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ACRONYMS  

 

ACRONYM  MEANING 

AGM Annual General Meeting 

BBBEE  Broad-Based Black Economic Empowerment 

CIPC Companies and Intellectual Property Commission 

CV Curriculum Vitae 

ID Identity Document 

JBL James Bullough Lansing 

LCD Liquid Crystal Display 

LED Light-Emitting Diode 

merSETA Manufacturing, Engineering and Related Services Education 
and Training Authority 

NQF National Qualifications Framework 

RFQ Request for Quotation 

RSVP Respond If You Please 

SBD Standard Bidding Document 

QR Quick Response 

QSC Quilter Sound Company 

TV Television 

USB Universal Serial Bus 
 
 
    
 
   
 
    
 
     
 
    
 
    
 
    

 
   

       

  

  

  

  

   

  

  



 
 

 
Document Title Open Tender Terms of Reference 

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

Page Number Page 4 of 20 *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 

   

1. BACKGROUND 
The merSETA is the Manufacturing, Engineering and Related Services Education and 

Training Authority established to promote the Skills Development Act, (Act No. 97 of 

1998). It facilitates skills development in the following sub-sectors: metal and 

engineering, automotive manufacturing, motor retail and component manufacturing, 

new tyre manufacturing and plastics industries. 

2. INTRODUCTION 

The hybrid event will accommodate two-hundred (200) in-person participants and nine-

hundred (900) virtual attendees. 

The hybrid event must facilitate real-time engagement between participants (in-person 

and virtual participants. 

3. OBJECTIVE 

a. The merSETA hosts its Annual General Meeting (AGM) every year during the 

organisation's second quarter (July – September) or third quarter (October – 

December). The purpose of the AGM is to present the merSETA’s Annual Report 

containing information about the organisation’s performance and strategy for the 

previous financial year. 

b. The merSETA will be hosting its Hybrid AGM (either in the 2nd or 3rd quarter) and 

requires a service provider who specialises in hosting Hybrid event to expand the 

reach of the event to a larger audience that does not attend the physical event. 

c. The bidder will be expected to co-ordinate the entire registration and RSVP process 

so that stakeholders use one platform to register and login to the Hybrid AGM. 

Attendees who will be physically attending should, once registered, receive the 

venue details. The RSVP/registration details must be directed to a Hybrid AGM 

mailbox. This should be included in the software/program the service provider will 

use for the event. 

d. The physical registration process should be paperless through the use of digital 

system / online portal for attendees. The printed tag should have a QR code to scan 

the digital programme for the day.  
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4. PROJECT / CONTRACT 

a. The contract extends over four (4) years and incorporates four (4) AGMs in different 

provinces in South Africa.  The exact provinces will only be determined closer to the 

time  

b. The preferred bidder will be required to provide the service in other provinces, refer 

to the below addresses: 

No Region Address 

1. Head Office  8 Hillside Metropolitan Park, Block C Parktown, 

Johannesburg 

2. Gauteng South  8 Hillside Metropolitan Park, Block C Parktown, 

Johannesburg 

3. Mpumalanga /  

Limpopo 

1st Floor, No 8 Corridor Street, Route N4, Business Park, 

Ben Fleur Ext 11, Emalahleni 

4. Free State / Northern 

Cape 

46 Second Avenue, Westdene, Bloemfontein 

5. KwaZulu Natal Kent House, 01 Neptune Road, Westville, Durban  

6. Western Cape 35 Carl Cronje Drive, Avanti Towers, Cape Town 

7. Eastern Cape  270 Cape Road,  Newton Park, Port Elizabeth 

8. Gauteng North Infotech Building, 1072 Arcadia Street, Hatfield, Pretoria 

 

Bidders must ensure that their pricing accommodates travel and logistics across South 

Africa. Please note this should be included in your pricing as the merSETA will not /accept 

any additions to the contracted amount. 

c. The contract period for this project will be from date of last signature until 31 March 

2030.  

5. SCOPE OF PROJECT  

a. The bidder will be required to link in stakeholders throughout the country. The 

merSETA therefore requires a high-tech service provider with competencies to run 

the AGM feed, incoming and outgoing, across the country. 

b. The service provider must ensure that the merSETA AGM is one (1) event, but two 

(2) experiences. The provider must include all elements that will ensure physical 

attendees are able to see virtual attendees’ interactions and virtual attendees must 

be able to see physical attendees from time to time, although the focus will be on the 
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speakers. A stable connection, seamless streaming, videography and two-way 

communication is paramount. 

c. The preferred bidder will be required to provide and manage a registration/RSVP 

platform in terms of which: 

• Registrations must be processed to a hybrid Annual General Meeting 

mailbox; 

• Attendees who registered to physically attend will, once registered, receive 

venue details. The physical registration should be a digital process 

(printouts will be the stakeholder tag with a QR code to scan and view the 

programme); 

• To enable participants not included in the initial invitation to register on the 

platform to be able to participate in the hybrid Annual General Meeting; 

and 

• The physical registration process should be paperless through the use of 

digital system/ machine for attendees. The printed tag should have a QR 

code to scan the digital programme for the day. 

d. The preferred bidder should be able to provide merSETA with the following services: 

• Presidential Autocue 

• Operator 

• Crew Fuel 

6. OUTCOMES AND DELIVERABLES 

6.1. Produce a conceptual framework document to be approved by the merSETA; 

6.2. A detailed project plan for approval by merSETA; 

6.3. Provide enhanced content engagement by producing an effective and 

interactive platform to ensure live streaming of sessions and seamless two-way 

communication (e.g., polls, comments, Q&A, online feedback, etc.); 

6.4. Use relevant interactive software to enhance the experience for virtual 

attendees. 

6.5. The proposal must indicate technical expertise and equipment for hybrid 

events; 

• Bidder must provide proof of equipment being readily available such as a 

detailed inventory list of cameras, LED screens, streaming tools etc; and 
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• Bidder must provide a contingency plan for the event continuity for 

example, backup equipment, redundancy for power, network support etc.   

6.6. Ensure a stable connection for virtual attendees at all time; and 

6.7. Enhance the physical event to create a seamless virtual experience.   

 

All setup to be completed by 15h00 hours and dry runs to be completed until 21h00  

a day before the event. 

 

6.8. Deliverables Specification but not limited to: 

6.8.1. PA requirements 

• Digital Mixer with 4 outputs separated to feed channels separately (main out, 

Aux, Subgroup, etc). 

• Wireless transmitter. 

• USB audio support. 

• Powered speakers – JBL/Yamaha/QSC or equivalent. 

• 2-Stage monitor speakers 

• Cordless mics x 4 Shure/Sennheiser or equivalent. 

 

6.8.2. Live streaming 

• A detailed project plan for approval by the end user, the merSETA, including 

a full description listing different types of equipment to be used. 

• Provide a platform for virtual streaming for 900 attendees e.g Zoom.  

• Live streaming on social media (Facebook and YouTube). 

• Design animation and lower thirds for the streaming.  

• Use relevant interactive software to enhance the experience for virtual 

attendees. 

• Provide technical expertise and equipment for hybrid events. 

• Feed LED screen and TVs with the streaming and presentations.  

 

6.8.3. LCD Screens and LED Projectors 

• 65-inch TV screens x2 with stands trussing with base and cover socks 

• 65-inch comfort monitor 

• 6m wide x 3m high, panels for LED - P2.9mm 
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• All feeding cables with splitters. 

 

Note 1: During the demonstration phase, failure to provide proof of equipment and 

contingency plan will result in disqualification.  

7. CONTENT OF SUBMISSIONS  

7.1. Provide a detailed pricing schedule for the full duration of the contract. Pricing 

must be all inclusive for services in any province in South Africa. Pricing structure 

must align with SBD 3.3 form or pricing schedule Annexure.  

Note 2: Failure to submit a comprehensive pricing schedule will disqualify 

the submission. 

7.2. Proof of registration on the Central Supplier Database hosted by National 

Treasury. 

7.3. Fully completed and signed vendor, SBD1, SBD3.3, SBD4, SBD6.1 and SBD 7.2 

forms. 

7.4. Providers to indicate if there will be any subcontracting and indicate the 

percentage (%) on the SBD 6.1 form. 

7.5. Certified ID copies of all directors of the company. 

7.6. Certified copy of valid BBBEE certificate, CIPC BBBEE certificate or affidavit. 

BBBEE Certificate issued by CIPC will be verified with CIPC. 

7.7. In instances of a joint venture/consortium the Joint Venture Agreement must be 
included (indicating the percentage of duties for all companies in the Joint 
Venture. The consolidated joint venture B-BBEE certificate must be submitted in 
order to claim specific goal points. However, for a subcontractor the B-BBEE 
certificate of both contractor and subcontractor must be submitted. 

 

Submissions required in response to the functionality requirements are also 

reflected under Item 9: Requirements. 

8. REQUIREMENTS 

8.1. The company should have relevant years’ experience in successful virtual and 

hybrid event planning and previous experience with projects of this nature. 

(Experience must be shown by submission of a company profile highlighting its 

event management experience and not only proof of the providers’ registration 

on the Central Supplier Database).  
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8.2. The bidder should provide written, signed and verifiable letters of reference from 

clients where work of a similar nature was undertaken, in the last seven (7) years. 

The reference letters must clearly state the period of the project undertaken. 

Letters must be on the client company letterheads and include verifiable contact 

details. The merSETA reserves the right to contact the referee. Appointment 

letters will not be regarded as reference letters. 

8.3. The bidder must prove capacity to undertake a project of this nature and capacity 

to complete the project by the due date; (the members required to serve on the 

core project team to prove capacity i.e., a team lead and the qualifications and 

experience required for each team member is a minimum of three (3) years of 

relevant experience that must be reflected in the curriculum vitas). 

8.3.1. Project Manager with Project/Event Management Qualification or 

Certification (NQF level 7) with three (3) year’s event management 

experience; 

8.3.2. Technical Lead with relevant Qualification in video and audio engineering or 

Certification (NQF level 7) with three (3) years’ experience;  

8.3.3. Two (2) Technical Assistants with relevant Qualification in video and audio 

engineering or Certification (NQF level 7) with three (3) years’ experience: 

and 

8.3.4. Videographer with relevant Qualification or Certification with portfolio and 

three (3) years’ experience.. 

 

8.4. Bidders must provide a Project Plan for implementation of this solution. The 
plan must clearly indicate the timelines of this project that cannot exceed three 
(3) months to complete the project in each year. The plan must outline how 
outcomes and deliverables listed in Section 7 will be met. 
 

8.5. The bidder must be prepared to provide video and audio evidence to the 

merSETA representatives of previous virtual or hybrid event experiences. E.g a 

USB/memory stick and/or an accessible weblink. All evidence must be clearly 

labelled and referenced in the bid submission. 

 

8.6. Bidders must provide samples in the form of videos of similar assignments which 

must include the final report in respect of previous virtual or hybrid events 

conducted outlining critical components e.g., the type of software used and how 
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two-way communication between the physical and virtual attendees was 

conducted. (Bidders must have the necessary consent to submit the videos) 

Failure to submit sample will result in disqualification.  

 

Note 3: Failure to submit the video samples will result in disqualification. 

Note 4: Only videos of providers having met all the functionality requirements 

will proceed to a demonstration phase during which providers will be required 

to present and demonstrate the video to evaluate the bidders’ technical 

ability.Note 5: The bidders’ presentation and demonstration of the video will be 

evaluated and scored against the attached checklist/evaluation sheet.  

Note 6: Bidders’ must have the necessary permissions to share the video 

content. 

9. SCORING GRID (TO BE LINKED WITH EVALUATION PROCESS UNDER 13) 

No Criteria Score 

1 Bidder should have relevant years’ 

experience in setting up and conducting 

virtual and hybrid events. 

The bidder should demonstrate knowledge 

and experience of relevant work in the form 

of a company profile. 

Five (5) Years of experience 

and Above 

10 

Four (4) years of experience 5 

Less than four (4) years of 

experience 

0 

2 Bidder should provide Five (5) written, Signed 
and verifiable letters of reference from clients 
where work of a similar nature was 
undertaken, in the last seven (7) years. The 
reference letters must clearly state the period 
of the project undertaken. Letters must be on 
the client company letterheads and include 
verifiable contact details. 
 
The merSETA reserves the right to contact 
the referee. 
 
Appointment letters will not be regarded 
as reference letters.  

Five (5) or more relevant 

reference Letters 

10 

Three (3)  - four (4) relevant 

reference Letters 

5 

Less than three (3)  relevant 

reference Letters 

0 

3 Bidder must prove capacity to undertake a 

project of this nature through a curriculum 

vitae of the project leader reflecting 

minimum of five (5) years of experience in 

The bidder must attach a CV 

of the project manager which 

reflects a minimum of five (5) 

years’ experience in virtual 

10 
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project management on virtual and hybrid 

event setup experience.  

• Project Manager with Project/Event 

Management Qualification or Multi-

Media and technical capability  

Certification (NQF level 7) and three (3) 

years in project management on virtual 

hybrid event setup management 

experience.  

Curriculum Vitae (CV) with copies of 

qualifications must be attached. 
 

and hybrid event setup and 

implementation 

Copies of Qualifications and 

curriculum vitae attached 

Not provided or Partially 

provided 

0 

4 Bidder must prove capacity to undertake a 

project of this nature through a curriculum 

vitae of technical lead reflecting experience 

in virtual and hybrid event setup and  

Implementation: 

• Technical Lead with Qualification or 

Certification (NQF level 7) in Video and 

Audio Engineering and three (3) years 

hybrid event management experience. 

Curriculum Vitae (CV) with copies of 

qualifications must be attached. 
 

The bidder must attach a CV 

of the technical lead which 

reflects a minimum of three (3) 

years’ experience years hybrid 

event management 

experience. 

Qualification or Certification 

(NQF level 7) in Video and 

Audio Engineering 

 

Copies of Qualifications and 

curriculum vitae attached  

10 

Not Provided or Partially 

provided 

0 

5 Bidder must prove capacity to undertake a 

project of this nature through  a curriculum 

vitae two technical assistant reflecting 

experience in virtual and hybrid event setup 

and implementation: 

Two (2) Technical Assistant with relevant 

Qualification and experience in Audio 

Engineering and three (3) years hybrid event 

management experience. 

Curriculum Vitae (CV) with copies of 

qualifications must be attached. 

The bidder must attach a CV 

of the two technical lead which 

reflects a minimum of three (3) 

years’ experience years hybrid 

event management and  

Qualification or Certification 

(NQF level 7) in Video and 

Audio 

 

Copies of Qualifications and 

curriculum vitae attached  

10 
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Not Provided or Partially 

provided 

0 

6 Bidder must prove capacity to undertake a 

project of this nature through a curriculum 

vitae reflecting experience in virtual and 

hybrid event setup and implementation. The 

response must indicate the project team 

including: 

• Videographer with relevant Qualification 

and experience in Videography and 

three (3) years hybrid event 

management experience. 

The bidder must attach a CV 

of the videographer which 

reflects a minimum of three (3) 

years’ experience years hybrid 

event management and  

Qualification or Certification in 

Video and Audio. 

Copies of Qualifications and 

curriculum vitae attached 

10 

Not Provided or Partially 

provided 

0 

7 Bidders’ must provide a Project Plan for 

implementation of this solution. The plan 

must clearly indicate the timelines of this 

project that cannot exceed three (3) months 

to complete. The plan must outline how 

requirements listed in Section 5 and 6 

(above) will be met. 

Project Plan provided and 

implementation is three (3) 

months or less. 

10 

No Project Plan and 

implementation of more than 

three (3) months 

0 

8 
 
 
 
 
 
 
 
 
 
 
 
 

Video Sample  

Capability to deliver hybrid or virtual events 

of a similar nature or complexity submitted in 

one (1) of the following formats: 

• UBS flash drive/memory stick or 

accessible weblink. 

The video demonstrates virtual 

and physical events 

undertaken.  
 

10 

 

No video demonstration of 

virtual and physical events 

undertaken. 

0 

 

 

Phase 2: Demonstration Phase Criteria: 

Evaluation sheet for Assessment of the Sample video average scores to be used 

Bidders must achieve the minimum functionality requirements in Phase 1 to proceed to Phase 

2 being the demonstration phase. In Phase 2 bidders will be invited to deliver a presentation 

which must include a demonstration of the video sample. 
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No Requirement Criteria Score 

(Points) 

1. Blurring Satisfactory 10 
 

Unsatisfactory 0 
 

2. Flickering Satisfactory 10 

Unsatisfactory 0 

3. Colour Contrast Satisfactory 10 

Unsatisfactory 0 
 

4. Sound Quality Satisfactory 10 

Unsatisfactory 0 

5. Seamless editing related to subject 
matter  

Satisfactory 10 

Unsatisfactory 0 

6. Lighting Satisfactory 10 

Unsatisfactory 0 

7. Ads usage, titles and lower thirds Satisfactory 10 

Unsatisfactory 0 

 

10. BUDGET (COST ESTIMATION)  

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

Price and 20% for specific goals. The completion of annexure B: pricing schedule is 

compulsory and must be aligned to SBD 3.3 form.  

11. CLOSING DATE 

The closing date for submissions to be considered for this project shall be 17 

December 2025.  

12. PAYMENT TERMS 

The merSETA undertakes to pay valid invoices in full within thirty (30) 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 Provider on any assignment because of staff changes, inefficiencies, 

or rework. 
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Note 7: Payment will be structured according agreed milestones, as finalised in the SLA. 

13. EVALUATION PROCESS - COMPLIANCE WITH MINIMUM REQUIREMENTS 

 

The evaluation criteria and weighting for measuring functionality are shown below: 

Criterion Weighting Minimum thresholds 

Years’ Experience 25% 12.5% 

Reference Letters 10% 5% 

Capacity to Deliver - Project Manager 15% 15% 

Capacity to Deliver - Technical Lead 10% 10% 

Capacity to Deliver – Technical Assistants  15% 15% 

Capacity to Deliver – Videographer 15% 15% 

Project Plan (Including role players during 

hybrid meeting) 

5% 5% 

Video Sample 5% 5% 

Total 100% 82,50% 

 

The overall minimum threshold for functionality will be 82.50% where all individual 

thresholds are adhered to.  

The evaluation of submitted bids will be conducted in 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 the bidder’s B-BBEE status level of contribution.  

 

This will be carried out in accordance with the PPPF Act and as follows; 

B-BBEE Status Level of Contributor Number of Points 

1 20 

2 18 
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3 14 

4 12 

5 8 

6 6 

7 4 

8 2 

Non-compliant contributor 0 

 

14. 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. 

14.1. Bidders may attend a non-compulsory briefing session that will take place 

virtually on the 27 November 2025 from 10:00am to 11:00am via MS Teams 

using link or QR code below: 

 

Link: https://msteams.link/XE8Y  

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

14.3. Bidders should complete the merSETA RFQ documents; Vendor Application 

forms; SBD 4, and 6.1 forms before their submissions will be considered.      

14.4. Proposal documents should be presented to merSETA marked 

“The merSETA HYBRID ANNUAL GENERAL MEETING”. 

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

during the tender process 

14.6. Providers 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. 

 

https://msteams.link/XE8Y
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15. GENERAL  

15.1. Providers should complete the submission register at the reception then deposit 

their documents into the tender box available at Ground Floor Reception on or 

before Date: 17 December 12h00 at the address below; Tender Box 

merSETA Head Office 

Metropolitan Block C 

8 Hillside Road 

Parktown 

Johannesburg 

2193 

15.2. Any tender document not deposited in the marked tender box will not be 

considered. 

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

considered. 

15.4. 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.  

15.5. All correspondence to providers will be in writing. 

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

 

16. DISCLAIMER  

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

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

portion of this RFQ to other providers. The merSETA shall rescind a bid award or 

contract should a provider be found to have violated Supply Chain Practices. The 

merSETA does not bind itself to accept the lowest quotation. 
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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. 

 

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, 

CIPC or ID  

  

Black Women 
Ownership – 
30% or More 

4 

Valid B-BBEE 
certificate/Affidavit 
or B-BBEE CIPC, 

CIPC or ID  

  

Black Youth 
Ownership – 
30% or More  

4 

Valid B-BBEE 
certificate/Affidavit 
or B-BBEE CIPC, 

CIPC or ID  

  

White Women 
Ownership – 
30% or More  

2 

Valid B-BBEE 
certificate/Affidavit 
or B-BBEE CIPC, 

CIPC or ID  

  

People with 
Disability 
(PwD) 
Ownership 

4 Medical certificate  

  

Total Points 
allocated to 
Specific 
Goals 

20  
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ANNEXURE B 

 

Notes Description 

1 During the demonstration phase, failure to provide proof of equipment and 
contingency plan will result in disqualification. 

2 Failure to submit a comprehensive pricing schedule will disqualify the 
submission. 

3 Failure to submit the video samples will result in disqualification. 

4 Only videos of providers having met all the functionality requirements will 
proceed to a demonstration phase during which providers will be required to 
present and demonstrate the video to evaluate the bidders’ technical ability. 

5 The bidders’ presentation and demonstration of the video will be evaluated and 
scored against the attached checklist/evaluation sheet. 

6 Bidders’ must have the necessary permissions to share the video content. 

7 Payment will be structured according agreed milestones, as finalised in the SLA. 
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ANNEXURE C 

PRICING SCHEDULE 

 

(Aligned to SBD 3.3) 

1. Pricing Instructions: 

Bidders are required to submit a detailed pricing schedule for the full duration of the four-year 
contract. Pricing must be all-inclusive, covering all costs associated with the delivery of services in any 
province within South Africa. No additional costs outside the contract amount will be entertained. 

Failure to submit a comprehensive pricing schedule will result in disqualification. 

 

2. Pricing Structure: 

Item No. Description of Deliverable 
Unit of 

Measure 
Quantity 

Unit Price 
(R) 

Total Price 
(R) 

1.  Planning and Coordination of Hybrid AGM Per Event 4 R R 

2.  
Registration & RSVP Digital Platform 
Setup 

Per Event 4 R R 

3.  
On-Site Digital Registration Equipment & 
QR Badging 

Per Event 4 R R 

4.  
Live Streaming and Two-Way 
Communication Infrastructure 

Per Event 4 R R 

5.  PA System Per Event 4 R R 

6.  LCD Screens and LED Projectors Per Event 4 R R 

7.  
Sound system, AV infrastructure and 
Screens 

Per Event 4 R R 

8.  
Technical Support Staff (incl. 
Videographer & Crew) 

Per Event 4 R R 

9.  
Travel, Accommodation & Logistics 
(National Coverage) 

Per Event 4 R R 

10.  Post-Event Report and Video Delivery Per Event 4 R R 

11.  Other Costs (please detail)     

Total Contract Price (Incl. VAT) R 
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3. Additional Notes: 

• Pricing must be valid for 180 days from the closing date. 

• All prices must be inclusive of VAT. 

• No escalation of prices will be permitted during the contract period. 

• Bidders must ensure all cost elements are included; no additions will be accepted post-
award. 

 

4. Declaration (SBD 3.3 Compliance) 

I/we hereby undertake to render the services described in the attached bidding documents in 
accordance with the requirements and specifications stated in the bid document at the pricing 
submitted above. 

Signature: _________________________ 
Name of Bidder: ____________________ 
Date: _____________________________ 

Designation: ________________________ 
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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] 



                                                                                                                                                             SBD1 

Document Title Invitation To Bid (SBD 1) 
Document Number FIN-FM-031 Revision Date  01 April 2020 
Page Number Page 2 of 3 *Next Revision Date  01 April 2025 
Revision Number Rev 02 Access Controlled 

               1 March 2024                                            *The document shall be revised at least 12 months before the next revision date or as per merSETA organisational and operational changes 

 

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: …………………………….. 

 








































