 7.2 

CONTRACT FORM - RENDERING OF SERVICES 
 
THIS FORM MUST BE FILLED IN DUPLICATE BY BOTH THE SERVICE PROVIDER (PART 1) AND THE 
PURCHASER (PART 2).  BOTH FORMS MUST BE SIGNED IN THE ORIGINAL SO THAT THE SERVICE 
PROVIDER AND THE PURCHASER WOULD BE IN POSSESSION OF ORIGINALLY SIGNED CONTRACTS FOR 
THEIR RESPECTIVE RECORDS. 

PART 1 (TO BE FILLED IN BY THE SERVICE PROVIDER) 
 
1. I hereby undertake to render services described in the attached bidding documents to (name of the 

institution)……………………………………. in accordance with the requirements and task directives / 
proposals specifications stipulated in Bid Number………….……….. at the price/s quoted.  My offer/s remain 
binding upon me and open for acceptance by the Purchaser during the validity period indicated and 
calculated from the closing date of the bid. 

 
2. The following documents shall be deemed to form and be read and construed as part of this agreement: 

 
(i) Bidding documents, viz 

- Invitation to bid; 
- Tax clearance certificate; 
- Pricing schedule(s); 
- Filled in task directive/proposal; 
- Preference claims for Broad Based Black Economic Empowerment Status Level of 

Contribution in terms of the Preferential Procurement Regulations 2011; 
- Declaration of interest; 
- Declaration of bidder’s past SCM practices; 
- Certificate of Independent Bid Determination; 
- Special Conditions of Contract;  

(ii) General Conditions of Contract; and 
(iii) Other (specify) 

 
3. I confirm that I have satisfied myself as to the correctness and validity of my bid; that the price(s) and rate(s) 

quoted cover all the services specified in the bidding documents; that the price(s) and rate(s) cover all my 
obligations and I accept that any mistakes regarding price(s) and rate(s) and calculations will be at my own 
risk. 

 
4. I accept full responsibility for the proper execution and fulfilment of all obligations and conditions devolving 

on me under this agreement as the principal liable for the due fulfillment of this contract. 
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5. I declare that I have no participation in any collusive practices with any bidder or any other person regarding 
this or any other bid. 
 

6. I confirm that I am duly authorised to sign this contract. 
 

NAME (PRINT)  ……………………………. 
 
CAPACITY  ……………………………. 

 
SIGNATURE  ……………………………. 
 
NAME OF FIRM  ……………………………. 
 
DATE   ……………………………. 

SBD 7.2 
CONTRACT FORM - RENDERING OF SERVICES 

           
PART 2 (TO BE FILLED IN BY THE PURCHASER) 

 
 

1. I……………………………………………. in my capacity as……………………...……………………………….. 
 
accept your bid under reference number ………………dated………………………for the rendering of services  
 
indicated hereunder and/or further specified in the annexure(s). 

 
2. An official order indicating service delivery instructions is forthcoming. 
 
3. I undertake to make payment for the services rendered in accordance with the terms and conditions of the 

contract, within 30 (thirty) days after receipt of an invoice. 

WITNESSES 

 

1 …….……………………………. 

 

2 ……….…………………………. 

 

DATE: …………………………….. 
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DESCRIPTION OF 
SERVICE 

PRICE  (ALL 
APPLICABLE 

TAXES 
INCLUDED)  

COMPLETION DATE 
B-BBEE STATUS 
LEVEL OF 
CONTRIBUTION 

 
MINIMUM 

THRESHOLD  FOR 
LOCAL 

PRODUCTION AND 
CONTENT (if 
applicable) 

  
 
 
 
 
 
 
 
 
 
 
 
 

   

 
 

4. I confirm that I am duly authorised to sign this contract. 
 
 
SIGNED AT ………………………………………ON……………………………….. 
 
 
NAME (PRINT) …………………………………………. 
 
SIGNATURE  ………………………………………… 

 
 

OFFICIAL STAMP WITNESSES 

 

1 ….……………………………. 

 

2 …..……………………………. 

 

DATE: …………………………….. 

 








































