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OFFICE OF THE PUBLIC SERVICE COMMISSION
REPUBLIC OF SOUTH AFRICA

Head Office: Private Bag X121, Pretoria, 0001, Tel: (012} 352 1000, Fax: (012) 325 8382
Commission House, Cnr Hamilton & Ziervoge! Streets, Arcadia, Pretoria, 0083

Enquiries Ms. R Sibanda Reginas@opsc.gov.za {(012) 352 1104 Bid OPSC 001/14

APPOINTMENT OF A SERVICE PROVIDER IN RESPECT OF TRAVEL, ACCOMMODATION,
VENUE AND SERVICES HIRE FOR THE OFFICE OF THE PUBLIC SERVICE COMMISSION
(THREE (3) YEAR PERIOD)

REQUIRED BY: OFFICE OF THE PUBLIC SERVICE COMMISSION

Kindly furnish us with a bid for the services shown on the attached forms.

The General Contract Conditions (GCC), Special Requirements and Conditicns of Contract
(SCC) as well as the SBD1, SBD2, SBD 3.3, SBD4, SBD6.1, SBD8, and SBD9 are attached for
completion.

These forms must be returned with your bid. Each bid document must be submitted in an
envelope together with the required documents stipulating the following information: Name
and Address of the Bidder, Bid Number and closing Date of Bid.

A briefing session will be held on 14 May 2014 at 10h30 to discuss the specifications/ Terms
of Reference.

The bid should be mailed to The Director-General, Office of the Public Service Commission,
Private Bag X121, PRETORIA, 0001 attention: Director Supply Chain Management and
Security Services, to reach the destination no later than the closing date and time or must be
deposited in the bid box at Commission House, corner Hamilton & Ziervogel Street, Arcadia,
0083, no later than the closing date and time (i.e. 30 May 2014 at 11h00).
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P;LY CHAIN MANAGEMENT
DATE: 08 MAY 2014

PROVINCIAL OFFICES:
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T:(011) 833 5721 F: (011) B34 1200 Northern Cape T: (053) 832 6222 F. (053) 832 6225 Mpumalanga T:(013)7554070 F: {013} 752 5814
North West T: (018) 384 1000 F: (018} 384 1012 Western Cape T:(021) 421 3980 F. (021) 421 4060 Limpopo

A

PARLIAMENTARY OFFICE T:{021)418 4940 F:(021}418 1362

T: (015) 281 4783 F: {015) 291 4683



TERMS OF REFERENCE FOR THE APPOINTMENT OF A SERVICE

PROVIDER IN RESPECT OF TRAVEL, ACCOMMODATION, VENUE AND

1.1

SERVICES HIRE FOR THE OFFICE OF THE PUBLIC SERVICE
COMMISSION (THREE (3) YEAR PERIOD)

The Office of the Public Service Commission (OPSC) hereby invites interested
bidders to tender for the rendering of a service with regard to the provisioning of
travel, accommodation, vehicle hire as well as venue and services hire in respect of
its employees, as well as the Commissioners of the Public Service Commission.

The successful bidder will enter into a Service Level Agreement with the OPSC for a
period of three years.

REQUIREMENTS

The appointed service provider will be required to assist the OPSC’s employees with
travel, accommodation, venues and services hire arrangements. Each requirement
must thus be dealt with in such a manner, that the most economical travel or
accommodation and venue hire is arranged.

Service Requirements

The OPSC's requirements for domestic and international travel and accommodation
covers amongst others:

a. Air Travel

i. Planning, arranging and amending air travel bookings through available
branch offices and agencies situated inside or outside South Africa in line with
the OPSC's Travel Policy, as amended from time to time.

ii. Negotiating discounts on standard tariffs for air travel with the airline
companies.

il. Negotiating discounts in travel or credits, on accumulated expenditure for air
travels with available airline companies.

b. Accommodation

i. Planning, booking of and amending of bookings for accommodation with any



1.2

hotel group, private hotel or other available concern, for example guesthouse
or boarding house, where such a requirement is referred to the service
provider in line with the OPSC's Travel Policy as amended from time to time.

Negotiating discounts on standard tariffs or reduced tariffs with all available
hotel groups, private hotels cor other concerns.

Vehicle Rental/ Car Hire

Planning, arranging and amending vehicle rental/car hire through available
agencies situated inside or outside South Africa in line with the OPSC’s
Travel Policy, as amended from time to time.

Negotiating discounts on standard tariffs for vehicle rental/car hire with the
available vehicle rental/car hire agencies.

Venue and Services Hire
Planning, arranging and amending of bookings for venue and services hire
through available agencies situated inside South Africa in line with the

OPSC's Travel Policy, as amended from time to time.

Negotiating discounts on standard tariffs for venues and services hire with the
hotel groups, private hotels or other concerns.

Requirements for support services on behalf of the OPSC are as follows:

1.21

1.2.2

1.2.3

Branch Offices and Agencies

a. Local branch offices or agencies where domestic and/or international
requirements can be planned and/ or booked, and where
amendments to bookings can be arranged must be available in the
main centres of South Africa.

b. Branch offices or agencies with whom partnerships exists, where
bookings or amendments to bookings can be arranged, must be
available outside South Africa.

c. The service provider will man an in-house facility at the National Office
twice a week from 08:30 to 13:30. The OPSC will provide an office
equipped with a desk, chair and an internal telephone line for the
duration of the contract.

Services to be delivered:

All air tickets and travel documentation will be timeously confirmed through e-
mails and SMS messages tc the traveller. Travel documentation will be
delivered where a specific request has been made to the service provider.

24 Hour/7 days a week Service (Emergency/ after-hours service):

Personnel from the service provider must be available on a 24-hour, 7 days a
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2.2

2.3

24

week basis, so that as and when required, unexpected changes to a travel
plan or accommodation or vehicle rental/ car hire or venue and services hire
can be made.

1.2.4 Bilateral Discussions Forum (BDF):

The service provider must arrange quarterly bilateral discussion forums
during which updates can be provided and where operational challenges and
remedies will be discussed.

GENERAL REQUIREMENTS

The following general requirements exist:

Management Reports:

Management reports on detailed expenses per month for each service, inclusive of
all savings, must be submitted before the last day of the following month. The reports
must reflect details per cost centre, per traveller and for the OPSC as a whole. The
service provider must also on a quarterly basis, provide the OPSC with a Report on
Graded Accommodation utilized by staff as required by the Department of Tourism.

Tariffs / Discount Adjustments:

The service provider must provide notice of imminent tariff adjustments, especially in
respect of air travels and vehicle rental or car hires; and continuously negotiate lower
tariffs or higher discounts, whenever needed on behalf of the OPSC.

Documentation

The service provider must assist employees in obtaining all the necessary
documentation e.g. passports, visas etc. where applicable.

Management/ Transaction Fees

The service provider must submit both detailed method of service fee for example,
Management fee vs. transaction fee (the costing structure must be clearly set out).
An indication of Value Added Tax (VAT) must be explicitly clear on these fees.

The termination of any possible commissions earned by the service provider may not
influence the pricing of this contract for the whole duration of this contract.

OPERATING PROCEDURES

The operating procedures will form the basis by which the service provider will render
the service required and payment will be effected and may be subjected to minor
adjustments to ensure smooth liaison between the OPSC and the appointed service
provider, but only after mutual consent and written agreement.



4.1

4.2

43

4.4

RESPONSIBILITIES

Tasking Authority:

The employees tasked with the booking of travel arrangements of the OPSC, which
are those within the OPSC concerned with arranging travel, accommodation and
venue and services hire, will be responsible for the following:

Provide the service provider with the necessary details so that the required travel
and/or accommodation and vehicle rental or car hire requirements are understood. In
this regard, the following should have been considered:

a. Official nature of the travel and accommodation requirements;

b. Departure and arrival points, dates and type of required travel;

c. Departure and arrival dates and type of accommodation required;

d. Departure and arrival points, dates and type of vehicle or car required;

e. Any other specific requirements relating to, for example, passenger class in

aircraft to be provided, etc.; and

f. Responsibility, objective codes and order number; and
g. Facilities required at the venue, for example:

i Catering

i, Equipment

i, Entertainment

iv. Parking

V. Facilitators

vi. Sound and lighting
vii. Decor

Provide the service provider with a document to authorise the issuing of the required
travel documentation, (Approval of Official Travel, Travel Plan, Accommodation and
vehicle rental/ car hire.)

Initiate payment after receipt of the necessary proof that the required service was
rendered.

Service provider

The service provider will be responsible for the following:



Bookings for travel, accommodation and vehicle rental/ car hire. Preference
must be given to the instructions of the tasking authorities in respect of the
following:

i. Dates, routes, preferred airlines, passenger class, preferred seating
and estimated costs for air travel;

i Hotel facilities within budget, location, availability of parking facilities,
distance from airports, public transport, etc. for accommodation; and

iii. Vehicle rental / car hire agencies, their location and distance from the
airports.

Propose alternative arrangements timeously if confirming seatings or
accommodation arrangements is impossible or if it can be proven that with
deviations to original arrangements, financial savings can be realised.

Preliminary travel plans and bill of price must be submitted before finalisation
of the tasking order, especially in cases where a variety of travelling routes,
accommodation and services are to be provided.

Confirmation of bookings via SMS or e-mail to the user and issuing of travel
documentation after receipt from the tasking employee.

Submission of proof that the required service was rendered and/or used,
within 7 days so that payment can be arranged by the OPSC.

Timeous submission of the required management reports displaying the
information per Chief Directorate or Directorate. The OPSC requires that
detail per responsibility be reflected in monthly submitted management
reports. The information is to reflect the following per responsibility:

i. Air Travel

i. Accommodation

ii. Vehicle Rental/ Car Hire
iv. Venue and Services Hire

Updated lists with names, addresses and telephone numbers of all branch
offices and agencies, inside and outside South Africa, and agencies with
whom liaison exists outside South Africa on a 24-hour basis, must be made
available to the OPSC on a monthly basis.

Ensure confidentiality in respect of all travel, accommodation and vehicle
rental/ car hire arrangements concerning all persons.

Ensure continued negotiations with suppliers of all services to the benefit of
the OPSC.

Provide quotation for all arrangements including venues and services hire for
workshops and conferences not exceeding R500 000 (VAT inclusive) per
case. Sourcing, booking and amending bookings of suitable venues and
services hire (for meetings) that are required by the OPSC example:



6.1

6.2

6.3

6.4

6.5

i. Catering

ii. Equipment

ii. Entertainment
iv. Parking

V. Facilitators

Vi. Sound and lighting
vii. Décor
AREAS WHERE SERVICES ARE REQUIRED

The OPSC requires the service provider to provide the service nationally and
internationally.

SPECIAL CONDITIONS

Service providers in Main Centres:

Only bids of recognized service providers represented in main centers and members
of IATA and ASATA, will be accepted. Main centers are deemed to be cities, towns
and/or places to and from where scheduled flights are undertaken by South African
registered airline companies. These conditions are also applicable to international
flights, but include all aifine companies worldwide that render flights to and from
South Africa.

Documentary Proof:

Documentary proof of tariffs shall be submitted by the service provider to the OPSC.
Copies of supplier invoices (Copies of supplier invoices, including all supporting

documentation (e.g. restaurant bills, parking receipts, etc.) should be attached to the
invoices.

Supporting Services:

Supporting services available, for example, renewal of passports, obtaining of visas
and travel cheques, conference arrangements, receptions, etc., must not be taken
into consideration upon determination of discounts. Bidders may show separately
which supporting services are available and on which reimbursement basis.

Domestic and International Services:

Separate prices/discounts for domestic and international services should be
furnished.

New Business Partners

In the event that the service provider forms a new business relationship with any new



6.6

741

7.2

8.1

8.2

8.3

84

8.5

8.6

airline company, hotel group, or vehicle rental/ car hire agency, or other service
provider it may recommend to the OPSC that such company be used to render a
service to the OPSC. The OPSC will consider such recommendation, and if in
agreement, formally amend the Service Level Agreement (SLA) in writing to include
the recommended company.

Amendments to the Service Level Agreement (SLA)

Any amendments to the SLA between the service provider and the OPSC shall be
reduced to writing.

BID EVALUATION

Evaluation Process

The evaluation of bids will be done in accordance with the process, which was
approved by Department of National Treasury.

Weighting Factor:

The OPSC has determined the weight of each criteria, which will ensure that the
more important aspects will gain the most points. See Paragraph 18.

GENERAL INFORMATION

Any alterations to the bid document must be signed in full by the bidder or his
authorised _signatory. An accompanying letter from the bidder on their official
jetterhead which indicates such alterations must b be attached to such

amendments. Failure to comply with this will disqualify the bid. No tippex is
aliowed in the bid document.

The successful bidder will enter into a formal contract and service level agreement
with the OPSC.

These terms of reference outline the requirements for the provision of travel,
accommodation, venues and services hire arrangements to be rendered to the
OPSC.

Air travel expenditure includes all domestic, regional and international business trips.

The Travel Policy of the OPSC will be provided to bidders in order to familiarise
themselves with it. The successful service provider shall adhere to the requirements
of the Policy.

The OPSC reserves the right to make use of any other service provider should the
appointed service provider fail to fulfill its contractual obligations for any reason, at
any time, during the contract period. The OPSC’s use of another service provider will
in terms of this SLA to be deemed to not to be a breach of contract, and the
appointed service provider explicitly agrees to this term.

In the event of a failure to fulfill its contractual obligations by the appointed service



8.7

8.8

89

8.10

provider, the OPSC may consider pursuing recourse to remedy such failure. Such
recourse will be explicated in the SLA.

The prospective service provider will be required to meet the critical criteria as
detailed in Paragraph 9 of this document otherwise their proposal will not be
considered for further evaluation.

The OPSC reserves the right to contact the companies provided as references by
bidders in Paragraph 15 of this document. Referees will be requested to provide their
experience on the services rendered in terms of the following:

a)
b}
c)
d)
€)

f)

Management capabilities

Accuracy of administrative procedures

Efficiency of booking procedures

Customer's services (i.e. quality of services) after hours services
Handling of changes and cancellation(s)

Any other aspect of service delivery the OPSC may deem important.

Only the top three (3) service providers’ referees will be contacted.

Bidders must attach to the proposals the following Annexures:

Annexure 1A: Valid International Air Transport Association (IATA) License

Annexure 1B: Valid Association of South African Service provider (ASATA)
License

Annexure 2; Branch list (office details)
Annexure 3. Emergency Service Delivery
Annexure 4. List of preferred suppliers

Annexure 5. Procedures relating to cancellation of transactions, unused
tickets, no-shows

Annexure 6: Assistance offered at the airport (when necessary)
Annexure 7. After-hours service delivery

Annexure 8: Cost savings and benchmarking

Annexure 9: Complaint handling procedure

Annexure 10: Quality control and processes

Annexure 11: Example of invoices generated

Annexure 12: Refund process

Annexure 13:; Security measures

Annexure 14: Account management



® Annexure 15: Examples of management reports

. Annexure 16: Service fees

[ Annexure 17: Action plan — changes in supplier commissions
° Annexure 18: Audited Financial Statements

CRITICAL CRITERIA

PLEASE ANSWER YES/NO TO THE QUESTIONS LISTED BELOW BY PLACING
A MARK IN THE RELEVANT BOX.

ONLY PROVIDE ADDITIONAL INFORMATION WHEN SPECIFICALLY
REQUESTED TO DO SO. ALL SUCH ADDITIONAL INFORMATION MUST BE
ATTACHED AS ANNEXURES AND NUMBERED AS INDICATED.

Critical criteria must be met. If bidders do not meet the criteria, their documents will
not be considered for further evaluation.

The successful bidder must have an International Travel Agency (IATA) License and
the capability to issue air tickets on their premises. A certified copy of the valid
license must be attached as Annexure 1 A and B.

921 | Do you have an IATA license? [:I Yes |:| No
9.22 | Do youhave an ASATA license? ' I Yes |:| No
9.2.3 | Are certified copies of the above attached? |:| Yes [:l No
9.24 | Are you able to issue airline tickets on your ' Yes No
premises? :' [:l

Branch or office network

8.3.1 | Do you have an existing branch/office in Pretoria? [:l Yes [:l No

9.3.2 | Do you have existing branchesfoffices nationwide? Yes [:l No

Attach a detailed branch/office list, including physical addresses, telephone and fax
numbers as Annexure 2.

Twenty-four hour service and seven days a week

941 Are you able to offer 24-7 (and 365 days) service fo Yes No
the OPSC?
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10.1

10.2

10.3

10.4

10.5

94.2 | Areyou able to allocate a full time consultant dealing [:I Yes [:I No

with the OPSC only?
943 | Areyou able to allocate an after-hour emergency Yes No
contact number? [:I [:I
94.4 | Are you able to allocate an emergency contact Yes No
Areyou [ ] [ ]

REQUIREMENTS FOR SERVICE DELIVERY

PLEASE ANSWER YES/NO TO THE QUESTIONS LISTED BELOW BY PLACING
A MARK IN THE RELEVANT TICK BOX.

ONLY PROVIDE ADDITIONAL [INFORMATION WHEN SPECIFICALLY
REQUESTED TO DO SO. ALL SUCH ADDITIONAL INFORMATION MUST BE
ATTACHED AS ANNEXURES AND NUMBERED AS INDICATED.

No travel documentation may be released prior to receipt of correctly completed and
authorised travel authorization forms. The OPSC will not be liable for any costs
incurred by the travel agency when correct authorisation procedures are not adhered
to.

10.1.1 | Do you acknowledge that you will be liable for the Yes No
payment of any unauthorised bookings? ‘:I |:‘

All reservations should be completed and confirmed within the mutually agreed
timeframes. On occasion reservations may need to be completed with urgency and
immediacy.

10.2.1 | Do you agree to complete all bookings in terms of Yes No
the agreed time frames l:l [:I

Written confirmation of the reservations details should be provided to the traveller
immediately after the reservation has been made.

10.3.1 | Do you commit to provide immediate written |:| Yes No
confirmation of all reservations via e-mail or sms?

10.3.2 | Do you commit to provide quotations for the OPSC Yes No
prior to rendering service via e-mail? ‘:I Ij

The OPSC is aware that most travel agencies have preferred suppliers.

10.4.1 Please list all preferred partners in Annexure 4 and indicate if your
relationship with these suppliers will add value to the OPSC.

The appointed service provider must be able to arrange the following:

10



) Domestic, regional and international air tickets with any of the available airline

companies

° All types of graded accommodation and conference facilities {including venue

and services hire)

® Car rental
° Shuttles
° Hotels, Lodges, Guest Houses and Bed and Breakfast accommodation

Please indicate if you can provide the following services:

10.5.1 | Book domestic, regional and international air tickets?

|:']No

10.5.2 | Are you able to make reservations with graded
hotels, lodges, guest houses and Bed and Breakfast
establishments?

[:INO

10.5.3 | Are you able to make car rental and shuttle
reservations?

[:INO

10.5.4 | Are you able to make conference venue and
services arrangements?

l:INo

10.6 Due to the nature of the business operations in the OPSC, changes and

cancellations often occur. Please attach your response as Annexure 5.

10.6.1 How do you handle changes made after tickets and other travel

accommodation has been issued?

10.6.2 What procedures do you follow with unused and lost tickets?

10.6.3 Do you have a procedure in place to handle no-shows for flights, car rental,
accommodation, conference and shuttle reservations?

10.6.4 Will you be able to provide the OPSC with monthly reports for no-shows

and cancellations?

10.7 The OPSC often need assistance at the airport in relation to the following as
examples, the changing of tickets, availability of rental cars, etc.

Please indicate what assistance you are able to offer. Attach your response as

Annexure 6.

10.8 Tickets and travel documentation should be communicated to the traveler.

11



10.9

10.10

10.11

1
11.1

11.2

11.3

10.8.1 | Do you commit to email, sms vouchers to the Yes No
fraveler as soon as confirmation is done? l:l |:|

10.8.2 | Do you commit to deliver travel documentation when |:] Yes [:I No

required to the traveller?

Please provide additional information on your ability to deliver requested
documentation. Attach your response as Annexure 7.

Cost savings are important to the OPSC

10.9.1 | Can you assist the OPSC in its endeavor to achieve Yes No
cost saving targets? ‘:I [:I

10.9.2 Please explain your approach to cost savings and benchmarking. Attach
your response as Annexure 8.

The OPSC requires the successful service provider to handle complaints
immediately and in a professional manner.

10.10.1 | Do you have a formal complaints handling Yes No
procedure? l:l [:I

10.10.2 Please provide details in relation to the above. Attach your response as
Annexure 9.

How do you ensure quality control in the booking process? Explain both automated
and manual process. Attach as Annexure 10.

ACCOUNTING PROCEDURES

Copies of travel forms should be attached to all invoices sent to the OPSC for
payment processing. Order numbers should be reflected on the service provider's
invoice.

11.1.1 | Do you commit to attaching a copy of the relevant Yes No
travel form to each invoice? [:I |:I

Copies of supplier invoices, including all supporting documentation (e.g. restaurant
bills, parking receipts, etc.) should be attached to the invoices.

11.2.1 | Do you ensure that all supplier invoices and Yes |:| No
documents will be attached?

All invoices should contain as much detail as possible. Please indicate whether your
invoices will reflect the following:

12



11.4

11.5

11.6

11.3.1 | The name of the individual traveller |:| Yes [:I No
11.3.2 | The date on which the service was utilised [:I Yes |:‘ No
11.3.3 | Invoice number |:| Yes [:I No
11.3.4 | Total cost of the service provided |:| Yes [:I No
11.35 | VAT breakdown D Yes [:I No
11.3.6 | Details of the service provided, for example routing Yes No
and ticket number, bed and breakfast, one-day car ‘:I [:I
rental, etc.
11.3.7 | The OPSC order number |:| Yes |:] No
11.3.8 Attach a copy of your invoice as Annexure 11.
All travel transactions should be charged to the OPSC's account
11.4.1 | Do you commit to processing air tickets at your own Yes No
expense and invoice the OPSC for re-imbursement? ‘:I [:I
11.4.2 All accommodation and conference bookings should be charged to the
OPSC'’s account.
11.4.2.1| Do you commit to processing accommodation and

conference bookings at your own expense and
invoice the OPSC for re-imbursement?

I:l Yes

DNO

The reconciliation of the expenditure accounts is important to the OPSC. In order to
avoid fruitless expenditure and interest payments, the support of the travel agency is

crucial.

11.5.1 | Do you commit to reconcile your invoices on a Yes No
weekly interim statement? D [:I

11.5.2 | Do you commit to deliver the weekly reconiliation, |:\ Yes No
including all supporting invoices, to the OPSC on
each Monday of the following week?

11.5.3 | Are you prepared to assist with the resolution of Yes No
queries resulting from transactions charged to the [:I D
OPSC?

Invoices received without the attached order form and supporting documentation will
not be paid until such supporting documentation has been provided. The service
provider will be held liable for any interest incurred due to incomplete, incorrect and
late delivery of invoices.

13



11.7

11.8

12

12.1

13

13.1

13.2

14

14.1

11.6.1 | Do you accept that you will be responsible for any Yes No
interest incurred due to incomplete, incorrect and D [:I
late delivery of invoices?

Provide details of your refund handling process. Attach as Annexure 12.

What security measures are in place to prevent financial/ security risks, irregularities,
corruption or fraud? Attach as Annexure 13.

ACCOUNT MANAGEMENT

The OPSC will require the successful service provider to provide an Account
Management Service and submit the respective reports.

12.1.1 | Will you be able to offer an Account Management Yes No
Service and be able to provide the respective reports ‘:I |:|
as required?

12.1.2 | Can you assist with supplier negotiations? |:| Yes [:I No

12.1.3 Provide details of what you are able to offer. Attach as Annexure 14,

MANAGEMENT REPORTING

The OPSC will require monthly reporting on its travel expenditure.

13.1.1 | Can you provide Management Reports an a monthly |:] Yes
basis?

13.1.2 | Will the reports be available electronically and [:" Yes
manually?

13.1.3 | Will the reports include "details per passenger” |:] Yes
information?

13.1.4 | Will the report show total monthly expenditure? |:" Yes

No

No

No

No

LI Ly

13.1.5 | Are you willing to cooperate with an investigation to |:] Yes

be instituted by the OPSC in the case where some
irregularities, fraud or corruption is detected or
alleged to have occurred? This will also include in
the case of abuse of state resources being reported
in relation to the services rendered.

No

Provide examples of all available reports. Include as Annexure 15.

PRICING

Please note that the OPSC wishes to enter into a Management or Transaction Fee
agreement with the successful service provider that must be fixed for the entire

14



14.

14.

15
15

duration of the contract.
2 Please indicate what service fees will be applicable by completing Annexure 16.

3 Indicate what the implications will be for the OPSC if changes are made to the
structure of commissions paid by suppliers to travel agencies. Attach as Annexure
17.

REFERENCES

.1 Please provide details of three (3) clients where services of a similar size are

rendered and where the business was gained in the last twelve (12) months by
means of a bid process.

Client 1 Client 2 Client 3

Client Name:

Contact Person:

Designation:

Contact Number:

Total value of the
contract

15

.2 Please provide details of three (3) clients that you have lost in the last four (4) years.

Client 1 Client 2 Client 3

Client Name:

Contact Person:

Designation:

Contact Number

Total value of the
contract

16

SERVICE FEES (ANNEXURE 16)

List service fees in South African Rand inclusive of VAT (the underneath must
be completed)

15



SERVICE PROVIDED

FEE/ COST PER
TRANSACTION

COMMENT

RESERVATIONS

Reservation of domestic air ticket

Reservation of regional air ticket

Reservation of intemational air ticket

Reservation of low cost carrier tickets — not in
Central Reservation System

Reservation of guest house/ innsf beds and
breakfast - not done through Central Reservation
System

Reservation of rental car

Reservation of shuttle service

Conference bookings

Airport Parking

Voyager tickets

Discounted tickets

After-hour reservation

DOCUMENT DELIVERY

Delivery of travel documentation - during office
hours (where applicable)

Delivery of travel documentation - after-hours
(where applicable)

CANCELLATIONS

Cancellation of air tickets

Late cancellation of tickets

Cancellation of car rental bookings

Cancellation of hotel bookings

16
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Cancellation of shuttle service

Cancellation of conference bookings

Changes to booking before departure

No-show charge

Refunds

ACCOUNTS

Reconciliation of Expenditure accounts/ Statements

Attaching of order forms to invoices

VALUE ADDED SERVICES

Ordering of Foreign Exchange

Monthly Reports

Ad-hoc Reports

Account Management

After Hours Service

OTHER

TOTAL

THE TOTAL SERVICE FEES WILL BE ADDED TOGETHER IN ORDER TO
EVALUATE POINTS FOR PRICE

BIDDERS ARE REQUIRED TO QUOTE FIXED SERVICE FEES FOR THE ENTIRE
DURATION OF THE CONTRACT PERIOD

Are the aforementioned service fees fixed for the amount of the [:I Yes No
contract?

IF SERVICE FEES ARE NOT FIXED, PROVIDE DETAILS.

17 BID EVALUATION

A Bid Evaluation Committee will be established by the OPSC comprising of

17
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representatives of the OPSC. The committee will evaluate all bids received by the
deadline, according to the criteria indicated here. It will make a recommendation to
the OPSC's Bid Adjudication Committee for appointment of the preferred bidder.

Any bidder, which fails to submit any element of the Bid Submission Requirements,
may, at the discretion of the Evaluation Panel, be rejected as unsuitable for
evaluation and will therefore not be further considered.

The decision of the OPSC Bid Adjudication Committee is final.

EVALUATION CRITERIA

Bidders must motivate what experience and expertise they have in delivering
professional expertise in the travelling and accommodation field.

Bidders must state who will manage, mentor and work on this project should they be
awarded the bid and provide CVs of these people in order to determine their
experience and expertise with such projects.

The bid will be evaluated on the basis of functionality as follows:

Phase 1: Compliance with minimum requirements of bid

All bids will be evaluated to determine compliance with requirements and conditions
of the bid documents and Terms of Reference. Bidders not complying with the
requirements/ conditions of the bid documents and Terms of Reference will be
eliminated from the evaluation process and therefore will not be short listed.

Phase 2: Awarding of points on functionality to short listed Service Providers

Short listed Service Providers will be evaluated on the following evaluation criteria,
weights and values:

CRITERIA WEIGHTS
. | MANAGEMENT OF ACCOUNT 15
1.1 | 24/7 Availability In what way are personnel available for 5
24 hours?
1.2 | Security Measures | What security measures are in place to 5

prevent financial/security irregularities?
Please indicate

1.3 | Reconciliation of In which manner will the account be 5
Account reconciled? Please indicate approach

2. | REPRESENTIVITY 20

2.1 | Local Branch Where are branch offices situated 5
Offices locally?

2.2 | International Where are branch offices situated 5
Agents outside the RSA?

2.3 | Local Agents Which and how many local agents will 5
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be used and where are they situated?
2.4 | International Which and how many international 5
Agents agents will be used and where are they
situated?
3. | CAPACITY 5
3.1 | In-house office In what way are personnel available to 5
operate an in-house office at the OPSC
{National Office) from 08:30 to 13:30
two {(2) days per week
4. | PROPOSED METHODOLOGY 25
4.1 | Comprehensive In what way are you able to provide a 20
services comprehensive air travel, car rental and
accommodation services and
demonstrate in-depth knowledge of the ;
industry (e.g. travel options, cost '
savings value-add services, product
knowledge)?
4.2 | Procurement of | In what way are you able to facilitate the 5
venue hire procurement of wvenue hire for
conferences and workshops
5 | ORGANISATION CREDENTIALS 25 |
5.1 | Member of | Is the bidder a member of either 5 '
IATA/ASATA organisations?
5.2 | Company Profile Supply date of formation, shareholding, 5
location of offices, number of
professional staff in each office
5.3 | Current Client | Supply references (names and contact 5
Base person) of major clients
5.4 | Experience of | Supply actual detailed examples of 5
company large travel accounts being managed
5.5 | Experience of | Provide the management structure, 5
management and | directors CV's and abridged CV's of
staff individuals to be operationally involved
6. | FINANCIAL STATUS (TURNOQVER) 10
(a) >10Million 5 = Excellent 10
(b) >5Million<10Million 4 = Very Good
(c) >3Million<5Million 3 = Good
(d) >1Million<3Million 2 = Average
(e) >Million 1 = Poor
TOTAL 100

VALUES RANGING FROM 1 BEING POOR, 2 BEING AVERAGE, 3 BEING GOOD,
4 BEING VERY GOOD AND 5 THAT ARE EXCELLENT WILL APPLY.

Points will be awarded per individual evaluation committee member, after which
average points will be calculated.

The service provider must score at least an average of 70 points for functionality to
qualify for further evaluation.
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Phase 3: Evaluation in terms of 90/10 preference point system

Only service providers that have obtained the minimum average points for functionality
will be evaluated in terms of the 90/10 preference point system.

A 90/10 principle in terms of the new Preferential Procurement Framework Act of 2000
(PPPFA) Regulations which came into effect on 7 December 2011 shall apply in this
bid, the highest acceptable bid will score 90 points and the 10 remaining points for as
per the respective B-BBEE status level of contributor.

B-BBEE Status Level on Contributor | Number of points (90/10 system)

1 10

2 9

w
<o

4 5
5 4
6 3
7 2
8 1
Non-compliant contributor 0

After the evaluation process is completed, the Sub-Bid Committee (SBC) will, prior to
making a final selection, draw up a shortlist of three (3) participants and require them
to make a detailed presentation to the SBC. A minimum of 2 days’ notice will be given
to relevant participants in advance of the presentation date.

The OPSC reserves the right to conduct a site visit to an existing operation of the short
listed or preferred Service Provider/s as part of the evaluation. The purpose of the site
visit will be to evaluate the service delivery and commitments made by the prospective
Service Provider/s in the bid document

The bid will be awarded to the bidder that scored in total the highest point. Should the
bidder with the highest number of points however have a bad track record or any fact
exists which reflects negatively on the bidder, the panel will consider the awarding of
the contract to the offer receiving the second highest number of points.
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CHECKLIST

Standardised Bidding Documents (SBD)

SBD 1 Completed and Signed *Yes/No
SB8D 2 Valid and griginal Tax Clearance Certificate *Yes/No
S8D 3.3 Signed *Yes/No
SBD 4 Completed and Signed *Yes/No
SBD 6.1 Completed and Signed *Yesi/No
SBD 8 Completed and Signed *Yes/No
SBD 9 Completed and Signed *YesiNo
SPECIAL CONDITIONS

1. Reaistration documents

Did you provide a certified copy of your company registration documents? *Yes/No
2 Company Profile, Firancial Information and BEE Shareholding Portfolio

Have youincludedthe company profile? *Yes/No

Have youincluded the BEE Shareholding portfolio? *Yes/No

3. Management and Contact details

Did you submit the details as mentioned in paragraph 8 of the General Conditions? "YesiNo

4. Client Base

Do you have experience in the provision of the service for a minimum periodof 2 years?  *Yes/No

(Please include the names of three companies. tel. no's,
cell no’s, physical address and duration of contracts with
individual clients. Including start and end dates as well as
reference letters)

5.  Copies

Did you submit five (5) copies of the bid document? *Yes/No



BIDDER

INFORMATION
1. Name of company:
2 Company registrationno..
3 Physical Address:
4. Postal Address:
5. Contact person: Name:
Designation:
Telephone No.:
Fax No.:
e-Mail address
6. Names of Directors of the company:
Name Designation

In case of a consortium/joint venture, full details on consortiumfjoint venture members:

Entity VAT

name registration
number

Enlity VAT

name registration
number

Entity VAT

name registration
number

Name of contracting entity in case of a consortium/joint venture
Entity name;

Poslal

address:

Street

address:

Tax Clearance

Certificate

submitted YES/NO
Tax Clearance

Certificate YES/NO
submitted

Tax Clearance
Certificate YESING
submitted




Comnact details of responsible person who will acl on behalf of the entity/consortium/joint venture for
this bid

Name and Surname

Telephone number: Code Number
Cellular number:

Facsimile number. Code Number
e-Mailaddress:

Contact details of altemative responsible person who will act on behalf of the person above should
hefshe not be available

Name and Surname

Telephone number; Code Number
Cellular number:

Facsimile number: Code Number

e-Mail address:

7. Total number of employees: —— ——————— ———

8. Draw or attachthe following:

8.1  the organisationalstructure of the company;

8.2 the ownership structure — i.e- the percentage of shareholding by major investors and controlling
interestin affiliated companies; and

8.3 the basic functional structure - i.e. the administrative section of the company with which the National
Treasury will be dealing on a day to day basis. (Please state the names of incumbents and
designation).

8.4 Submit audited financial statements (i.e. Income Statements, Balance Sheets and Cash Flow
statements) for the last 8 months

8, Declaration:

The information supplied in this document is correct and complete to the best of my knowledge and
accurately reflects the capability of:

Company Name:

Signature:

Date:

Name:

This Bid is signed in my capacityasz ——m——mr————————————



Custodian of Good Governance

SPECIAL REQUIREMENTS AND CONDITIONS OF CONTRACT

APPOINTMENT OF A SERVICE PROVIDER IN RESPECT OF TRAVEL,
ACCOMMODATION, VENUE AND SERVICES HIRE FOR THE OFFICE OF
THE PUBLIC SERVICE COMMISSION (THREE (3) YEAR PERIOD)

BID VALIDITY PERIOD: 90 DAYS

BRIEFING SESSION:
DATE: 14 MAY 2014
TIME: 10H30

VENUE: COMMISSION HOUSE, CORNER HAMILTON & ZIERVOGEL STREETS,
ARCADIA
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3.2

SCOPE

To secure a service provider in respect of travel, accommodation, venues and facilities
arrangements for the Office of the Public Service Commission (OPSC) for a period of
three (3) years.

LEGAL FRAMEWORK

This bid and all contracts emanating there from will be subject to the General Conditions
of Contract issued in accordance with Chapter 16A of the Treasury Regulations published
in terms of the Public Finance Management Act, 1999 (Act 1 of 1999). The Special
Conditions of Contract are supplementary to that of the General Conditions of Contract.
Where, however, the Special Conditions of Contract are in conflict with the General
Conditions of Contract, the Special Conditions of Contract prevail.

LATE BIDS/PROPOSALS

Bids/Proposal received after the closing date and time, at the address indicated in the bid
documents, will not be considered.

Late bids/proposals will not be admitted for consideration and will, where practicable, be
returned unopened to the bidder.

VALIDITY OF BIDS/PROPOSALS

The bid/proposal must include a statement as to the period for which the proposal remains
valid. The bid/proposal must be valid for at least ninety (90} days from the closing date
and time of bids.

PACKAGING OF BIDS/PROPOSALS

Bids must be submitted on the official bid document forms (included in this document)
after having been fully completed and signed by the bidder before being submitted. The
bidder shall place both the sealed Technical Proposal and Price/Financial Proposal
envelopes into an outer sealed envelope or package and must be clearly marked as
follows:
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FUNCTIONAL/TECHNICAL PROPOSAL
Bid No:

Description:

Bid Closing date and time:

Name and address of bidder:

In this envelope, the bidder shall only address the technical aspects of the bid.

PRICE/FINANCIAL PROPOSAL
Bid No:

Description:

Bid Closing date and time:
Name and address of bidder:

In this envelope the bidder shall provide priceffinancial proposal and the B-BBEE
certificate to claim points in terms of the Preferential Procurement Regulations, 2011 only
in accordance with pricing schedule (SBD 3.3).

The Technical Proposal envelope and the Price/Financial Proposal envelope shall contain
one original hard copy document clearly marked “Original” and four (4) hard
copies, clearly marked “Copy” (i.e. five (§) documents to be included in each
envelope).

NUMBER OF PROPOSALS

Each bidder must submit five (5) hard copies of their entire proposal fully indexed with
proper dividers. All submitted proposals will become the property of the OPSC, and will
not be returned. No late submissions will be considered under any circumstances.

Envelopes must not contain documents relating to any Request for Proposal (RFP) other
than the one referred to in this RFP.

The responses to the RFP will be opened as soon as is practical after the expiry of the
time advertised for receiving them.

After the evaluation process is completed, the Sub-Bid Committee (SBC) will, prior to
making a final selection, draw up a shortlist of three (3) participants and require them to
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make a detailed presentation to the SBC. A minimum of 2 days’ notice will be given to
relevant participants in advance of the presentation date.

EVALUATION PROCESS
The evaluation process comprises the following phases:

Phase 1: Compliance with minimum requirement of bid

During this phase bid documents including all SBD forms that are to be filled in, signed
and returned with the proposals will be reviewed to determine compliance with among
others, tax matters and whether original and valid tax clearance certificates have been
submitted with the bid documents at closing date and time of bid. Failure on the part of the
bidder to sign the fid forms and thus to acknowledge and accept the conditions in writing
or to complete the bid forms, questionnaire and specifications in all respects, as well as to
submitting the bid after the closing date and time, will invalidate the bid.

Phase 2: Awarding of points on technical/functionali

During this phase bidders' responses will be evaluated based on the mandatory
requirements indicated in the scope of work. This phase is not scored and bidders who fail
to comply with all the mandatory criteria will be disqualified.

During this phase bidders' responses will be evaluated for functionality based on
achieving a minimum threshold of 70%.

Bidders must, as part of their bid documents, submit supportive documentation for all
functional requirements as indicated in the scope of work. The panel responsible for
scoring the respective bids will evaluate and score all bids based on their submissions
and the information provided.

Bidders need to ensure that all information is supplied as required. The panel will evaluate
and score all responsive bids and will verify all documents submitted by the bidders.

The Panel members will individually evaluate the responses received against the following
criteria as set out in the functionality scorecard:
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EVALUATION CRITERIA

CRITERIA WEIGHTS
1. | MANAGEMENT OF ACCOUNT 15
1.1 | 24/7 Availability In what way are personne! available for 24 5
hours?
1.2 | Security Measures What security measures are in place to 5
prevent financial/security irregularities?
Please indicate
1.3 | Reconciliation of | In which manner will the account be 5
Account reconciled? Please indicate approach
2. | REPRESENTIVITY 20
2.1 | Local Branch office Where are branch offices situated locally? 5
2.2 | International Agents | Where are branch offices situated outside 5
the RSA?
2.3 | Local Agents Which and how many local agents will be 5
used and where are they situated?
2.4 | International Agents | Which and how many international agents 5
will be used and where are they situated?
3. | CAPACITY 5
3.1 | In-house office In what way are personnel available to 5
operate an in-house office at the National
Office from 08:30 to 13:30 two (2) days per
week
4. | PROPOSED METHODOLOGY 25
4.1 | Comprehensive In what way are you able to provide a 20
services comprehensive air travel, car rental and
accommodation services and demonstrate
in-depth knowledge of the industry (e.g.
travel options, cost savings value-add
services, product knowledge)?
4.2 | Procurement of | In what way are you able to facilitate the 5
venue hire procurement of venue hire for conferences
and workshops
5 ORGANISATION CREDENTIALS 25
5.1 | Member of | Is the bidder a member of either 5
IATA/ASATA organisations?
52 | Company Profile Supply date of formation, shareholding, 5
location of offices, number of professional
staff in each office
5.3 | Current Client Base | Supply references (names and contact 5
person) of major clients
54 | Experience of | Supply actual detailed examples of large 5
company travel accounts being managed
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5.5 | Experience of | Provide the management structure, 5
management  and | directors CV's and abridged CV's of
staff individuals to be operationally involved
6. | FINANCIAL STATUS (TURNOVER) 10
(a) >10Million 5 = Excellent 10
{b) >5Million<10Million 4 = Very Good
{c) >3Million<5Million 3 = Good
(d) >1Million<3Million 2 = Average
(e) >Million 1 = Poor
TOTAL 100

The score for functionality will be calculated as follows:

Each panel member will rate each individual criterion on the score sheet using the
following value scale:

Performance Description Score
Excellent Answer far exceeds the functionality requirement 5
Very Good Answer_ meets and exceeds the functionality 4
reguirements
Good Answer meets all functionality requirements 3
Average Answer partially meets the functionality requirements 2
Poor Answer fails to meet the functionality requirements 1
other than the conditional requirements
Answer fails to meet the key functional requirements | Disqualified
in respect of travel, accommodation, venue and '
services hire

The value scored for each criterion will be multiplied with the specified weighting for the
relevant criterion to obtain the marks scored for each criterion. These marks will be added
and expressed as a fraction of the best possible score for all criteria.
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This score will be converted to a percentage and only bidders that have met or exceeded
the minimum threshold of 70% for functionality will be evaluated further and scored in
terms of pricing and B-BBEE.

Bidders scoring a threshold of less than 70% for functionality will not be considered for
further evaluation on price and goals.

EVALUATION CRITERIA (PHASE 3)

In terms of regulation 4 of the Preferential Procurement Regulations pertaining to the

Preferential Procurement Policy Framework Act, 2000 (Act 5 of 2000), responsive bids will

be adjudicated by the State on the 90/10 preference point system in terms of which points

are awarded to bidders on the basis of:

- The bid price (maximum 90 points)

- Broad Based Black Economic Empowerment (B-BBEE) compliance {(maximum
10 points)

The following formula will be used to calculate the points for price:

Pt-P min}

Ps =90 (1 - -
Pmin

Where

Ps = Points scored for price of bid under consideration

Pt = Rand value of bid under consideration

Pmin = Rand value of lowest acceptable bid
A maximum of 10 points may be awarded to a bidder attaining the B-BBEE status level of
contributor in accordance with the table below.

B-BBEE Status Level of Contributor | Number of points {90/10 system)

1 10
2 9
3 8
4 5

B 5 4
6 3
7 2
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10.

8 1

Non-compliant contributor 0

The points scored by a bidder in respect of the goals indicated above will be added to the
points scored for price.

A contract may, on reasonable and justifiable grounds, be awarded to a bid that did not
score the highest number of points.

Bidders are requested to complete the various preference claim forms in order to claim
preference points.

Only a bidder who has completed and signed the declaration part of the preference claim
form will be considered for preference points.

Supply Chain Management may, before a bid is adjudicated or at any time, require a
bidder to substantiate claims it has made with regard to preference points claimed.

Points scored will be rounded off to the nearest 2 decimals.

In the event that two or more bids have scored equal total points, the contract will be
awarded to the bidder scoring the highest number of points for the specified goals. Should
two or more bids be equal in all respects, the award shall be decided by the drawing of
lots.

The OPSC does not commit itself to accepting the lowest or any bid, or to award the bid
after its closing date if it considers awarding such bid not to be in its best interest. A
decision by the OPSC regarding the acceptance of a bid shall be final.

The OPSC reserves the right to request the three (3) highest scorers to do a presentation
if deemed necessary at their own cost. /n-foco (site inspections) will be conducted with the
three (3) highest scorers.

CONTRACT PERIOD

The contract period shall be for a period of three (3) years.

PRE-AWARD SUPPLIER DUE DILIGENCE

The OPSC reserves the right to conduct supplier due diligence prior to final award.
Additional information may be required in writing from suppliers. Replies to such requests
must be submitted within 7 working days or else bids may be disregarded.
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1.

12.

13.

14.

15.

16.

RESPONSE FIELDS

It is imperative that bidders submit responsive bids by completing all the mandatory
response fields and item questionnaires for the individual items. Non-compliance with this
condition may invalidate the bid for the item/s concerned.

TAX CLEARANCE CERTIFICATE

An original and valid Tax Clearance Certificate issued by the South African Revenue
Services certifying that the taxes of the bidder are in order must be submitted at the
closing date and time. Failure to comply with this condition will invalidate the bid.

VALUE ADDED TAX

All bid prices must be inclusive of 14% Value-Added Tax.

CONTRACT ADMINISTRATION

A successful bidder must advise the OPSC immediately when unforeseeable
circumstances will adversely affect the execution of the contract. Full particulars of such
circumstances as well as the period of delay must be furnished.

All correspondence in this regard must be directed to the following address:

Office of the Public Service Commission for the attention of Mr. Sbonga Chonco, Supply
Chain Management & Security Services, Private Bag X121, Pretoria, 0001

The Office of the Public Service Commission hereby chooses the following street address
as its domicilium citandi et executandi for the purpose of serving notices and legal

documentation:

Commission House, Comer Hamilton and Ziervogel Streets, Arcadia, PRETORIA, 0083.
COUNTER CONDITIONS

Bidders' attention is drawn to the fact that amendments to any of the Special
Conditions will result in invalidation of such bids.

PROHIBITION OF RESTRICTIVE PRACTICES

In terms of section 4 (1) of the Competition Act No. 89 of 1998, as amended, an
agreement between, or concerted practice by, firms, or a decision by an association of
firms, is prohibited if it is between parties in a horizontal relationship and if a bidder (s) is /
are or a contractor(s) was / were involved in:
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17.

. directly or indirectly fixing a purchase or selling price or any other trading

condition;

. dividing markets by allocating customers, suppliers, territories or specific types of
goods or services; or

. collusive bidding.

If a bidder(s) or contractor(s), in the judgment of the purchaser, has / have engaged in
any of the restrictive practices referred to above, the purchaser may refer the matter to
the Competition Commission for investigation and possible imposition of administrative
penalties as contemplated in the Competition Act No. 89 of 1998.

If a bidder(s) or contractor(s) has / have been found guilty by the Competition Commission
of any of the restrictive practices referred to above, the purchaser may, in addition and
without prejudice to any other remedy provided for, invalidate the bid(s) for such item(s)
offered, and / or terminate the contract in whole or part, and / or restrict the bidder(s) or
contractor(s) from conducting business with the public sector for a period not exceeding
ten (10) years and / or claim damages from the bidder(s) or contractor(s) concerned.

FRONTING

The OPSC supports the spirit of broad based black economic empowerment and
recognizes that real empowerment can only be achieved through individuals and
businesses conducting themselves in accordance with the Constitution and in an
honest, fair, equitable, transparent and legally compliant manner. Against this background
the OPSC condemns any form of fronting.

The OPSC, in ensuring that bidders conduct themselves in an honest manner will, as part
of the bid evaluation processes, conducts or initiates the necessary
enquiries/investigations to determine the accuracy of the representation made in bid
documents. Should any of the fronting indicators as contained in the Guidelines on
Complex Structures and Transactions and Fronting, issued by the Department of Trade
and Industry, be established during such enquiry / investigation, the onus will be on the
bidder / contractor to prove that fronting does not exist. Failure to do so within a period of
14 days from date of notification may invalidate the bid / contract and may also result in
the restriction of the bidder /contractor to conduct business with the public sector for a
period not exceeding ten years, in addition to any other remedies the Office of the Public
Service Commission may have against the bidder / contractor concerned.
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18.

171

17.2

19.

20.

CONFIDENTIALITY

This bid and all information in connection therewith shall be held in strict confidence by
bidders and usage of such information shall be limited to the preparation of the bid.
Bidders shall undertake to limit the number of copies of this document.

All bidders are bound by the confidentiality agreement preventing unauthorised disclosure
of any information regarding the OPSC or of its activities to any other organisation or
individual. Bidders may not disclose any information, documentation or products to other
clients without written approval from the Head of the Department or his/her delegated
Officer.

SERVICE LEVEL AGREEMENT

The successful bidder shall enter into a service level agreement for the services to be
rendered in terms of the contract.

ENQUIRIES

For enquiries bidders are requested to contact:
Bid enquiries: Mr. Sbonga Chonco
Tel: (012) 352 1109
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SBD1
INVITATION TO BID

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

BID NUMBER: OPSC 001/14 CLOSING DATE: 30 MAY 2014 CLOSING TIME: 11:00

DESCRIPTION: THE APPOINTMENT OF A SERVICE PROVIDER IN RESPECT OF TRAVEL,
ACCOMMODATION, VENUE AND SERVICES HIRE FOR THE OFFICE OF THE PUBLIC SERVICE
COMMISSION (THREE (3) YEAR PERIOD)

The successful bidder will be required to fill in and sign a written Contract Form {SBD 7).

BID DOCUMENTS MAY BE POSTED TO: The Director General, Office of the Public Service Commission, Private Bag X
121, Pretoria, 0001

OR

DEPOSITED IN THE BID BOX SITUATED AT (STREET ADDRESS}
Reception, Commission House Building, Cnr Hamilton and Ziervogel Street, Arcadia

Bidders should ensure that bids are delivered timeously to the correct address. If the bid is late, it will not be accepted
for consideration.

The bid box is generally open 24 hours a day, 7 days a week.
ALL BIDS MUST BE SUBMITTED ON THE OFFICIAL FORMS - (NOT TO BE RE-TYPED)
THIS BID IS SUBJECT TO THE PREFERENTIAL PROCUREMENT POLICY FRAMEWORK ACT AND THE PREFERENTIAL

PROCUREMENT REGULATIONS, 2011, THE GENERAL CONDITIONS OF CONTRACT (GCC) AND, IF APPLICABLE, ANY
OTHER SPECIAL CONDITIONS OF CONTRACT

THE FOLLOWING PARTICULARS MUST BE FURNISHED
(FAILURE TO DO SO MAY RESULT IN YOUR BID BEING DISQUALIFIED)

NAME OF BIDDER e e s st sers e s et b am s R e A A ama bttt
POSTALADDRESS s se s St oo b b et i e e
STREET ADDRESS

TELEPHONE NUMBER CODE............... NUMBER.........oouimneeassaenssiisen i i s it s s s i i s bt s
CELLPHONE NUMBER st et s nnosnson e sen b e e LS E R 2 A F AP AS ik prmsen s s
FACSIMILE NUMBER CODE ............ NUMBER.......c.0eoeeroneinsnesiesunen ibionsesiie o G0 s B R e, it i
E-MAILADDRESS e s s e s e e i A s Y VSR S B
VAT REGISTRATION NUMBER

HAS AN ORIGINAL AND VALID TAX CLEARANCE CERTIFICATE BEEN SUBMITTED? (SBD 2) YES or NO

HAS A B-BBEE STATUS LEVEL VERIFICATION CERTIFICATE BEEN SUBMITTED? (SBD 6.1) YES or NO
IF YES, WHO WAS THE CERTIFICATE ISSUED BY?

AN ACCOUNTING OFICER AS CONTEMPLATED IN THE CLOSE CORPORATION ACT (CCA).... PR Ao P Wt S
A VERIFICATION AGENCY ACCREDITED BY THE SOUTH AFRICAN ACCREDITATION SYSTEM (SANAS) OR.. PEEREErE PRb R 0

AREGISTERED AUDITOR .....ccooiiiicrmreerec e
[TICK APPLICABLE BOX]

(A B-BBEE STATUS LEVEL VERIFICATION CERTIFICATE MUST BE SUBMITTED IN ORDER TO QUALIFY FOR
PREFERENCE POINTS FOR B-BBEE)

1



ARE YOU THE ACCREDITED REPRESENTATIVE

IN SOUTH AFRICA FOR THE GOODS / SERVICES / WORKS OFFERED? YES or
NO

[IF YES ENCLOSE PROOF]
SIGNATURE OF BIDDER
DATE

TOTALBID PRICE.........cce0ivovvicriicniessrsnreeenenes TOTAL NUMBER OF ITEMS OFFERED

ANY ENQUIRIES REGARDING THE BIDDING PROCEDURE MAY BE DIRECTED TO:

Department: Office of the Public Service Commission
Contact Person: Ms Regina Sibanda
Tel: 0123521104

E-mail address: Reginas@opsc.gov.za

ANY ENQUIRIES REGARDING TECHNICAL INFORMATION MAY BE DIRECTED TO:

Contact Person: Mr Shonga Chonco
Tel: 0123521109

E-mail address: ShongaC@opsc.gov.za



SBD 2

TAX CLEARANCE CERTIFICATE REQUIREMENTS

It is a condition of bid that the taxes of the successful bidder must be in order, or that
satisfactory arrangements have been made with South African Revenue Service (SARS) to meet
the bidder's tax obligations.

1

In order to meet this requirement bidders are required to complete in full the attached form TCC 001
“Application for a Tax Clearance Certificate” and submit it to any SARS branch office nationally. The Tax
Clearance Certificate Requirements are also applicable to foreign bidders / individuals who wish to submit
bids.

SARS will then furnish the bidder with a Tax Clearance Certificate that will be valid for a period of 1 (one) year
from the date of approval.

The original Tax Clearance Certificate must be submitted together with the bid. Failure to submit the original

and valid Tax Clearance Certificate will result in the invalidation of the bid. Certified copies of the Tax
Clearance Certificate will not be acceptable.

In bids where Consortia / Joint Ventures / Sub-contractors are involved, each party must submit a separate
Tax Clearance Certificate.

Copies of the TCC 001 “Application for a Tax Clearance Certificate” form are available from any S8ARS branch
office nationally or on the website www.sars.gov.za.

Applications for the Tax Clearance Certificates may also be made via eFiling. In order to use this provision,
taxpayers will need to register with SARS as eFilers through the website www.sars.gov.za.

JeyrelWidk416-SBD2 tax clearance



YV SARS

Purpose

Select the applicable option

TCC 001

TAX CLEARANCE

Application for a Tax Clearance
Certificate

Tenders Good standing

1f “"Good standing”, please state the purpose of this application

Particulars of applicant

Name/Legal name
{Initials & Surnamsa
or registered name)

Trading name
(i applicable}

ID/Passport no
Income Tax ref no
VAT registration no 4

Customs code

Telephone no
E-mail address

Physical address

Postal address

Company/Close Corp.
registered no

PAYErefno 7

SDLrefno |

UIF refno U

Fax
no

Particulars of representative (Public Officer/Trustee/Partner)

Surname

First names
ID/Passport no
Telephone no
E-mail address

Physical address

Income Tax ref no

Fax
no

Page 1 of 2



Particulars of tender (if applicable)
Tender number

Estimated Tender
amount

Expected duration

of the tender year(s)

Particulars of the 3 largest contracts previcusly awarded

Date started Date finalised Principal Contact person  Telephone number Amount
Audit
Are you currently aware of any Audit investigation against you/the company? YES MO

If “YES” provide details

Appointment of representative/agent (Power of Attorney)
I the undersigned confirm that I require a Tax Clearance Certificate in respect of Tenders = or  Goodstanding.

I hereby authorise and instruct to apply to and receive from
SARS the applicable Tax Clearance Certificate on my/our behalf.

Signature of representative/agent Date
Name of
representative/
agent

Declaration

I declare that the information furnished In this application as well as any supporting documents s true and correct In every
respect.

Signature of applicant/Public Officer Date
Name of applicant/
Public Officer

Notes:
1. Itis a serous offence to make a false declaration.
2. Section 75 of the Income Tax Act, 1962, states: Any person who
(a) falls or neglects to furnish, file or submit any retum or document as and when required by or under this Act; or
(b) without just cause shown by him, refuses or neglects to-
(i) furnish, produce or make available any information, documents or things;
(i) reply to or answer truly and fully, any questions put to him ..,
As and when required in terms of this Act ... shall be guilty of an offence ...
3. SARS will, under no circumstances, issue a Tax Clearance Certificate unless this form is completed in full.

4. Your Tax Clearance Certificate will only be issued on presentation of your South African Identity Document or Passport (Foreigners only)
as applicable.
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PRICIN HEDULE

{Professional Services)

SBD 3.3

NAME OF BIDDER: ...t e e

CLOSING TIME 11:00

................... BID NO.: OPSC 001114

CLOSING DATE: 30 MAY 2014

OFFER TO BE VALID FOR 90 DAYS FROM THE CLOSING DATE OF BID.

ITEM DESCRIPTION
NO

BID PRICE IN RSA CURRENCY
" (ALL APPLICABLE TAXES INCLUDED)

1. The accompanying information must be used for the formulation
of proposals.

2. Bidders are required to indicale a ceiling price based on the tolal
estimated time for completion of all phases and including all
expenses inclusive of all applicable laxes for the project.

3. PERSONS WHO WILL BE INVOLVED IN THE PROJECT AND
RATES APPLICABLE (CERTIFIED INVOICES MUST BE
RENDERED IN TERMS HEREOQF)

4. PERSON AND POSITION

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

5.1 Travel expenses (specify, for example rate/kmn and total km, class
of airfravel, etc). Only actual costs are recoverable. Proof of the
expenses incurred must accompany certified invoices.

DESCRIPTION OF EXPENSE TO BE INCURRED

Rt e e e s e

HOURLY RATE DAILY RATE

R

R

R

R

R

R days

R days

R days

R days

RATE QUANTITY AMOUNT
R
. O
R.....

.................................... &

TOTAL: Reve et enr e

** "all applicable taxes” includes value- added tax, pay as you earn, income tax, unemployment insurance

contributions and skills development levies.




Bad Mocs il adue it shaa d s i
NagieoFBidder s singt o e s s e s St ss il s P e S s R e
5.2 Other expenses, for example accommodaticon (specify, eg. Three
star hotel, bed and breakfast, telephone cost, reproduction cost,
etc.). On basis of these particulars, certified invoices will be checked
for correciness. Proof of the expenses must accompany invoices.
DESCRIPTION OF EXPENSE TO BE INCURRED RATE QUANTITY AMOUNT
Rz
R.ia
R..
................... R....
TOTAL: Ricsaiaiis
6. Period required for commencement with project after
acceptance of bid e e
7. Estimated man-days for completion of profect =~ e e e s
8. Are the rales quoted firm for the full period of contract? *YESINO

9, If not firm for the full period, provide details of the basis on which
adjustments will be applied for, for example CONSUMET PACE INARX,  ..oocvvrvvrereiirireicerres s st st

‘[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



SBD 4

DECLARATION OF INTEREST
1. Any legal person, including persons employed by the state', or persons having a kinship with persons
employed by the state, including a blood relationship, may make an offer or offers in terms of this
invitation to bid {includes a price quotation, advertised competitive bid, limited bid or proposal). In view
of possible allegations of favouritism, should the resulting bid, or part thereof, be awarded to persons
employed by the state, or to persons connected with or related to them, itis required that the bidder or
his/her authorised representative declare his/her position in relation to the evaluating/adjudicating
authority where-
- the bidder is employed by the state; and/or
- the legal person on whose behalf the bidding document is signed, has a relationship with
persons/a person who arefis involved in the evaluation and or adjudication of the bid(s), or where
it is known that such a relationship exists between the person or persens for or on whose behalf
the declarant acts and persons who are involved with the evaluation and or adjudication of the
bid.
2. In order to give effect to the above, the following questionnaire must be completed and
submitted with the bid.
21 Full Name of bidder or his or her representative: ..........ccccvieiiiiiiiiniiien e
22 IENtity NUMBEE: ....evenceeciniiiieisie s b
23 Position occupied in the Company (director, trustee, sharehiolder®): ...
24 Company Registration NUMDEI ........coviiiiinciie e e
25 Tax ReferenCe NUMDEE, ....covvvesivieire it esaes e e e et b sas b aa s ssa e s b e ra e e s e natsee et
2.6 VAT Registration NUMDEE .......ooooiviiiiiiiiniiiis s e s
26.1 The names of all directors / trustees / shareholders / members, their individual identity numbers, tax
reference numbers and, if applicable, employee / persal numbers must be indicated in paragraph 3
below.
"State” means -

(a) any national or provincial department, national or provincial public enlity or constitutional institution within the meaning of
the Public Finance Management Act, 1999 (Act No. 1 of 1988};

{b} any municipality or municipal entity;

{c) provincial legislature;

(d) national Assembly or the national Council of provinces; or

(e) Parliament.

Shareholder” means a person who owns shares in the company and is actively involved in the management of the enterprise or
business and exercises control over the enterprise.



2.7 Are you or any person connected with the bidder YES INO
presently employed by the state?

2.7.1 | so, furnish the following particulars:

Name of person / director / trustee / shareholder/ member:
Name of state institution at which you or the person
connected to the bidder is employed

Position occupied in the state institution:

Any other particulars:

........................................................................

........................................................................

27.2  Ifyou are presently employed by the state, did you obtain YES/NO
the appropriate authority to undertake remunerative
work outside employment in the public sector?

2.7.2.1 |f yes, did you attached proof of such authority to the bid YES/NO
document?

{Note: Failure to submit proof of such authority, where
applicable, may result in the disqualification of the bid.

2.7.2.2 If no, fumish reasons for non-submission of such proof:

...............................................................................

28  Did you or your spouse, or any of the company’s directors / YES/NO
trustees / shareholders / members or their spouses conduct
business with the state in the previous twelve months?

2.8.1 If so, furnish particulars:

.............................................................................
.............................................................................

..............................................................................

29 Do you, or any person connected with the bidder, have YES/NO
any relationship (family, friend, other) with a person
employed by the state and who may be involved with
the evaluation and or adjudication of this bid?



2.9.1if so, fumish particulars.

........................................................................

Are you, or any person connected with the bidder, YESINO

aware of any relationship (family, friend, other) between
any other bidder and any person employed by the state
who may be involved with the evaluation and or adjudication

of this bid?

2.10

2.10.1  If so, furnish particulars.

........................................................................

........................................................................

2.11 Do you or any of the directors / trustees / shareholders / members YES/INO

of the company have any interest in any other related companies
whether or not they are bidding for this contract?

2.11.11f so, furnish particulars:

........................................................................................

........................................................................................

3 Full details of directors / trustees / members / shareholders,

Personal Tax | State Employee

Identity
Reference Number | Number / Persal

Full Name
Number
Number




DECLARATION

1, THE UNDERSIGNED (NAME)............ceevveeereevoeecessesescesesssesoneseesss e ssssssnssssens
CERTIFY THAT THE INFORMATION FURNISHED IN PARAGRAPHS 2 and 3 ABOVE IS CORRECT.

| ACCEPT THAT THE STATE MAY REJECT THE BID OR ACT AGAINST ME IN TERMS OF
PARAGRAPH 23 OF THE GENERAL CONDITIONS OF CONTRACT SHOULD THIS DECLARATION
PROVE TO BE FALSE.

o .Signature.......,.........,,, Dat& .
Pusm;m ................... s Nmeufmdder

May 2011



SBD 6.1

PREFERENCE POINTS CLAIM FORM IN TERMS OF THE PREFERENTIAL

PROCUREMENT REGULATIONS 2011

This preference form must form part of all bids invited. It contains general information and serves as
a claim form for preference points for Broad-Based Black Economic Empowerment (B-BBEE)
Status Level of Contribution

NB: BEFORE COMPLETING THIS FORM, BIDDERS MUST STUDY THE GENERAL CONDITIONS,
DEFINITIONS AND DIRECTIVES APPLICABLE IN RESPECT OF B-BBEE, AS PRESCRIBED IN THE
PREFERENTIAL PROCUREMENT REGULATIONS, 2011.

1. GENERAL CONDITIONS

1.1 The following preference point systems are applicable to all bids:

- the B0/20 system for requirements with a Rand value of up to R1 000 000 (all applicable taxes
included); and

- the 90/10 system for requirements with a Rand value above R1 000 000 (all applicable taxes
included).

1.2 The value of this bid is estimated to exceed/not exceed R1 000 000 (all applicable taxes included) and
therefore the........................5ystem shall be applicable.

1.3 Preference points for this bid shall be awarded for:

{a) Price; and
(b) B-BBEE Status Level of Contribution.

1.3.1 The maximum points for this bid are allocated as follows:

POINTS

4341 PRICE e

131.2 B-BBEESTATUSLEVELOFCONTRIBUTION = .o
Total points for Price and B-BBEE must not exceed 100

1.4 Failure on the part of a bidder to fill in andfor to sign this form and submit a B-BBEE Verification
Certificate from a Verification Agency accredited by the South African Accreditation System (SANAS) or
a Registered Auditor approved by the Independent Regulatory Board of Auditors (IRBA) or an
Accounting Officer as contemplated in the Close Corporation Act (CCA) together with the bid, will be
interpreted to mean that preference points for B-BBEE status level of contribution are not claimed.

1.5. The purchaser reserves the right to require of a bidder, either before a bid is adjudicated or at any time

subsequently, to substantiate any claim in regard to preferences, in any manner required by the
purchaser.



2.

2.1

22

2.3

24

2.5

26

2.7

28
29

2.10

2.1

2.12
213
2.14

2.15

2.16

N

DEFINITIONS

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

“B-BBEE” means broad-based black economic empowerment as defined in section 1 of the Broad
-Based Black Economic Empowerment Act;

“B-BBEE status level of contributor” means the B-BBEE status received by a measured entity based
on its overall performance using the relevant scorecard contained in the Codes of Good Practice on
Black Economic Empowerment, issued in terms of section 9(1) of the Broad-Based Black Economic
Empowerment Act;

“bid” means a written offer in a prescribed or stipulated form in response to an invitation by an
organ of state for the provision of services, works or goods, through price quotations, advertised
competitive bidding processes or proposals;

“Broad-Based Black Economic Empowerment Act” means the Broad-Based Black Economic
Empowerment Act, 2003 (Act No. 53 of 2003);

“comparative price” means the price after the factors of a non-firm price and all unconditional
discounts that can be utilized have been taken into consideration;

“consortium or joint venture” means an association of persons for the purpose of combining their
expertise, property, capital, efforts, skill and knowledge in an activity for the execution of a contract;

“contract” means the agreement that results from the acceptance of a bid by an organ of state;
“EME” means any enterprise with an annual total revenue of RS million or less .

“Firm price” means the price that is only subject to adjustments in accordance with the actuaiincrease or
decrease resulting from the change, imposition, or abolition of customs or excise duty and any other duty,
levy, or tax, which, in terms of the law or regulation, is binding on the contractor and demonstrably has an
influence on the price of any supplies, or the rendering costs of any service, for the execution of the
contract;

“functionality” means the measurement according to predetermined norms, as set out in the bid
documents, of a service or commodity that is designed to be practical and useful, working or
operating, taking into account, among other factors, the quality, reliability, viability and durability of a
service and the technical capacity and ability of a bidder;

“non-firm prices” means all prices other than “firm" prices;
“person” includes a juristic person;

“rand value” means the total estimated value of a contract in South African currency, calculated at
the time of bid invitations, and includes ali applicable taxes and excise duties;

“sub-contract” means the primary contractor's assigning, leasing, making out work to, or employing,
another person to support such primary contractor in the execution of part of a project in terms of the
contract,

“total revenue” bears the same meaning assigned to this expression in the Codes of Good
Practice on Black Economic Empowerment, issued in terms of section 9(1) of the Broad-Based
Black Economic Empowerment Act and promulgated in the Government Gazelte on 9 February
2007,



217

2.18

31
3.2

3.3

34

3.5

36

4.1

5.1

3

“trust” means the arrangement through which the property of one person is made over or
bequeathed to a trustee to administer such property for the benefit of another person; and

“trustee” means any person, including the founder of a trust, to whom property is bequeathed in
order for such property to be administered for the benefit of another person.

ADJUDICATION USING A POINT SYSTEM

The bidder obtaining the highest number of total points will be awarded the contract.

Preference points shall be calculated after prices have been brought to a comparative basis taking into
account all factors of non-firm prices and ali unconditional discounts;.

Points scored must be rounded off to the nearest 2 decimal piaces.

In the event that two or more bids have scored equal total points, the successful bid
must be the one scoring the highest number of preference points for B-BBEE.

However, when functionality is part of the evaluation process and two or more bids have
scored equal points including equal preference points for B-BBEE, the successful bid must
be the one scoring the highest score for functionality.

Should two or more bids be equal in all respects, the award shall be decided by the
drawing of lots.

POINTS AWARDED FOR PRICE
THE 80/20 OR 90/10 PREFERENCE POINT SYSTEMS

A maximum of 80 or 90 points is allocated for price on the following basis:

80/20 or 9010

Ps = 30[1 y P"'—PmmJ or  Ps= 90[1 _ MJ

Pmin P min
Where
Ps = Points scored for comparative price of bid under consideration
Pt = Comparative price of bid under consideration
Pmin = Comparative price of lowest acceptable bid

Points awarded for B-BBEE Status Level of Contribution

In terms of Regulation 5 (2) and 6 (2) of the Preferential Procurement Regulations, preference points must

be awarded to a bidder for attaining the B-BBEE status level of contribution in accordance with the table
below:



52

53

5.4

55

56

5.7

58

4

B-BBEE Status Level of Number of points Number of points
Contributor (90110 system) (80/20 system)
1 10 20
2 9 18
3 8 16
4 5 12
5 4 8
6 3 6
7 2 4
8 1 2
Non-compliant 0 0

contributor

Bidders who qualify as EMEs in terms of the B-BBEE Act must submit a certificate issued by an
Accounting Officer as contemplated in the CCA or a Verification Agency accredited by SANAS or a
Registered Auditor. Registered auditors do not need to meet the prerequisite for IRBA's approval
for the purpose of conducting verification and issuing EMEs with B-BBEE Status Level
Certificates.

Bidders other than EMEs must submit their original and valid B-BBEE status level verification certificate or
a certified copy thereof, substantiating their B-BBEE rating issued by a Registered Auditor approved by
IRBA or a Verification Agency accredited by SANAS.

A trust, consortiumn or joint venture, will qualify for points for their B-BBEE status level as a legal entity,
provided that the entity submits their B-BBEE status level certificate.

A trust, consortium or joint venture will qualify for points for their B-BBEE status level as an unincorporated
entity, provided that the entity submits their consolidated B-BBEE scorecard as if they were a group
structure and that such a consolidated B-BBEE scorecard is prepared for every separate bid.

Tertiary institutions and public entities will be required to submit their B-BBEE status level certificates in
terms of the specialized scorecard contained in the B-BBEE Codes of Good Practice.

A person will not be awarded points for B-BBEE status level if it is indicated in the bid documents that
such a bidder intends sub-contracting more than 25% of the value of the contract to any other enterprise
that does not qualify for at least the points that such a bidder qualifies for, unless the intended sub-
contractor is an EME that has the capability and ability to execute the sub-contract.

A person awarded a contract may not sub-contract more than 25% of the value of the contract to any other
enterprise that does not have an equal or higher B-BBEE status level than the person concerned, unless the
contract is sub-contracted to an EME that has the capability and ability to execute the

sub-contract.



6. BID DECLARATION
6.1 Bidders who claim points in respect of B-BBEE Status Level of Contribution must complete the following:
7. B-BBEE STATUS LEVEL OF CONTRIBUTION CLAIMED IN TERMS OF PARAGRAPHS 1.3.1.2 AND 5.1

7.1 B-BBEE Status Level of Contribution: T R S (maximum of 10 or 20 points)

(Points claimed in respect of paragraph 7.1 must be in accordance with the table reflected in
paragraph 5.1 and must be substantiated by means of a B-BBEE certificate issued by a
Verification Agency accredited by SANAS or a Registered Auditor approved by IRBA or an
Accounting Officer as contemplated in the CCA).

8 SUB-CONTRACTING

8.1  Will any portion of the contract be sub-confracted? YES/NO (delete which is not applicable)

8.1.1 If yes, indicate:

(i) what percentage of the contract will be subcontracted? versensseneet s e sarenseassranse s V0
(ii) the name of the SUb-CONLractor? . ....iiiiiii i
(iii) the B-BBEE status level of the sub-contractor? PP
(iv) whether the sub-contractor is an EME? YES / NO (delete which is not applicable)

9 DECLARATION WITH REGARD TO COMPANY/FIRM

9.1 Name of company/firm

9.2 VAT registration number

9.3 Company registration number

9.4  TYPE OF COMPANY/FIRM

Partnership/Joint Venture / Consortium
One person business/sole propriety
Close corporation

Company

(Pty) Limited

[TICK APPLICABLE BOX]

ooooco

9.5 DESCRIBE PRINCIPAL BUSINESS ACTIVITIES

96  COMPANY CLASSIFICATION

O Manufacturer
0 Supplier
Professional service provider



8.7

9.8

6
Other service providers, e.g. transporter, etc.
[TICK APPLICABLE 80X]

Total number of years the company/firm has been in business?

l/we, the undersigned, who is / are duly authorised to do so on behalf of the company/firm, certify
that the points claimed, based on the B-BBE status level of contribution indicated in paragraph 7

of the foregoing certificate, qualifies the company/ firm for the preference(s) shown and | / we
acknowledge that:

{i) The information furnished is true and correct;

{ii) The preference points claimed are in accordance with the General Conditions as
indicated in paragraph 1 of this form.

(iii) In the event of a contract being awarded as a result of points claimed as shown in
paragraph 7, the contractor may be required to furnish documentary proof to the
satisfaction of the purchaser that the claims are correct;

{iv) If the B-BBEE status level of contribution has been claimed or obtained on a fraudulent
basis or any of the conditions of contract have not been fulfilled, the purchaser may, in
addition to any other remedy it may have -

(a)  disqualify the person from the bidding process;

(b)  recover costs, losses or damages it has incurred or suffered as a result of that
person's conduct;

(c)  cancel the contract and claim any damages which it has suffered as a result of
having to make less favourable arrangements due to such cancellation;

(d) restrict the bidder or contractor, its shareholders and directors, or only the
shareholders and directors who acted on a fraudulent basis, from obtaining
business from any organ of state for a period not exceeding 10 years, after
the audi alteram partem (hear the other side) rule has been applied; and

{e) forward the matter for criminal prosecution

WITNESSES:

SIGNATURE(S) OF BIDDER(S)

----------------------------------------



4.1

SBD 8

DECLARATION OF BIDDER'’S PAST SUPPLY CHAIN MANAGEMENT

PRACTICES

This Standard Bidding Document must form part of all bids invited.

It serves as a declaration to be used by institutions in ensuring that when goods
and services are being procured, all reasonable steps are taken to combat the

abuse of the supply chain management system.

The bid of any bidder may be disregarded if that bidder, or any of its directors

have-

abused the institution’s supply chain management system;

a
b. committed fraud or any other improper conduct in relation to such system; or

c. failed to perform on any previous contract.

In order to give effect to the above, the following questionnaire must be
completed and submitted with the bid.

Is the bidder or any of its directors listed on the National Treasury’s database as
companies or persons prohibited from doing business with the public sector?
{Companies or persons who are listed on this database were informed in writing
of this restriction by the National Treasury after the audi alteram partem rule
was applied).

4.1.1 | If so, furnish particulars:

4,2 Is the bidder or any of its directors listed on the Register for Tender Defaulters in Yes No

terms of section 29 of the Prevention and Combating of Corrupt Activities Act (No 12 | [] O
of 2004)?
To access this Register enter the National Treasury’s website,
www.treasurv.gov.za, click on the icon “Register for Tender Defaulters” or
submit your written request for a hard copy of the Register to facsimile number
(012) 3265445.

4.2.1 | If so, furnish particulars:

4.3 Was the bidder or any of its directors convicted by a court of law (including a court Yes No
outside of the Republic of South Africa) for fraud or corruption during the past five O 1
years?

4.3.1 | If so, furnish particulars:

44 Was any contract between the bidder and any organ of state terminated during the past | Yes No
five years on account of failure to perform on or comply with the contract? O O

4.4.1 | If so, furnish particulars:




SBD 8
CERTIFICATION

I, THE UNDERSIGNED (FULL NAME)....cceiaiaiaiiiiiiiioiaiareiistcictsrisscasacananes
CERTIFY THAT THE INFORMATION FURNISHED ON THIS DECLARATION
FORM IS TRUE AND CORRECT.

I ACCEPT THAT, IN ADDITION TO CANCELLATION OF A CONTRACT,
ACTION MAY BE TAKEN AGAINST ME SHOULD THIS DECLARATION
PROVE TO BE FALSE.

FEPEEE NG A ENIIBEEARBNERSIEERRTS ¢esssasaBRBSEE®E ewssssasscsaRERNNTR dessasnsnEs e

Signature Date

------------- I T R N R Y R RN R R L EPES LA SEISPASAENEINNNRIITTRRIS

Position Name of Bidder
Js3656W



SBD 9
CERTIFICATE OF INDEPENDENT BID DETERMINATION

1 This Standard Bidding Document (SBD) must form part of all bids’ invited.

2 Section 4 (1) (b) (iii} of the Competition Act No. 89 of 1998, as amended, prohibits an
agreement between, or concerted practice by, firms, or a decision by an association of
firms, if it is between parties in a horizontal relationship and if it involves collusive
bidding (or bid rigging). Collusive bidding is a pe se prohibition meaning that it cannot
be justified under any grounds.

3 Treasury Regulation 16A9 prescribes that accounting officers and accounting authorities
must take all reasonable steps to prevent abuse of the supply chain management
system and authorizes accounting officers and accounting authorities to:

a. disregard the bid of any bidder if that bidder, or any of its directors have abused
the institution's supply chain management system and or committed fraud or any
other improper conduct in relation to such system.

b. cancel a contract awarded to a supplier of goods and services if the supplier
committed any corrupt or fraudulent act during the bidding process or the
execution of that contract.

4 This SBD serves as a certificate of declaration that would be used by institutions to
ensure that, when bids are considered, reasonable steps are taken to prevent any form
of bid-rigging.

5 In order to give effect to the above, the attached Certificate of Bid Determination (SBD 9)

must be completed and submitted with the bid:

? Includes price quotations, advertised competitive bids, limited bids and proposals.

2 Bid rigging {or collusive hidding) occurs when businesses, that would otherwise be expected to compete, secretly conspire to ralse prices or
lower the quality of goeds and / or services for purchasers who wish to acquire goods and / or services through a bidding process. Bid

rigging is, therefore, an agreement between competlitors not to compete.
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CERTIFICATE OF INDEPENDENT BID DETERMINATION

I, the undersigned, in submitting the accompanying bid:

(Bid Number and Description)

in response to the invitation for the bid made by:

(Name of Institution)
do hereby make the following statements that | certify to be true and complete in every respect:
| certify, on behalf of: that:

(Name of Bidder)
1. | have read and | understand the contents of this Certificate;

2. | understand that the accompanying bid will be disqualified if this Certificate is found not
to be true and complete in every respect,

3. | am authorized by the bidder to sign this Certificate, and to submit the accompanying
bid, on behalf of the bidder;

4. Each person whose signature appears on the accompanying bid has been authorized by
the bidder to determine the terms of, and to sign the bid, on behalf of the bidder;

5. For the purposes of this Certificate and the accompanying bid, | understand that the
word “competitor” shall include any individual or organization, other than the bidder,
whether or not affiliated with the bidder, who:

(a) has been requested to submit a bid in response to this bid invitation;

(b) could potentially submit a bid in response to this bid invitation, based on
their qualifications, abilities or experience; and

ic) provides the same goods and services as the bidder and/or is in the same
line of business as the bidder
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6. The bidder has arrived at the accompanying bid independently from, and without
consultation, communication, agreement or arrangement with any competitor. However

communication between partners in a joint venture or consortium* will not be construed

as collusive bidding.
7. In particular, without limiting the generality of paragraphs 6 above, there has been no
consultation, communication, agreement or arrangement with any competitor regarding:

(a) prices;

(b} geographical area where product or service will be rendered (market
allocation)

{c) methods, factors or formulas used to calculate prices;

(d) the intention or decision to submit or not to submit, a bid;

(e) the submission of a bid which does not meet the specifications and
conditions of the bid; or

{f) bidding with the intention not to win the bid.

8. In addition, there have been no consultations, communications, agreements or
arrangements with any competitor regarding the quality, quantity, specifications and
conditions or delivery particulars of the products or services to which this bid invitation
relates.

9. The terms of the accompanying bid have not been, and will not be, disclosed by the
bidder, directly or indirectly, to any competitor, prior to the date and time of the official
bid opening or of the awarding of the contract.

? Jaint venture or Consortium means an association of persons for the purpose of combining their expertise, property, capital, efforts, skill
and knowledge in an activity for the execution of a contract.
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10. | am aware that, in addition and without prejudice to any other remedy provided to
combat any restrictive practices related to bids and contracts, bids that are suspicious
will be reported to the Competition Commission for investigation and possible imposition
of administrative penalties in terms of section 59 of the Competition Act No 89 of 1998
and or may be reported to the National Prosecuting Authority (NPA) for criminal
investigation and or may be restricted from conducting business with the public sector
for a period not exceeding ten (10) years in terms of the Prevention and Combating of
Corrupt Activities Act No 12 of 2004 or any other applicable legislation.

Signature Date

Position Mame of Bidder
JsG14w 2



