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1. BACKGROUND

The Manufacturing, Engineering and Related Services Sector Education and Training 

Authority (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.

2. OBJECTIVE  

The purpose of this workplace well-being programme is to create and maintain a 

healthy organisation that looks after the holistic wellbeing of its employees, minimizes

the impact of external factors on employees' productivity at work, and contributes 

towards the performance of the organisation. The objective of this project is to procure 

and appoint the services of a qualified and suitable service provider to offer Employee 

Wellness Services to merSETA staff with the aim to:

2.1. To increase productivity, heighten morale and teamwork; and strengthen the 

bond between management, employees, and the organisation by providing a 

sustainable and confidential employee wellness service to merSETA employees 

and the immediate family. 

2.2. To establish and maintain a holistic approach to support employees in 

managing their personal, psychological and social problems.

2.3. To provide employees and their immediate family members with a 

comprehensive resource to help them address personal, legal, financial and 

related problems/challenges.

2.4. To provide management with practical resources to aid in supporting 

employees with personal and work-related problems when they impact an 

2.5. To establish and maintain a system through which employees at risk can be 

identified, motivated, and referred for assistance.

2.6. To establish and maintain a holistic approach to support the merSETA 

management, with dread and chronic diseases as well as any emergent 

pandemic.
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2.7. To collect and analyse employee wellness data and trends and provide 

appropriate reports and recommendations.

2.8. Support training awareness interventions and socialisation on wellness issues 

in line with the wellness calendar.

2.9. To design a three (3) year wellness programme for 2025/2026, 2026/2027 and 

2027/2028 financial years, inclusive of wellness brochures, invitations to events 

email teasers and posters for activities etc.

2.10. Ensure that the merSETA complies with the required legislative requirements 

by supporting the development and implementation of applicable practices in 

line with relevant laws.

2.11. The merSETA seeks to appoint a wellness service provider for the provision of 

integrated wellness services nationally in the following offices:

Region Head 
Count 

Address 

Head Office and Gauteng 
South Region 

145 MerSETA 8 Hillside 
Road, Block C 
Metropolitan Park, 
Parktown 

Mpumalanga Limpopo 10 Section 1 No8 Corridor, 
Crescent Route N4 
Business Park Ben Fleur 
Ext 11, Witbank 
Satellite office
Capricorn TVET College 
16 Market Street 
Polokwane
Limpopo 

Bloemfontein 9 46 Second Avenue, 
Westdene Bloemfontein 
Satellite Office - Northern 
Urban TVET College 
Albertyn Hof 35 39 
Long Street Kimberley 

KwaZulu Natal 18 2nd Floor Kent House, 1 
Neptune Road, Westville, 
Durban 
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Western Cape 16 35 Carl Cronje Drive, 
Avanti Office Park, 2nd 
Floor, North Block, 
Tygervalley 

Eastern Cape 14 270 Cape Road, Mill 
Park, Gqeberha
Satellite Office- Lovedale 
TVET College No 1 
Amatola Road College 
King Williamstown   

Gauteng North 10 1st Floor Infotech 
Building, 1090 Arcadia 
Street, Hatfield, Pretoria

Note: The addresses of the Offices might change but the footprint will remain the 
same 

Fixed term - 44
Temps - 3
Interns 19

2.12. The number of employees listed above is as of January 2025, which does 

fluctuate. 

3. PROJECT / CONTRACT PERIOD

3.1. The contract period for this project will be for a period of thirty-six (36) months

from date of last signature.

4. SCOPE OF PROJECT

4.1. The scope of this project includes the following requirements, wherein the 

bidder must have the capability to:

4.1.1. Holistically provide Employee Wellness Programme to support 

Wellness Office initiatives and improve the performance of merSETA by 

assisting its employees to deal with their personal and work-related challenges 

earlier, and more effectively.  

4.1.2. The Programme must provide awareness campaigns around topical 

health matters that affect employees. 

4.1.3 Offer consultancy support and guidance to managers and supervisors to 

help them effectively monitor employee job performance, intervene early when 

issues arise, and take appropriate corrective actions as needed.
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4.1.4 Must build capacity for managers and the Human Resources team to use 

the service and to identify distressed employees and refer them to appropriate 

resources.  

4.1.5 To promote health and wellness through education using different 

communication platforms. Assessments to be conducted, to ensure early 

identification and management of health problems.  

4.1.6 Identify and respond to the adverse conflict risks within the organisation 

prior to such risks impacting negatively on productivity and service excellence.  

4.1.7 Provide a hotline with 24 hour / 7days per week availability with access to 

appropriately accredited health care professionals. 

The bidders must ensure full coverage of all official South African languages.   

Note: The bidder is required to ensure that their costing aligns with the scope 
of work and project deliverables as outlined in the terms of reference.

5. OUTCOMES AND DELIVERABLES

5.1. The Bidder must possess specialized experience, knowledge and expertise to 

be able to deliver the following services: 

5.1.1. HEALTH MANAGEMENT 

Primary Health Care: Assess, dispense medication for flu vaccine as 
and when required.

Case management of chronic conditions and monthly reports must 
include progress made. Work with Occupational Health and Safety 
(OHS) unit to manage Injury on Duty (IOD) emergency cases for the 
merSETA in line with the Occupational Health and Safety Act. 

Counselling Services: Offer confidential counselling sessions for 
employees to address stress, anxiety, and other mental health 
concerns.

Workplace Wellness Programs: Implement initiatives to promote mental 
well-being, such as workshops, stress management techniques, and 
awareness campaigns.

Workshops and Training: Conduct regular health education sessions on 
topics such as nutrition, exercise, and disease prevention.

Resource Provision: Distribute educational materials and resources to 
employees to encourage healthy lifestyle choices and proactive health 
management. 
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5.1.2. WELLNESS AND LIFESTYLE MANAGEMENT 

Plan and conduct annual and mid-year wellness activities based on 
merSETA engagements and requirements. 

Health and Wellness promotion, awareness, and campaigns as per the
National Health calendar. 

Debt advisory and advocacy services. 

Telephonic legal advisory services available 24 hours, 7 days a week but 
excluding legal representation.  

Fitness and Nutrition Programs: Implement initiatives such as fitness 
challenges, nutritional guidance, and access to wellness resources to 
encourage healthy lifestyle habits.

Stress Management Workshops: Conduct sessions focused on stress 
reduction techniques, mindfulness, and work-life balance to enhance overall 
employee well-being.

And any other value add physical, mental and emotional wellbeing services 
that a Wellness Provider may be able to provide (please detail)

5.1.3. WELLNESS ASSESSMENT 

Conduct detailed Wellness Interventions, post Wellness Days screenings, 
Life, Style Management Programmes and Disease Management 
Programmes. 

The service providers will be required to provide the equipment when 

5.1.4. EMPLOYEE ASSISTANCE PROGRAMME: 

Apply Employee Assistance Programme (EAP) standards and best practice 
when providing the following:

24 hours, 7 days a week telephonic counselling coverage in all 
official South African languages and should include Life 
Management Services such as legal, financial and family care 
services with a suitably qualified counsellor; 

Online wellness service and application. 

Trauma management services including on-site management (In-house), 
should the need arise for a group or individual for but not limited to:-

Stress Management; 
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Financial Issues; 

Personal/family; 

Occupational issues such as group grievances on matters relating to 
wellness and safety, and relationships in the work environment. 

Life skills and psychosocial related training/workshops.  

Referrals for rehabilitation.

Conflict management and resolutions within team dynamics.  

Group sessions should cater for issues that pertain to organizational issues 
and the sessions to be conducted onsite.

Vicarious trauma providing debriefing for grief, loss and ongoing debriefing 
to employees who are exposed to traumatic scenes/experiences in their 
jobs. 

Provision for communication and health promotion information.
Appropriate referral and managerial services.
Management of consultation services:-

Provide employees with various options of accessing EAP services 
like

Use of an app and messaging service (e.g. WhatsApp), 
Call-back and emails, and 
Face-to- face counselling.

5.1.5. ABSENTEEISM MANAGEMENT & REPORTING

Absenteeism reporting rate for the reporting period at organisational and 
departmental level.

Based on the available data, the report structure must incorporate the 
following:-

Absenteeism cost for the reporting period at organisational and 
departmental level.

Long-term vs short term absenteeism ratio absenteeism with regards 
to:-

o Days of week;

o Duration;

o Age bands;

o Gender;

o Occupational level/ job categories;

o Reasons for absenteeism; 

Identifications of drivers and triggers to absenteeism.



Document Title Open Tender Terms of Reference
Document Number FIN-TR-001(B) Revision Date 20 April 2023
Page Number Page 9 of 22 *Next Revision Date 01 April 2025
Revision Number Rev 08 Access Controlled

    06 April 2023                                   *The document shall be revised at least 3 months before next revision date or as per merSETA organisational and operational changes

  

Identification of employees at risk for long term absence.

Proposed absenteeism management interventions.

The absenteeism management must be geared towards ensuring an early 

holistic approach. 

The absenteeism management programme must be results driven.  

5.1.6. INCAPACITY AND INDEPENDENT ASSESSMENTS

Provide assistance and support in line with the merSETA Pension 
Administrators related cases of incapacity.  

Provide health assessments referrals. 

Provide referrals to independent specialist 

Provide recommendations aligned with the Wellness Health Programme and 
conduct fitness-for-work assessments.

The Management Committee (MANCO) members wellness programme will 
have to be specifically designed to support the need for MANCO member to 
optimize and sustain their physical, mental or emotional wellbeing as key 
components of personal competitive advantage. This include arranging off-
site wellness interventions.

Has to be designed around the busy schedule of an Executive e.g. 
schedule appointments for assessment and consultations at their 
convenience. 

Annual assessments to provide continued support to empower the 
MANCO members to continuously strive towards the achievement of their 
wellness needs. 

5.1.7. MANAGEMENT COMMITTEE (MANCO) WELLNESS PROGRAMME 

The programmes targeted at Management Committee (MANCO) members must 
cover the following:

No Services Three-year cycle 

Year 1 Year 2 Year 3 

1. Medical assessment by a 
medical 
practitioner 

X X X 

2. Bio kineticist consultation 
(anthropometry and body 
composition) 

X X X 

3. Nutritional assessment by a 
dietician 

X X X 
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No Services Three-year cycle 

Year 1 Year 2 Year 3 

4. Eye Screening (Optometrist) X X X 

5. Hearing Screening 
(Audiologists) 

X X X 

6. Full blood pathology X X X 

7. Lung function assessment X X X 

8. Cardiac assessment X X X 

9. Female health checks 
(Haemoglobin
test and mammogram) 

X X X 

10. Male health checks (uric 
acid and 
prostate testing) 

X X X 

11. Therapeutic and sports 
massage by 
a therapist 

X X X 

12. Stress management 
boosters 

X X X 

13. Health checks (Glucose, 
high blood pressure, 
Cholesterol, weight 
assessment etc.) 

X X X 

Wellness Programme Management Reporting 
Monthly reports on all programmes
Quarterly report on all programmes
Annual report on all programmes
All reports must include interpretation and recommended for action. 

NOTE:  The above request is for only five (5) Executives members 

The list (above) is not exhaustive

5.1.8. TRAINING AND AWARENESS (Blended learning which include e-

learning and in-person sessions)

The training topics include but not limited to the following:
Emotional impact sessions 
Financial management 
Absenteeism management 
Mental and behavioural disorders 
Ongoing health education 
Primary Health, Wellness, EAP, Obesity and process of accessing 
services, individual Medical Surveillance information/education sessions 
and awareness sessions. 



Document Title Open Tender Terms of Reference
Document Number FIN-TR-001(B) Revision Date 20 April 2023
Page Number Page 11 of 22 *Next Revision Date 01 April 2025
Revision Number Rev 08 Access Controlled

    06 April 2023                                   *The document shall be revised at least 3 months before next revision date or as per merSETA organisational and operational changes

  

This list is not exhaustive 

5.1.9. MANAGEMENT ADVISORY SERVICES 

Provide a telephonic referral service to managers who are in need of advice 
relating to the handling of health and wellness related matters.

5.1.10. FURTHER REQUIREMENTS 

The service provider will not incur costs for office or boardroom occupation and 
internet usage while in the premises of the merSETA.

5.1.11. REPORTING

Reports should be sent and presented to merSETA as per the following 
requirements linked to merSETA business calendar :

Monthly report (Statistical Analysis)

Quarterly report (with analysis and recommendations)

Annual report (with analysis, recommendations and a Plan of Action for the 
following year)

Ad hoc reports

NOTE: The service provider must be available to present the report/s as and 
when required.  

No billing for physical presentation of rep

6. CONTENT OF SUBMISSIONS VERY IMPORTANT

6.1. Provide a proposal as per the scope of work above.

6.2. Provide detailed pricing (vat inclusive) (refer to SBD 3.3 and Annexure B 

attached). Failure to comply with requirement disqualifies the submission.

The contract period for this project will be from date of the last signature to the 

period of three (3) years. 

6.3. The bidder must provide a company profile that have a detailed description of 

6.4. The bidder must provide verifiable evidence, this  evidence may be in the form 

and scope of a similar project.

6.5. The bidder must attach proof of qualifications and experience of the team 

leader and team members.

6.6. The bidder must provide a Project plan / Methodology with the following 

outputs:
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a) project plan / Methodology that demonstrates clear actionable and 

measurable approachable services as outlined in the Scope of Work. 

b) Timelines and Project Phases

c) Project Outputs linked to the Scope of Work.

6.7. Written, signed, and verifiable letters of reference where work of a similar 

nature was undertaken. 

6.8. Proof of registration on the Central Supplier Database (CSD) hosted by 

National Treasury. 

6.9. Fully completed and signed SDB 1, 3.3, 4, 6.1, and 7.2 forms. (Bidders must 

complete specific goals on SBD 6.1 and failure will result in zero (0) points 

score).  

6.10. Bidders indicate if there will be any sub-contracting and indicate the percentage 

(%). Indicate specific services to be sub-contracted including attaching 

qualifications and experience to deliver the services. 

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

included. However, for a sub-contractor the Broad-Based Black Economic 

Empowerment (B-BBEE) certificate of both the contractor and sub-contractor must be 

submitted.

The successful bidder will be required to sign non-disclosure agreements

7. SCORING GRID

No Requirement Criteria Score

1. Years of Experience

1.1 Bidder must have a 

minimum  Five (5) years 

uninterrupted experience 

in the provision of 

rendering Employee 

Wellness Services and 

related services. 

Five (5) years or more 

experience fully documented 

in a company profile  

   

10

Less than Five (5) 

experience and without 

company profile

0
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No Requirement Criteria Score

Attached company profile 

must have a detailed 

description of the wellness 

services provided as well 

as the number of 

experience.

2. Reference Letters:

Bidders must provide 

verifiable evidence. This  

evidence may be in the form 

of reference letters on the 

specifying the details and 

scope of a similar project.

Written signed and verifiable 

reference letters must be 

provided from clients to whom 

similar service was rendered.

N.B Only reference letters 

relating to a similar 

project/s implemented or 

services being rendered will 

be accepted

Four (4) or more valid 

reference letters.

10

Less than four (4) valid

Reference Letters.

0

3. Team Leader and Team Members Experience

3.1. Team Leader 

3.1.1 Team leader must have 

at least five (5) years

experience in Employee 

Five (5) years or more 

experience in Employee 

Wellness Management.

10
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No Requirement Criteria Score

Wellness Management 

demonstrated through a 

comprehensive CV. 

Less than five (5)

experience without a CV in 

Employee Wellness 

Management.

0

3.1.2 A minimum qualification 

Degree (e.g. Social Science, 

Counselling, Psychology, 

Health Management, 

Occupational Health or any 

other relevant field)

with registration with relevant 

regulation.

10

Less than a 

Degree in an 

unrelated field.

0

3.2. Team Members 

3.2.1 

Two (2) x Team Members 

must have:-

experience in Employee 

Wellness Management

experience in Employee 

Wellness Management.

10

experience in Employee 

Wellness Management

0

3.2.2.  

Two (2) x Team Members 

must have:-

A minimum qualification of a 

relevant Diploma (or higher) 

(e.g. Social Science, 

Counselling, Psychology, 

Health Management, 

Occupational Health or any 

other relevant field)

A relevant Diploma (or higher) 10

Less than a Diploma and or 

unrelated Diploma

0
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No Requirement Criteria Score

4 PROJECT PLAN

Project plan / Methodology 

with the following outputs:

Project Methodology that 

demonstrates clear 

actionable and 

measurable approachable 

services as outlined in the 

Scope of Work  

Timelines and Project 

Phases  

Project Outputs linked to 

the Scope of Work 

Project Plan and Methodology 

with all deliverables are

detailed with specific action 

and timelines and output  

10

Project plan fails to address 

the deliverables and scope of 

work 

0

8. BUDGET (COST ESTIMATION) 

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

Price and 20% for specific goals.

9. CLOSING DATE

The closing date for submissions to be considered for this project shall be (02 June

2025)

10. PAYMENT TERMS

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

date 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 because of staff changes, inefficiencies, or rework.

11. EVALUATION PROCESS - COMPLIANCE WITH MINIMUM REQUIREMENTS

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

and weighting for measuring functionality are shown below:
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Criterion Weighting Minimum thresholds
Years of Experience 20% 20%

Letters of Reference 10% 10%

Team leader Experience: Five (5) years 15% 15%

Team leader: relevant qualification 15% 15%

Team Members:

Employee Wellness Management 10% 10%

Team Members: Relevant qualification 

(Diploma or higher)

10% 10%

Project Plan 20% 20%

100% 100%

The overall minimum threshold for functionality will be (100%) where all individual 

thresholds are adhered to.

The evaluation of submitted bids will be conducted as follows:

a. 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 a score for any individual 

component thresholds will be disqualified.

b. Thereafter, only the qualifying bids will be evaluated in terms of the 80/20

preferential procurement regulation 2022 points system, where eighty (80) points 

will be allocated to price only and twenty (20) points will be allocated in line with

specific goals. This will be conducted 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
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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

12. 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.  

12.1. Bidders may attend a non-compulsory briefing session that will take place 
virtually on the 15 May 2025 from 10:00am to 11:00am via MS Teams using link 
or QR code below:

Link: https://msteams.link/FXHO

Should bidders have enquiries they should forward them to tenders@merseta.org.za 
on or before the 23 May 2025. All inquiries sent to merSETA will be responded to in 
48hrs upon receipt of the enquiry.

12.2. Bidders may be invited to present and discuss details of their proposals.
12.3. Bidders must complete the merSETA bid documents; Vendor Application 

Forms, SBD 1; 3.3, 4, 6.1 and 7.2 before their tenders are considered.

12.4. Bid documents must be submitted via the merSETA tender box, marked:

Tender for (Wellness Programme)

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

the tender box will not be considered.

12.5. The merSETA will not be liable to reimburse any costs incurred by the bidder 

during the tender process and submitted documents will not be returned to 

bidders.
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12.6. The contract will be for a period of three (3) years from the date of Contract 

Signature.

12.7. During the initial first twelve (12) months 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 

12.8. 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.

13. BID SUBMISSION

13.1. Bidders must deposit their documents into the tender box available on the 

Ground Floor reception at or before 02 June 2025 12H00 at the address below:

8 Hillside Road,
Metropolitan Park Block C,

Parktown,
Johannesburg,

2193
13.2. Any tender document received after the closing date and time will not be 

considered.  

13.3. One (1) bound and one (1) universal serial bus USB containing the proposal 
must be submitted. Should the electronic submission universal serial bus (USB) 

13.4. All correspondence to bidders will be in writing.

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

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

14.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 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. 

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: 

-

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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ANNEXURE B: PRICING SCHEDULE 
NOTE: All bidders must complete and submit this schedule for standard evaluation 
purposes. This template ensures uniformity and compliance with the requirements outlined 
in the Terms of Reference.

PRICING SCHEDULE

Tender for Employee Wellness Services
Tender Reference: HR/2025/004
Name of Bidder: ___________________________
VAT Registration Number: ___________________
Contact Person: ___________________________
Contact Details: ___________________________

1. SERVICE COSTS

Service Description Unit Quantity
Unit Price 

(R)
Total Price 

(R)

Health Management

Wellness and Lifestyle Management

Wellness Assessment

Employee Assistance Programme (EAP)

Absenteeism Management & Reporting

Management Committee (MANCO) Wellness 
Programme

Training and Awareness

Management Advisory Services

Reporting

Sub-Total (Excluding VAT)

VAT @ 15%

Total Price (Including VAT)
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2. ADDITIONAL COSTS

Description Unit Quantity Unit Price (R) Total Price (R)

Other Costs (please specify)

Sub-Total (Excluding VAT)

VAT @ 15%

Total Additional Costs (Including VAT)

3. GRAND TOTAL

Description Amount (R)

Total Service Costs

Total Additional Costs

Ceiling Price (Including VAT)

4. DECLARATION

I, the undersigned, hereby confirm that the pricing provided in this schedule is accurate, 
complete, and inclusive of all costs associated with the provision of the services as per the 
Terms of Reference.

Name: ___________________________
Designation: _____________________
Signature: _______________________
Date: __________________________

Notes to Bidders:

1. All prices must be in South African Rand (R) and include VAT where applicable.

2. Failure to provide a detailed and complete pricing schedule will result in 
disqualification.

3. Bidders must ensure that their pricing aligns with the scope of services outlined in the 
Terms of Reference.
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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: …………………………….. 

 








































