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1. ACRONYMS 
 

ICT Information, Communication and Technology 

RMS Record Management System 

NARS National Archives and Records Services 

PDF Portable Document Format 

merSETA Manufacturing Engineering and Related Services Sector 

Education Training Authority 

B-BBEE Broad-based Black Economic Empowerment 

FTP File Transfer Protocol 

CIPC Companies and Intellectual Property Commission 
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2. 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. 

 

2.1. Challenges 

The merSETA has the following challenges relating to records management: 

2.1.1. Audit findings related to Records Management controls; 

2.1.2. Reliance of paper documents and records; and 

2.1.3. Delays in retrieving paper documents as and when required. 

 

3. OBJECTIVE 

3.1. The objective of this Terms of Reference is to procure the services for:- 

a) An Offsite Archival Storage of Records,  

b) Conversion of paper records to Digital format, and  

c) ICT system for Physical Records Management System.  

3.2. The outcome of such contractual services will be to ensure that the merSETA 

has sufficient tools and training to effectively manage the records in 

compliance with the National Archives and Records Services Act 43 of 1996.   

3.3. The services must address the complete lifecycle of records and be in line with 

the National Archives and Records Services Act 43 of 1996, Protection of 

Personal Information Act (POPIA, No. 4 of 2013), and the Promotion of 

Access to Information Act (PAIA, No. 2 of 2000). 

3.4. The merSETA requires services that will enable it to achieve efficient and 

effective management of physical records, meeting legal, evidential, and 

accountability requirements with the following objectives leading to improved 

record management. The proposal needs to conform to the following basic 

requirements for it to even be considered: 
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3.4.1. Transportation of records from the merSETA offices (Johannesburg) to an 

offsite location; 

3.4.2. Storage of records in a record system that is user-friendly; 

3.4.3. Retrieving of records when required, in good and acceptable time frames, 

and provision of such requests in digital format; 

3.4.4. Provide secure, climate-controlled storage facilities to protect physical 

records from environmental damage (e.g., fire, water, pests, or 

deterioration). Implement access controls, such as locked cabinets, 

surveillance, and restricted entry, to safeguard sensitive information and 

prevent unauthorized access or tampering; 

3.4.5. Disposal of records as per the relevant legislation governing state records; 

3.4.6. Effective and timely location of records; 

3.4.7. Software to effectively manage the lifecycle of the records in the care of 

the service provider (automation of offsite functions); 

3.4.8. Archiving of records physically; 

3.4.9. Retrieval of records in an efficient and effective manner;  

3.4.10. Secure Storage of Sensitive Records; and 

3.4.11. Maintain detailed logs of all record interactions (e.g., access, 

modifications, transfers) to support internal audits, forensic investigations, 

and accountability. Services should include regular compliance audits and 

reporting to merSETA management. 

3.5. Transportation of Records from Current Provider, located in 3 Gowie Road 

The Gables Cleveland PO Box 40264 Johannesburg, 2022 South Africa, A 

cost estimate must be provided. 

3.6. Provision of insurance coverage for records being handled by the bidder. 

3.7. Training and Capacity Building: Provide hybrid (in-person and online) training 

programs for merSETA staff on best practices for handling physical records, 

including proper filing, confidentiality protocols, and emergency procedures, to 

foster a culture of effective records management. 

3.8. Advice the merSETA on risk assessments and contingency plans for physical 

records and business continuity measures to minimize data loss from events 

like natural disasters or theft. 
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4. PROJECT/ CONTRACT PERIOD 

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

will remain in force until 31 March 2030.   

 
5. SCOPE OF PROJECT 

The scope of this project will focus on the following aspects to achieve the 

Objectives and Requirements: 

5.1. Collection of records from merSETA Head Office (Parktown, Johannesburg);  

5.2. Bar coding of the merSETA physical records to ensure effective and efficient 

retrieval of records; 

5.3. Scanning and conversion of physical records to digital records; 

5.4. Retrieval of physical records when required within the agreed turnaround 

times; 

5.5. Provide storage boxes for office use when required; 

5.6. Provision of Vault Storage services for merSETA’s sensitive documents; and 

5.7. Disposal of records according to and approved retention schedule. 

5.8. Migration of all physical and digital records, metadata, and related 

documentation from the outgoing provider to the newly appointed provider, 

ensuring data integrity and minimal disruption to business operations. 

 

6. OUTCOMES AND DELIVERABLES 

6.1. Records Management Services 

6.1.1. Collection of records (and the provision of suitable boxes / other customized 

containers from the merSETA Head Office (Johannesburg). 

6.1.2. Delivering of requested records within the agreed turnaround time. 

6.1.3. Disposal of records in a manner that is in line with section 13 (2) (a) of the 

NARS Act. 

6.1.4. Scanning and conversion of records to digital format (PDF) and providing 

the scanned documents to the merSETA through FTP or alternative file 

document access service as and when required. 

6.1.5. A comprehensive migration plan, including timelines, risk mitigation, and 

validation steps, to be submitted and approved before the transition begins. 

6.1.6. Successful migration and verification of all records and system data to the 

new provider’s environment. 
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6.2. Physical Records Management (RMS) Software System 

6.2.1. Provide a multi-user Records Management System (RMS) that is cloud-

based; 

6.2.2. Provide a robust archiving system that will ensure effective filing of records 

(active, semi-active and inactive); 

6.2.3. Retrieval and management of records (active, semi-active, and inactive); 

6.2.4. Physical Records Management System should be able to generate a report 

of records captured, location of records, records requested or booked out 

the system and records audited; 

6.2.5. The Physical Records Management System should be able to provide 

reverse capturing to ensure accuracy; 

6.2.6. The Records Management system should be able to assist in determining 

the record retention period and suggest termination of obsolete records; 

6.2.7. The system must provide active directory integration; 

6.2.8. The system must provide audit trail functionality; and 

6.2.9. The system must provide monthly security exception reports. 

 

6.3. Maintained Information Security Compliance 

6.3.1. The bidder must provide evidence of compliance to POPI act with the 

proposal and on an annual basis for merSETA review; 

6.3.2. Provide evidence of NARS inspection that is not more than three (3) years 

old; 

6.3.3. Submit evidence of compliance with ISO 27001 for security of information.  

 

Note 1: Bidders must agree to the requirements by completing Annexure B.  

Failure to agree with this requirement will lead to a disqualification. 

 

7. CONTENT OF SUBMISSIONS – VERY IMPORTANT 

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

7.2. Provide detailed pricing schedule Annexure C and summarize same on 

SBD3.3 form. Failure to comply with submission disqualifies the submission. 

Additional detailed unit pricing for the following: 

7.3. Bidder must submit evidence of inspection by the National Archives and 

Records Services. Failure to comply with submission disqualifies the 
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submission.  The letter must be not older than five (5) years and be for the 

proposed facility. 

7.4. The bidder must submit evidence of POPIA compliance, e.g. an approved 

bidders’ protection of information &/or data privacy policy, or a signed 

statement by the bidder’s Information Officer confirming that the bidder has 

implemented measures to comply with POPIA.   

NOTE 2: Failure to attach a copy of the bidder’s information or data 

privacy policy or Information Officers statement with the submission 

disqualifies the proposal. 

7.5. The bidder should provide evidence of compliance with ISO 27001 for security 

of information. 

7.6. Any additional service offering relevant to the scope of work. 

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

Treasury. 

7.8. 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 to complete will result in zero 

(0) points score). 

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

percentage (%) on the SBD6.1 form; Certified ID copies of all directors of the 

company; Certified copy of valid BBBEE certificate, CIPC BBBEE certificate or 

affidavit BBBEE certificates issued by CIPC will be verified with CIPC. 

7.10. In instances of a joint venture / consortium the Joint Venture agreement 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. 

8. REQUIREMENTS 

8.1. Bidder should submit a business profile indicting the years’ experience in 

providing and supporting records management services substantiated in 

reference letters. 

8.2. Provide a high-level project plan clearly indicating milestones and project 

duration. 
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8.3. The bidder must demonstrate experience in migrating records management 

systems and provide a detailed migration methodology. 

8.1. The bidder must coordinate with the outgoing provider to ensure secure and 

complete transfer of all records and system configurations. 

8.4. Bidder must indicate a suitably qualified and experienced project lead.  The 

project lead must have a qualification at NQF Level 7 in information / document 

management; or records, library or archives management; or knowledge 

management.  Detailed CVs of the project lead indicating years of experience 

in records management or equivalent. 

8.5. Bidder should provide written, signed verifiable letters of reference from clients 

where work of records management services  or similar nature was undertaken 

in the last Seven (7) years. 

9. EXIT STRATEGY AND HANDOVER 

9.1. At contract termination or provider change, the outgoing provider must 

cooperate fully with the incoming provider to ensure a seamless migration of 

all records, metadata, and system documentation. 

9.2. A final migration report and sign-off by merSETA must be completed before 

the contract is considered closed. 

 

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

Explanation of scores  
 

Score  Description 

0 – Non- compliant  No supporting documents or information  

1 – Poor  Barely meets the requirement; very limited detail or evidence. 

2 – fair  Partially meets the requirement; insufficient clarity or supporting 

documents. 

3 – Good  Meets the requirement adequately; acceptable level of detail. 

4 – Very good  Exceeds the requirement; strong supporting evidence. 

5 – Excellent  Significantly exceeds the requirement; exceptional detail and 

proof. 
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Score Description  

 

5 – 

Comprehensive 

 

The project plan is fully comprehensive, clearly detailed, and 

demonstrates a thorough breakdown of all requirements, timelines, 

milestones, resources, and dependencies. 

4 – Detailed 

 

The plan is detailed and well-structured, covering most 

requirements with clear timelines and deliverables. 

3 – Covers All 

Requirements 

The plan adequately addresses all requirements but lacks depth or 

supporting detail. 

2 – High-Level The plan is presented at a high level, with limited detail and 

minimal breakdown of tasks or timelines. 

1 – Incomplete 

 

The plan is missing key components and does not adequately 

address the scope or requirements. 

 

 

NO REQUIREMENT CRITERIA Weighting  

10.1. The bidder must submit a 

comprehensive Company 

Profile that demonstrates 

relevant experience in 

providing and supporting 

records management 

services.  

Company Profile indicating the 

number of years of Company 

experience:  

• Six (6) years or more experience = 

5 

• Five (5) years’ experience  = 4 

• Four (4) years’ experience  = 3 

• Three (3) years’ experience = 2 

• One (1) years’ experience    = 1 

• Less than one year experience = 0 

30% 

 

 

10.2. High-level project plan 

detailing the implementation 

of outcomes and deliverables  

Project Plan submitted with detailed 

breakdown of requirements should 

be:  

• Comprehensive = 5 

• Detailed             = 4 

• Cover all requirements = 3 

• High level = 2 

30% 
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NO REQUIREMENT CRITERIA Weighting  

• Incomplete = 1 

• Not attached = 0 

10.3.    Bidder  must submit a CV 

indicate a suitably 

experienced Project Lead in 

information / document 

management; or records, 

library or archives 

management; or knowledge 

management. 

Submission of a CV reflecting 

the number of  years’ of 

experience is required. 

Project Lead (Senior Consultant) 

CV indicating the number of years of 

experience: Point will be allocated as 

follows :  

• Six (6) years or more experience = 

5 

• Five (5) years’ experience  = 4 

• Four (4) years’ experience  = 3 

• Three (3) years’ experience = 2 

• One (1) years’ experience    = 1 

• Less than one year experience = 0 

20% 
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NO REQUIREMENT CRITERIA Weighting  

10.4.    Bidder should provide signed 

and verifiable letters of 

reference from clients where 

work of a similar nature was 

undertaken in the last seven 

(7) years.  

The letter should clearly 

indicate the period in which 

the services was rendered 

Appointment Letters / 

Award Letters will not be 

regarded as a reference 

letter. 

Number of reference letters with 

detailed work in information / 

document management; or records, 

library or archives management or of 

a similar nature were undertaken.   

Points will be allocated as follows for 

the submitted reference letters:  

• At least five (5) or more letters = 5  

• Four (4) letters    = 4 

• Three (3) Letters = 3 

• Two (2) Letters =  2 

• One (1) Letter  = 1 

• No Letters = 0 

 

20% 

11. BUDGET (COST ESTIMATION)  

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

for Price and 20% for specific goals. 

 
12. CLOSING DATE 

The closing date for submissions to be considered for this project shall be 30 

January 2026. 

 
13. PAYMENT TERMS 

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

statement 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. 

14. 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 score 
thresholds 

Years’ Experience 30% 3 

High-level project plan 30% 3 

Project lead 20% 3 

Reference Letters 20% 3 

TOTAL 100%  

 

The overall minimum threshold for functionality will be 60% 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 a score for any individual 

component thresholds will be disqualified. 

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  

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  
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15. 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 16 January 2026 from 10:00am to 11:00am via MS Teams 

using link or QR code below: 

 

 

 

Link: https://msteams.link/GWHG  

14.2. Should bidders have enquiries they should forward them to 

tenders@merseta.org.za. All inquiries sent to merSETA will be responded to in 

48hrs upon receipt of the enquiry. 

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

14.4. Bidders must complete the merSETA bid documents; Vendor Application 

Forms, SBD1; 3.3, Annexure C (Price schedule), 4, 6.1 and 7.2 before their 

tenders are considered. 

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

tender for 

“PROVISION OF PHYSICAL RECORD MANAGEMENT SERVICES – ICT” 

14.6. 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. 

14.7. 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. 

https://msteams.link/GWHG
mailto:tenders@merseta.org.za
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14.8. Bidders may be asked to take the merSETA on a site visit to the customer’s 

premises where such equipment as per this project was installed and similar 

services rendered. 

 

16. GENERAL  

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

Ground Floor reception at or before 30 January 2025 at the address below: 

merSETA Head Office 

8 Hillside Road 

Metropolitan Park Block C 

Parktown 

Johannesburg 

2193 

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

considered. 

15.3. 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. 

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

 

16. 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.  

“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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ANNEXURE B - OUTCOMES AND DELIVERABLES CHECK LIST. 

Outcome or Deliverable Comply (Y/N) 

6.1 Records Management 

Services 

6.1.1.      Collection of records (and the provision of suitable boxes) from 

merSETA Head office (Parktown, Johannesburg)  

 

6.1.2. Delivering of requested records within the agreed turn-around 

time. 

 

6.1.3. Disposal of records in a manner that is in line with section 13 (2) 

(a) of the NARS Act. 

 

6.2 Physical Records 

Management (RMS) Software 

System 

6.2.1. Provide a multi-user Physical Records Management System 

(RMS) that is cloud-based; 

 

6.2.2. Provide a robust archiving system that will ensure effective filing 

of records (active, semi-active and inactive); 

 

6.2.3. Retrieval and management of records (active, semi-active and 

inactive); 

 

6.2.4. Physical Records Management System should be able to 

generate a report of records captured, location of records, 

records requested or booked out the system and records 

audited; 

 

6.2.5. The Physical Records Management System should be able to 

provide reverse capturing to ensure accuracy; 
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Outcome or Deliverable Comply (Y/N) 

6.2.6. The Physical Records Management system should be able to 

assist in determining the record retention period and suggest 

termination of obsolete records; 

 

6.2.7. The system must provide active directory integration;  

6.2.8. The system must provide audit trail functionality;  

6.2.9. The system must provide monthly security exception reports.  

6.3.Maintained Information 

Security Compliance 

6.3.1. The bidder must provide evidence of compliance to POPI act 

with the proposal and on an annual basis for merSETA review; 

6.3.2. Provide evidence of NARS  

 

Inspection that is not more than three (3) years old; 

6.3.3.  Submit evidence of  

 

Compliance with ISO 27001 for security of information.  

IMPORTANT: Failure by the bidder to respond with a “YES” to any of the mandatory clauses, will result in disqualification. 
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ANNEXURE C - PRICING SCHEDULE  

 

Cost Type Item Amount in 

Rands – 

Year 1 (VAT 

Inclusive) 

Price 

escalation 

Year 2 (VAT 

Inclusive) 

Price 

escalation 

Year 3 (VAT 

Inclusive) 

Price 

escalation 

Year 4 (VAT 

Inclusive) 

Price 

escalation 

until 31 

March 2030 

Fixed Costs 7.2.1.1. Software Server/licensing Cost 

(if applicable) 

     

7.2.1.2. Software Installation and 

Configuration Cost 

     

Variable Costs 

per Unit 

7.2.2.1.Relocation (Migration) of boxes of 

records within the Johannesburg cost per 

box (transportation costs). 

     

7.2.2.2.Scan and convert physical records 

being retrieved to digital records per page 

     

7.2.2.3.Transportation of Records from 

current provider, cost estimate must 

be provided. 

     

7.2.2.4. Software License per user      

7.2.2.5. Annual Maintenance fee per user      
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Cost Type Item Amount in 

Rands – 

Year 1 (VAT 

Inclusive) 

Price 

escalation 

Year 2 (VAT 

Inclusive) 

Price 

escalation 

Year 3 (VAT 

Inclusive) 

Price 

escalation 

Year 4 (VAT 

Inclusive) 

Price 

escalation 

until 31 

March 2030 

7.2.2.6. Software Services fee hourly rate      

7.2.2.7. Collection and delivery per box      

7.2.2.8. Monthly storage cost per box      

7.2.2.9. Scanning and indexing per page      

7.2.2.10. Destruction per page      

7.2.2.11. Records Management services 

hourly rate 

     

OTHER (please 

detail)  

      

       

       

TOTAL VAT Inclusive:  

 

 



                                                                                                                            SBD 1  

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

Reviewed by: 
Chief Financial Officer  

 Approved by: 
Chief Executive 
Officer 

 

               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 

 

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: …………………………………………... 



 

 

Document Title Pricing Schedule (Professional Services SBD 3.3) 

Document Number FIN-FM-032 Revision Date  01 April 2020 

Page Number Page 1 of 3 *Next Revision Date  01 April 2025 

Revision Number Rev 02 Access Controlled 

Reviewed by: 

Chief Financial Officer  
 Approved by: 

Chief Executive Officer 

 

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

 

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: 



















 

Document Title Contract Form Rendering of Services (SBD 7.2) 

Document Number FIN-FM-033 Revision Date  01 April 2020 

Page Number Page 1 of 3 *Next Revision Date  01 April 2025 

Revision Number Rev 02 Access Controlled 

Reviewed by: 

Chief Financial Officer   
 Approved by: 

Chief Executive Officer 

 

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

 

           
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. 
 



 

 

Document Title Contract Form Rendering of Services (SBD 7.2) 

Document Number FIN-FM-033 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 next revision date or as per merSETA organisational and operational changes 

 

 

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: …………………………….. 



 

Document Title Contract Form Rendering of Services (SBD 7.2) 

Document Number FIN-FM-033 Revision Date  01 April 2020 

Page Number Page 3 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 next revision date or as per merSETA organisational and operational changes 

 

 

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: …………………………….. 

 








































