










ANNEXURE 1: BID SPECIFICATION: INC 25598692: PROVISION OF CLEANING AND HYGIENE SERVICES AT SITA LIMPOPO OFFICES FOR A PERIOD THIRTY-SIX (36) MONTHS
TECHNICAL, PRICING AND PREFERENCE POINTS REQUIREMENTS
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[bookmark: _Toc152194281][bookmark: _Toc394775451][bookmark: _Toc394778358][bookmark: _Toc498843318][bookmark: _Toc505652265]Introduction
The purpose of this document is to follow a SITA procurement process to appoint a service provider for cleaning and hygiene services at SITA Limpopo offices for a period of thirty-six (36) months. 

[bookmark: _Toc152194282]Scope of Bid
Provisioning of cleaning and hygiene services to the SITA Limpopo offices including equipment, material and consumables certified as environmentally friendly/safe.
[bookmark: _Toc152194283]Scope of Work
1. [bookmark: _Toc66693031][bookmark: _Toc68761838]The bidder will be required to provide cleaning & hygiene services to the SITA Buildings in the Limpopo Province (Polokwane Main office& Switching Centre in Market street, Polokwane DoD office in Dorp street and the NTK Building in Modimolle). 
2. [bookmark: _Hlk45120549]The bidder must submit one bid, which must include cleaning services to all 3 (three) offices as per the scope below:
Table 1
	Building 
	Description
	Quantity

	SITA Limpopo Province (Polokwane Office & Switching Centre, SITA DoD office at Dorp Street and SITA office and switching centre at Modimolle NTK Building)
	a) Provision of cleaning and hygiene services, Mondays to Fridays 40 hours a week
@ SITA Polokwane Office & Switching Centre

	x3 cleaners (including Supervisor) 


	
	b) Provision of periodic cleaning and hygiene services, Mondays to Fridays 27 hours a week
@ SITA Modimolle NTK Building
	 x1 cleaner

	
	c) Provision of periodic cleaning and hygiene services, Mondays to Fridays 27 hours a week
@ SITA DoD Office Dorp Street
	 x1 cleaner



3. The services to be rendered by the service provider are as follows and not limited to:
a) Steam Cleaning of Window Blinds;
b) Deep Cleaning of carpets, Upholstered Couches and Chairs
c) Sanitary bins Disinfection and Disposal of Sanitary Waste
d) Deep cleaning of Toilet Bowls and Urinals:
e) Emergency deep-cleaning and decontamination of offices
f) Floor maintenance – sweeping, mopping and vacuum cleaning;
g) Provision and maintenance of sanitary bins;
h) Provision of cleaning and hygiene chemicals;
i) Provision of cleaning and hygiene materials and equipment and replacement;
j) Preparation of meeting venues;
k) Preparation and serving of refreshments in meetings;
l) Signing for receipt of refreshments, cleaning materials and consumables.

4. General office cleaning not limited to:
a) Dusting;
b) Waste disposal;
c) Cleaning of walls and paintwork;
d) Cleaning of glass and metalwork;
e) Reception and entrance cleaning;
f) Toilets and Rest Room cleaning;
g) Cleaning of kitchen;
h) Window cleaning;
i) Foyer cleaning; 
j) Cleaning of office furniture and equipment.
k) General cleaning in the switching centre (on arrangement)
[bookmark: _Toc152194284]Delivery address
The goods or services must be supplied or provided at the following physical address:

	Table 2
	No
	Building description
	Physical address
	Building size

	1.
	SITA Polokwane Main Provincial office & Switching Centre
	27-29 Market Street, Moolpark Building, Polokwane 
	950m²

	2.
	SITA DoD office – Polokwane 
	Dorp Street, Polokwane 
	100 m²

	3.
	SITA Modimolle office
	54 Limpopo Street, NTK Building, Modimolle 
	89 m²



[bookmark: _Toc152194285]Requirements
[bookmark: _Toc152194286]Product / Service / Solution Requirements
[bookmark: _Toc48852425][bookmark: _Toc152194287]Minimum equipment required
(a) Industrial heavy-duty carpet cleaner (wet and dry) – To be made available as and when required especially during “quarterly cleaning exercises” and/ or flooding in the office;
(b) Industrial vacuum cleaner (minimal noise);
(c) Strip and seal machine;
[bookmark: _Hlk45117214]NB: the vacuum machines allocated must enable cleaners to vacuum in line with the office cleaning requirements as indicated in scope of bid. there must be no shortage of vacuum cleaners and the vacuum machines must be functional at all times.
[bookmark: _Toc48852426][bookmark: _Toc152194288]Cleaning tools, chemicals and materials for all three offices
1. Consumables/chemicals/materials:
(a) Microfibre kitchen cloths small to medium size;
(b) Microfibre kitchen;
(c) Eco-friendly Office furniture Cleaning Product; 
(d) Clear refuse bag smaller size; 
(e) Clear refuse bag large size; 
(f) Dishwashing liquid; 
(g) Bleach; 
(h) Multi-purpose cleaner 
(i) Air freshener;
(j) Steel wool;
(k) Dusters;
(l) Dusters for blinds;
(m) Scourers;
(n) Microfiber feather duster;
(o) Any other cleaning consumables that may be required from time to time.

1. Cleaning tools:
(a) Broom;
(b) Vacuum cleaner;
(c) Mops (including trolley);
(d) Dry dust mop;
(e) Scrubbing brushes;
(f) Buckets;
(g) Buffing machine (per floor);
(h) Stepladder;
(i) Safety boards (such as wet floor cautioning boards).  
1. Table of Minimum Quantities
	Table 3-CLEANING AND HYGIENE CONUMABLES/MATERIAL /TOOLS/EQUIPMENT

	Cleaning and hygiene consumables & material required for the duration of the contract and not limited to:

	Description
	Capacity
	Quantity
	Yearly 
	3 years

	SINGLE PLY GOOD QUALITY TOILET PAPER
	48 in a Bale
	x6 Bales monthly 
	3456
	10368

	GOOD QUALITY BLACK REFUSE BAGS (large)
	Bag of 20
	x5 Bags monthly
	60
	180

	SMALL WASTE BAGS
	PACK OF 200
	x2 Bags monthly
	24
	72

	SANITIZING DISINFECTANT WIPES 100'S
	100 SHEETS (BUCKET)
	x5 buckets quarterly
	20
	60

	AIR-MIST REFILLS (fit the dispenser supplied)
	750ml
	10 quarterly
	48
	144

	AIRFRESHNER SPRAYS
	750ml
	x12 monthly
	144
	432

	SURFACE SPRAY TO CLEAN DESKS (750ml) (FURNITURE POLISH)
	750 ml
	x12 monthly
	144
	432

	MULTIPURPOSE CLEANER
	5L
	x6 monthly
	72
	216

	TOILET BOWL CLEANER
	5L
	x4 quarterly
	48
	144

	DISINFECTANT HAND WASH FOAM
	5L
	x5 monthly
	60
	180

	DISHWASHING LIQUID (GOOD QUALITY)
	5L
	x5 monthly
	60
	180

	PAPER HANDTOWELS (must fit the dispenser supplied)
	6 in a Bale
	x6 bales monthly
	72
	216

	BLEACH
	5L
	x3 monthly
	36
	108

	ANTI-BACTERIAL HAND SANITISER (70+% ALCOHOL)
	5L
	x4 monthly
	48
	144

	MALE URINAL SCREENS/PMATS
	10 in a box
	x3 boxes monthly
	36
	108

	DEO BLOCKS 200g.
	12 in a pack
	x2 packs monthly
	24
	72

	WINDOW CLEANER
	5L
	x6 quarterly
	24
	72

	Minimum cleaning equipment and tools required for the duration of the contract and not limited to:

	Description
	 

	MINIMUM 400 GRAM MOPS
BROOMS
DUST PANS AND BRUSH
DISHCLOTHS FOR DRYING OF DISHES
SWABS FOR WASHING DISHES (coloured)
SCOURERS
DUSTER CLOTHS
TOILET BRUSHERS (20)
SHORT FEATHER DUSTERS
TOILET BRUSHERS
WINDOW WASHER WITH EXTENDABLE HANDLE
THICK HOUSEHOLD GLOVES
LONG FEATHER DUSTERS
SCRUBBING BRUSHES
MOP TROLLEYS (4)
VACUUM CLEANERS (4)
STEP LADDER (3)
	Once off and replace as and when depleted/damaged

	Supply and Installation (once off) of hygiene dispensers/units (x48)

	Description

	Wall waste bins (with inner dressing bin bags) - x8
Touch free Hand paper towel dispenser - (suitable for the supplied hand paper towel) x8
She Packet Dispensers x8
Disinfectant Hand soap Dispenser (foam) (x8)
Hand sanitiser dispenser ((x12)
Sanitary bins (with bin bags for sanitary waste disposal) x8
Air-mist dispensers (10)
	Total 48 


[bookmark: _Hlk45117336]NB: Bidders will be responsible for the procurement, safe storage and use of materials, consumables and equipment that is SABS approved and Eco friendly and will be required to replenish amongst others the following essentials on an on-going basis for the duration of this contract. 
[bookmark: _Toc48852427][bookmark: _Toc152194289]Cleaning Resources
Every worker must be clothed in full uniform, depicting the name of the company, at all times.
[bookmark: _Toc48852428][bookmark: _Toc152194290]Meetings
0. The Project Manager/ Site Manager of the appointed cleaning company must on request attend the following meetings organized by SITA:
0. Occupational Health and Safety (OHS) meetings;
0. Ad-hoc meetings organized as and when necessary; 
0. Progress review meetings to be held on a monthly basis. 
NB: The Bidder must maintain proper staff files as well as all appropriate documents of all cleaning personnel in its service and who are employed for the rendering of services at SITA buildings. The records must be available for inspection by SITA at all times. 
[bookmark: _Toc48852429][bookmark: _Toc152194291]Time tables and work schedules
The supervisor of the contractor must draw up timetables and work schedules on a weekly basis.
[bookmark: _Toc48852430][bookmark: _Toc152194292]Disaster management
In the event of flooding or any other incident that may occur, emergency cleaning must be undertaken by the service provider at SITA’s cost, depended on liability confirmed. 
Disaster management includes decontamination, as is required during the COVID-19 pandemic, or any other decontamination that may be required during the existence of the contract.   

[bookmark: _Toc48852432][bookmark: _Toc152194293]STANDARD CLEANING ACTIVITIES FOR ALL THREE OFFICES
Table 4
	Designated Service Areas / Requirements

	Service Level / Standard Description

	Frequency


	SITA Frontline Areas/ Reception/Entrances/Foyers













	Empty, clean, wash and disinfect dustbins/receptacles
	Three times a day 


	
	Remove random waste from entryways and plants 
	Daily

	
	Dust all furniture, counters, tables and chairs
	Daily

	
	Vacuum all carpets
	Daily

	
	Spot clean all carpet stains 
	Daily

	
	Sweep and damp mop all non-carpeted floors
	Daily

	
	Properly arrange furniture
	Daily

	
	Vacuum or sweep all door mats 
	Daily

	
	Spot clean glass doors
	Daily

	
	Spot clean fingerprints and smudges on partition glass and displays
	Ongoing/as and when required

	
	Clean and sanitise drinking fountains
	Daily

	
	Polish bright metal/brass work in area
	1 x Weekly

	
	Clean and disinfect telephone instruments
	2 x Weekly

	
	Sweep and damp mop entrance in front of buildings
	Daily

	
	Wash windows, glass doors, displays and partition glass
	1 x Weekly

	
	Wash walls, doors and door frames
	1 x Weekly

	
	Dust skirting 
	1 x Weekly

	
	Damp clean and polish all furniture, counters and flat surfaces
	1 x Weekly

	
	Remove cobwebs
	Daily

	
	Vacuum upholstery
	2 x Weekly

	


	General work spaces/Office areas (Cellular / Open Plan)
 

 






























	Empty, clean, wash and disinfect dustbins/receptacles
	Daily

	
	Vacuum clean carpets with Low Noise vacuum machines
	Daily

	
	Remove random waste from indoor garden areas and movable plant containers
	Daily

	
	Dust all furniture, counters, tables, desks, chairs, partitions and 
	Daily

	
	Vacuum carpets in offices, work station areas and passages 
	Daily

	
	Spot clean all carpet stains 
	Daily

	
	Sweep and damp mop all non-carpeted floors
	Daily

	
	Properly arrange furniture 
	Daily

	
	Spot clean glass doors
	Daily

	
	Spot clean fingerprints and smudges on partition glass and displays
	Daily

	
	Clean and sanitise drinking fountains
	Daily

	
	Polish bright metal/brass work in areas
	1 x Weekly

	
	Clean and disinfect telephone instruments
	 1 x Weekly 

	
	Wash windows, glass doors, displays and partition glass
	1 x Weekly

	
	Wash walls, doors, door frames, pillars and fire extinguishers
	1 x Weekly

	
	Dust skirting 
	1 x Weekly

	
	Damp clean and polish all furniture, counters and desks, credenzas, drawer units, chairs, partitions, frames, book skirting, equipment and plant holders
	1 x Weekly 

	
	Damp clean vinyl and leather furniture 
	1 x Weekly

	
	Dust all ledges and window sills
	1 x Weekly

	
	Remove cobwebs                               
	Daily      

	
	Damp clean wall vents and ceiling vents 
	2 x Per month   

	
	Vacuum upholstery
	2 x Per month   

	
	Dust vertical and / or Venetian binds 
	2 x Per month   

	
	Dust exterior of ceiling light diffusers (where within reach)
	2 x Per month   

	
	
	

	SITA Conference Room, 
Auditoriums and Boardrooms
 
	Empty, clean, wash and disinfect dustbins/receptacles
	Twice a day 

	
	Deep clean Carpets using dry chemical
	Quarterly

	
	Remove random waste from plants 
	Daily

	
	Dust all furniture, counters, tables, chairs, partitions and equipment
	Daily (damp mop where needed)

	
	Vacuum carpets
	Daily 

	
	Spot clean all carpet stains 
	Daily 

	
	Sweep and damp mop all non-carpeted floors
	Daily 

	
	Clean whiteboards with soap and water 
	Daily

	
	Arrange of furniture according
	Daily 

	
	Clean and sanitise drinking fountains
	Daily 

	
	Wash windows, glass doors, displays and partition glass
	1 x Weekly

	
	Dust skirting
	1 x Weekly

	
	Wash walls, doors, door frames, pillars, fire extinguishers, cabinets,
	1 x Weekly

	
	Damp clean and polish all furniture, tables, flat work surfaces, chairs, 
	1 x Weekly

	
	Remove cobwebs
	2 x Weekly

	
	Vacuum upholstery 
	2 x Weekly

	
	 
	 

	Training Venues & Facilities 

 















	Empty, clean, wash and disinfect dustbins/receptacles
	Twice a day

	
	Remove random waste from plants 
	Daily

	
	Dust all furniture, counters, tables, desks, chairs, partitions and 
	Daily 

	
	Vacuum carpets
	Daily

	
	Spot clean all carpet stains 
	Daily

	
	Sweep and damp mop all non-carpeted floors
	Daily

	
	Arrange of furniture according to daily plan 
	Daily

	
	Clean whiteboards with soap and water 
	As and when requested

	
	Clean and sanitise drinking fountains
	Daily

	
	Wash windows, glass doors, displays and partition glass
	1 x Weekly

	
	Dust skirting
	1 x Weekly

	
	Wash walls, doors, door frames, pillars, fire extinguishers, cabinets
	1 x Weekly

	
	Damp clean and polish all furniture, tables, chairs, equipment and plant holders
	1 x Weekly 

	
	Remove cobwebs
	Daily

	
	Vacuum upholstery 
	2 x Weekly

	

	Interior and Exterior Ablution Facilities

 


	Clean and sanitise all fixtures, wash basins, chrome fittings, mirrors 
	Daily and dispensers

	
	Clean and sanitise all toilets, toilet seats, urinals 
	3 x Daily receptacles 

	
	Clean and polish all bright metal surfaces 
	3 x Daily

	
	Replenish dispensers (paper towels and hand soap) as needed
	Daily 

	
	Replenish toilet paper 3 x daily
	Daily

	
	Sweep and wet mop floors with disinfectant 
	Daily

	
	Empty all waste containers/disposals and replace liners as needed
	Daily

	
	Damp clean and disinfect doors, door frames and handles, ledges, sills: Daily and counters
	Daily

	
	 Damp clean and disinfect walls around lavatories 
	Daily

	
	Damp clean and disinfect showers and saunas
	Daily

	
	Damp clean and disinfect ceramic tiles and showers 
	Daily

	
	Remove scale from urinals and toilet bowls
	1 x Weekly

	
	Wash windows
	1 x Weekly

	
	Clean service ducts
	1 x Weekly

	
	Wash and sanitise partitions, walls and doors 
	1 x Weekly

	
	Consumables Replenishment (SABS approved products)
	Daily, as and when required

	
	Equipment Cleaning and Maintenance
	As and when required

	
	Minimum Stock Levels on Hand (Warehousing).
 
	Bi-Weekly 

	

	Boulevard / Common Areas

	Remove random waste from plants 
	Daily

	
	Empty, clean, wash and disinfect dustbins/receptacles
	3 x Daily

	
	Dust all furniture, counters, tables, chairs (damp mop where needed)
	Daily 

	
	Vacuum all carpets
	2 x Weekly

	
	Spot clean all carpet stains 
	Daily

	
	Sweep and damp mop all non-carpeted floors
	Daily

	
	Clean and sanitise drinking fountains
	Daily

	
	Wash windows, glass doors, displays and partition glass
	1 x Weekly

	
	Wash walls, doors, door frames, pillars, fire extinguishers, cabinets 
	1 x Weekly

	
	Dust skirting 
	1 x Weekly

	
	Damp clean and polish all furniture, tables, counters, chairs, equipment and plant holders
	1 x Weekly

	
	Remove cobwebs
	2 x Weekly

	
	Vacuum upholstery 
	2 x Weekly

	 

	Various Floor Types, Passages and Stairwells
	Empty, clean, wash and disinfect dustbins/receptacles
	2 x Daily

	
	Remove random waste from plants 
	Daily and as required

	
	Vacuum carpets 
	Daily

	
	Spot clean all carpet stains 
	Daily

	
	Sweep and damp mop all non-carpeted floors
	Daily

	
	Clean and sanitise drinking fountains
	Daily

	
	Damp clean and disinfect wooden hand rails and light fittings and stairwells
	1 x Weekly 

	
	Wash windows
	2 x Per month

	 

	Cafeteria and Eating areas








 

	Empty, clean, wash and disinfect dustbins/receptacles
	2 x Daily

	
	Remove random waste from plants 
	Daily

	
	Dust all furniture, counters, tables, chairs and partitions 
	Daily (where needed)

	
	Vacuum carpets 
	Daily

	
	Spot clean all carpet stains 
	Daily

	
	Polish of vinyl floors 
	2 x per month

	
	Arrange of furniture according to daily plan or 
function/event
	Daily

	
	Sweep and damp mop all non-carpeted floors
	Daily

	
	Damp mop and disinfect floors
	Daily

	
	Clean and sanitise drinking fountains
	Daily

	
	Spray buffing and buff
	1 x Week

	
	Wash windows, glass doors, displays and partition glass
	1 x Week (also on request)

	
	Wash walls, doors, door frames, pillars, fire extinguishers, cabinets
	1 x Weekly

	
	Dust skirting 
	Daily

	
	Damp clean and polish all furniture, tables, chairs and plant holders
	1 x Weekly

	
	Remove cobwebs
	Daily

	Switching Centre areas
	General cleaning 
	As and when required

	 

	Carpets, Windows, and Upholstery Deep Cleaning services
	Deep Cleaning of all carpeted areas, chairs and upholstery (in addition to the daily vacuuming) by means of a dry chemical granule cleaning method. Please note that no wet (soap and water) cleaning will be allowed, for this requirement. Specialized dry chemical specialist to be sourced in if required, at no additional cost.
	Once every Quarter (every 3 months)

	

	Occupational Health and Safety Liability Cover
	Service provider to take up a Liability Cover for all Occupational Hazards associated with the cleaning and hygiene services
	Duration of the contract

	

	Cleaning Personnel Skills / Development skills

	Service provider to develop and implement a cleaning and hygiene skills development programme for all its employees.
	Duration of the contract

	

	Building Exterior
	Empty, clean, wash and disinfect dustbins/receptacles
	Weekly

	
	Sweep and clean, park, drive ways, walk ways
	Daily and over weekends

	
	Provide and maintain Exterior cleaning Equipment and Tools of trade.
	Bi Annually

	Supply of Sanitizers
	Supply and refill sanitizing consumables 
	Daily

	Cleaning Services Personnel / Labour
	Service provider to appoint and deploy skilled and competent general cleaning personnel
	Daily

	
	Service provider to remunerate cleaning personnel in terms of the Department of Labour Sectorial Determination regulations and standards
	Monthly


[bookmark: _Toc48852433][bookmark: _Toc152194294]ADDITIONAL REQUIREMENTS  
1. Water coolers: 
(a) Clean and re-fill water coolers; 				
(b) Daily and when required.
1. Quarterly cleaning requirements: 
(a) Carpet cleaning (deep cleaning);			
(b) Window cleaning;							
(c) Deep cleaning of all couches;				
(d) Deep cleaning of chairs.						



[bookmark: _Toc152194295]Special Requirements
The SITA Modimolle and Polokwane offices are leased. When the lease contracts expire; SITA may renew or source for alternative office space. This will change the current requirement; therefore, the service providers will have to adjust requirements according to SITA needs.
[bookmark: _Toc152194296]Bid Evaluation Stages
The bid evaluation process consists of four stages, according to the nature of the bid. A bidder must qualify for each stage to be eligible to proceed to the next stage of the evaluation. The stages are:
[bookmark: _Toc142393091]Table 5: Bid Evaluation Stages
	Stage
	Description
	Applicable for this bid YES/NO

	Stage 1	
	Administrative responsiveness
	YES

	Stage 2 
	Technical Mandatory responsiveness 
	YES

	Stage 3
	Special Conditions of Contract verification
	YES

	Stage 4
	Cost and Preference points
	YES



[bookmark: _Toc152194297]Administrative responsiveness (Stage 1)
[bookmark: _Toc152194298]Attendance of briefing session
(a) A non-compulsory virtual briefing session will be held. The bidder must sign the briefing session attendance register using the same information (bidder company name, bidder representative person name and contact details) as submitted in the bidder’s response document. 
[bookmark: _Toc152194299]Registered Supplier
(a) Only responses from bidders who are registered as a Supplier on National Treasury’s Central Supplier Database (CSD) in terms of National Treasury’s Instruction Note 4A of 2016/17 will be considered for award on this RFB.
[bookmark: _Toc152194300]Technical returnable documents
[bookmark: _Toc152194301]Instruction and evaluation criteria
(a) The bidder must comply with ALL the requirements as per the Technical Mandatory Requirements below by providing substantiating evidence in the form of documentation or information, failing which it will be regarded as “NOT COMPLY”.
(b) The bidder must provide a unique reference number (e.g. binder/folio, chapter, section, page) to locate substantiating evidence in the bid response. 
(c) The bidder must comply with ALL the TECHNICAL MANDATORY REQUIREMENTS in order for the bid response to proceed to the next stage of the evaluation.

[bookmark: _Toc152194302]Technical mandatory requirements (Stage 2)
[bookmark: _Toc142393092]Table 6: Technical Mandatory Requirements
[bookmark: _Toc494186066][bookmark: _Toc48852442][bookmark: _Toc99461528][bookmark: _Toc152194303]TECHNICAL MANDATORY REQUIREMENTS
	TECHNICAL MANDATORY REQUIREMENTS
	Substantiating evidence of compliance 
	Evidence reference

	1. BIDDERS ACCREDITATION/ AFFILIATION

	1) The bidder must be registered with the Department of Labour for Compensation for Occupational Injuries and Diseases (COIDA)

	[bookmark: _Hlk152193825]Attach a copy of a valid registration supporting document, indicating clearly (a) the regulator (Department of Labour for Compensation for Occupational Injuries and Diseases: COIDA) or professional body’s name and (b) the bidder’s name.
Note 1: SITA reserves the right to verify the information provided.  
	<provide unique reference to locate substantiating evidence in the bid response – see Annex A, par 5.1>

	
2. BIDDER’S EXPERIENCE AND CAPABILITY

	The bidder must have provided cleaning and hygiene services to at least one (1) customer in the last 5 years.

	[bookmark: _Hlk152193874]The bidder must provide all of the following reference details from at least one (1) customer to whom the cleaning and hygiene service was rendered in the last five (5) years.
9. Company name; and
9. Reference Person Name, Tel and/or email; and
9. Project Scope of Work; and
Project Start and End-date
[bookmark: _Hlk152194013]Note 1: SITA reserves the right to verify the information provided.  

Note 2: Failure to complete Table 13 fully as indicated above will result in disqualification.

Note 3: No letters are required to be submitted.

	<provide unique reference to locate substantiating evidence in the bid response – see Annex A, par 5.2>




[bookmark: _Toc152194304]Special Conditions of Contract Verification (Stage 3)
(a) The successful supplier will be bound by Government Procurement: General Conditions of Contract (GCC) as well as this Special Conditions of Contract (SCC), which will form part of the signed contract with the successful Supplier. However, SITA reserves the right to include or waive the condition in the signed contract.
(b) SITA reserves the right to:
(i) Negotiate the conditions; or
(ii) Automatically disqualify a bidder for not accepting these conditions; or
(iii) Award to multiple bidders
(c) In the event that the bidder qualifies the proposal with own conditions and does not specifically withdraw such own conditions when called upon to do so, SITA will invoke the rights reserved in accordance with subsection 4.3. (b) above.

[bookmark: _Toc152194305]Special Conditions of Contract
1. Contracting Conditions
(a) Formal Contract - The supplier must enter into a formal written contract (agreement) with SITA.
(b) Right to Audit - SITA reserves the right, before entering into a contract, to conduct or commission an external service provider to conduct a financial audit or probity to ascertain whether a qualifying bidder has the financial wherewithal or technical capability to provide the goods and services as required by this tender.
2. Delivery Address
(a) The supplier must deliver the required products or services at as indicated in Section 2.2, Delivery Address
Table 7
	No
	Building description
	Physical address
	Building size

	1
	SITA Polokwane Main Provincial office & Switching Centre
	27-29 Market Street, Moolpark Building, Polokwane 
	950m²

	2.
	SITA DoD office – Polokwane 
	Dorp Street, Polokwane 
	100 m²

	3.
	SITA Modimolle office
	54 Limpopo Street, NTK Building, Modimolle 
	89 m²



3. Services and Performance Metrics
(a) The bidder is responsible to provide the following services as specified in the Service 	Breakdown Structure (SBS):
Table 8
	SBS
	Service Element
	Service Grade
	Service Level

	1. 
	· Office Cleaning and Hygiene Service in SITA Limpopo Offices
· Sanitary bin service  

· ‘Deep cleaning of carpets and couches 
· Deep cleaning of chairs    
	· SOP - Professional service
· SOP - Professional service

· SOP - Professional service
· SOP - Professional service
	· Commercial industry cleaning

· Specialised service

· Specialised service


· Specialised service  



4. Supplier Performance Reporting
(a) Monthly service Reports need to be provided
(b) Quarterly supplier performance evaluations
(c) Certification, Expertise and Qualification
(a) The bidder certifies that:
(i) it has the necessary expertise, skill, qualifications and ability to undertake the work required in terms of the Statement of Work or Service Definition. 
(ii) it is committed to provide the Services; and
(iii) perform all obligations detailed herein without any interruption to the Customer
(iv) it has been certified for the Services required
5. Logistical Conditions
a) Hours of Work  
i. Office hours are defined as business working hours of the customer and is Mondays to Fridays between 07:30 and 16:00
ii. After hours of the customer during weekdays are from16:00 to 07:30
b) Access to SITA premises
i. If SITA grants the Supplier permission to access SITA's Environment including hardware, 	software, internet facilities, data, telecommunication facilities and/or network facilities remotely, the Supplier must adhere to SITA's 	relevant policies and procedures (which policy and procedures are available to the Supplier on request) or in the absence of such policy and procedures, in terms of, best industry practice.
c) Tools of Trade
i. The bidder is expected to use its own resources (cell phone, laptops etc) to communicate with its own offices or outside of the SITA/Client buildings, including all tools and equipment to render the services effectively.
d) Support and Help Desk. 
i. The Supplier must provide cleaning personnel per site as specified the Scope of work.
ii. The Supplier must provide Service Manager/Supervisor (not full time on site), however he/she must always be available as and when required to attend to contract related matters.
6. Regulatory, Quality and Standards
(a) 	Products used to deliver the goods /services must comply with the Safety and Health regulations and standards.
(b) The Supplier must for the duration of the contract ensure compliance to OHSA.
(c) The Supplier must provide within two weeks after appointment a full/comprehensive safety file, which is compliant with the OHS act. The Safety File must be kept on site, for the duration of this contact
7. Personnel Security Clearance 
0. Company security screening: The supplier may be required to undergo a company security screening conducted by the State Security Agency (SSA). Should the SSA find the supplier not suitable after the conduct of the security screening, the business relationship will be terminated. The following documentation will be required for the company security screening process to be conducted:
0. Copy of company registration documentation;
0. Copy(ies) of identity documentation of Director(s), Member(s) or Trustee(s); 
0. Copy of valid tax clearance certificate. 
0. Security suitability check for individuals: SITA may, at its own discretion and in line with its policies and procedures, require employees of the supplier to be subjected to a security suitability check before commencement of a project or delivering of a service. The security suitability check is conducted by SITA in order to ensure that individuals meet the minimum-security requirements and also to verify personal information. The supplier will be required to replace any employee(s) who is found to be not suitable after the conduct of the security screening. The following documentation will be required for the security suitability check:
0. Copy of identity document;
0. Copy(ies) of qualification(s) if SITA requires verification thereof;
0. Fingerprints – will be taken electronically;
0. Signed consent form for the conduct of background checks. 
0. Security clearance: A security clearance, issued by either the SSA or Defence Intelligence (DI) is required if any employee of the supplier will have or may gain access to classified information throughout the duration of the project or in the process of delivering a service. The level of security clearance required – Confidential, Secret or Top Secret, will be determined at the sole discretion of SITA. The supplier will have to replace any employee who do not qualify for a security clearance or is found not suitable by the SSA or DI. The following documentation will be required for the security clearance process:
0. Completed Z204 or DD1057 security clearance application form;
0. Fingerprints;
0. Personal documentation of the applicant, including but not limited to, identity document, passport, marriage certificate (if applicable), divorce order (if applicable), qualifications, salary advice and bank statements.   
8. Confidentiality and non -disclosure conditions
(a) The Supplier, including its management and staff, must before commencement of the Contract, sign a non-disclosure agreement regarding Confidential Information
(b) Confidential Information means any information or data, irrespective of the form or medium in which it may be stored, which is not in the public domain and which becomes available or accessible to a Party as a consequence of this Contract, including information or data which is prohibited from disclosure by virtue of:
(i) the Promotion of Access to Information Act, 2000 (Act no. 2 of 2000);
(ii) being clearly marked "Confidential" and which is provided by one Party to another Party in terms of this Contract;
(iii) being information or data, which one Party provides to another Party or to which a Party has access because of Services provided in terms of this Contract and in which a Party would have a reasonable expectation of confidentiality;
(iv) being information provided by one Party to another Party in the course of contractual or other negotiations, which could reasonably be expected to prejudice the right of the non-disclosing Party;
(v) being information, the disclosure of which could reasonably be expected to endanger a life or physical security of a person;
(vi) being technical, scientific, commercial, financial and market-related information, know-how and trade secrets of a Party;
(vii) being financial, commercial, scientific or technical information, other than trade secrets, of a Party, the disclosure of which would be likely to cause harm to the commercial or financial interests of a non-disclosing Party; and
(viii) being information supplied by a Party in confidence, the disclosure of which could reasonably be expected either to put the Party at a disadvantage in contractual or other negotiations or to prejudice the Party in commercial competition; or
(ix) information the disclosure of which would be likely to prejudice or impair the safety and security of a building, structure or system, including, but not limited to, a computer or communication system; a means of transport; or any other property; or a person; methods, systems, plans or procedures for the protection of an individual in accordance with a witness protection scheme; the safety of the public or any part of the public; or the security of property; information the disclosure of which could reasonably be expected to cause prejudice to the defence of the Republic; security of the Republic; or international relations of the Republic; or plans, designs, drawings, functional and technical requirements and specifications of a Party, but must not include information which has been made automatically available, in terms of the Promotion of Access to Information Act, 2000; and information which a Party has a statutory or common law duty to disclose or in respect of which there is no reasonable expectation of privacy or confidentiality;
(c) Notwithstanding the provisions of this Contract, no Party is entitled to disclose Confidential Information, except where required to do so in terms of a law, without the prior written consent of any other Party having an interest in the disclosure;
(d) Where a Party discloses Confidential Information which materially damages or could materially damage another Party, the disclosing Party must submit all facts related to the disclosure in writing to the other Party, who must submit information related to such actual or potential material damage to be resolved as a dispute;
(e) Parties may not, except to the extent that a Party is legally required to make a public statement, make any public statement or issue a press release which could affect another Party, without first submitting a written copy of the proposed public statement or press release to the other Party and obtaining the other Party's prior written approval for such public statement or press release, which consent must not unreasonably be withheld.
9. Guarantee and warranties
(a) The supplier confirms that:
(i) The warranty of goods supplied under this contract remains valid for the duration of the contract after the goods were delivered, installed and commissioned with a sign off, including the clients signature
(ii) as at Commencement Date, it has the rights, title and interest in and to the Product or Services to deliver such Product or Services in terms of the Contract and that such rights are free from any encumbrances whatsoever;
(iii) the Product is in good working order, free from Defects in material and workmanship, and substantially conforms to the Specifications, for the duration of the Warranty period;
10. Intellectual Property Rights
(a) SITA retains all Intellectual Property Rights in and to SITA's Intellectual Property. As of the Effective Date, the Supplier is granted a non-exclusive license, for the continued duration of this Contract, to perform any lawful act including the right to use, copy, maintain, modify, enhance and create derivative works of SITA's Intellectual Property for the sole purpose of providing the Products or Services to SITA pursuant to this Contract; provided that the Supplier must not be permitted to use SITA's Intellectual Property for the benefit of any entities other than SITA without the written consent of SITA, which consent may be withheld in SITA's sole and absolute discretion. Except as otherwise requested or approved by SITA, which approval is in SITA's sole and absolute discretion, the Supplier must cease all use of SITA's Intellectual Property, at of the earliest of:
(i) termination or expiration date of this Contract; 
(ii) the date of completion of the Services; and 
(iii) the date of rendering of the last of the Deliverables
(b) If so required by SITA, the Supplier must certify in writing to SITA that it has either returned all SITA Intellectual Property to SITA or destroyed or deleted all other SITA Intellectual Property in its possession or under its control
(c) SITA, at all times, owns all Intellectual Property Rights in and to all Bespoke Intellectual Property. 
(d) Save for the license granted in terms of this Contract, the Supplier retains all Intellectual Property Rights in and to the Supplier’s pre-existing Intellectual Property that is used or supplied in connection with the Products or Services
(e) Provide SITA with the compliant Occupational Health and Safety File (required on site for period of installation and proof of compliance).
11. General
(a) The supplier will be bound by Government Procurement: General Conditions of Contract.
(b) (GCC) as well as this Special Conditions of Contract (SCC), which will form part of the signed contract with the Supplier. However, SITA reserves the right to include or waive the condition in the signed contract.
(c) SITA reserves the right to:
(i) Negotiate the conditions, or
(ii) Automatically disqualify a bidder for not accepting these conditions, or
(iii) Before entering into a contract, conduct or commission an external service provider to audit or conduct probity to ascertain whether a qualifying bidder has the technical capability to provide the goods and services as required by this tender.
12. Counter Conditions
(a) Bidders’ attention is drawn to the fact that amendments to any of the Bid Conditions or setting of counter conditions by bidders may result in the invalidation of such bids.
13. Fronting
(a) The SITA 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 SITA will not condone any form of fronting.
(b) The SITA, in ensuring that bidders conduct themselves in an honest manner will, as part of the bid evaluation processes, conduct or initiate 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 (10) years, in addition to any other remedies SITA may have against the bidder/contractor concerned.
14. Business Continuity and Disaster Recovery Plans
(a) The bidder confirms that they have written business continuity and disaster recovery plans that define the roles, responsibilities and procedures necessary to ensure that the required services under this bid specification is in place and will be maintained continuously in the event of a disruption to the bidder’s operations, regardless of the cause of the disruption.
15. Supplier Due Diligence
(a) SITA reserves the right to conduct supplier due diligence prior to final award or at any time during the Contract period and this may include pre-announced / non-announced site visits. During the due diligence process the information submitted by the bidder will be verified and any misrepresentation thereof may disqualify the bid or Contract in whole or parts thereof.
16. Preference Goal Requirements conditions
(a) The Bidder’s commitment for the Preference Goal Requirements in this tender will be legally binding and the Bidder needs to perform against their commitment for the duration of the contract which will form part of the Contractual Agreement.
(b) The Bidder must sustain, or improve the company’s BBBEE Level for the duration of the contact which will form part of the Contractual Agreement.
(c) Performance of Preference Goal Requirements will be determined annually. Bidders must submit their Preference status report indicating progress against the Bidder’s Preferential commitments within 30 days of the yearly anniversary of the contract.
(d) Bidders need to keep auditable substantive records / evidence and upon request by SITA/Department must be made available for audit and, or due diligence purposes.
(e) SITA reserves the right to require from a Bidder, either before a bid is adjudicated or at any time subsequently, to substantiate any claim with regards to preferences, in any manner required by SITA.
(f) SITA reserves the right to verify information / evidence provided by the Bidder.
(g) SITA/Department reserves the right to introduce a penalty of 1% of the overall annual year spent by SITA/Department for the prior year if the Bidder fails to comply to paragraphs (a), (b) and (c) above.
4.3.2. [bookmark: _Toc106894479][bookmark: _Toc152194306]Declaration of compliance and acceptance SCC
I (we), the bidder hereby declares that I (we) accept ALL the Special Conditions of Contract as specified in par 4.3.1 above and shall comply with all stated obligations:

Name of Bidder:_____________________________	Signature: _________________________

Date:______________

[bookmark: _Toc152194307]Price and Preference Points Evaluation (Stage 4)
[bookmark: _Toc132720221][bookmark: _Toc152194308]Costing and Preference Evaluation
(1) [bookmark: _Hlk80033687]In terms of the SITA Preferential Procurement Policy (PPP), the following preference point system is applicable to all Bids:
(a) the 80/20 system (80 Price, 20 B-BBEE) for requirements with a Rand value of up to R50 000 000 (all applicable taxes included); or 
(b) the 90/10 system (90 Price and 10 B-BBEE) for requirements with a Rand value above R50 000 000 (all applicable taxes included).
(2) The Applicable Preference Point system for this tender is the 80/20 preference point system. 
(3) Points for this tender shall be awarded for: 
(a) Price; and
(b) Preference points for specific goals.
(4) The maximum points for this tender will be allocated as follows, subject to par.2.
[bookmark: _Toc107394442]Table 9: Points allocation
	Description
	Points

	Price
	80

	Preference points for specific goals
	20

	Total points for Price and preference points for specific goals
	100



[bookmark: _Toc152194309]Costing and Pricing Conditions
(a) South African Pricing - The total price must be VAT inclusive and be quoted in South African Rand (ZAR).
(b) Total Price
(i) All quoted prices are the total price for the entire scope of required services and deliverables to be provided by the bidder.
(ii) All additional costs as well as cost of delivery, labour, S&T, overtime, etc. must be included in this bid.
(iii) All services, accessories, upgrades and options required by the solution or specified by the client must be included in the quoted price. If not included, suppliers will be required to supply these accessories at no cost to the client.
(iv) SITA reserves the right to negotiate pricing with the successful bidder prior to the award as well as envisaged quantities
[bookmark: _Ref455341955][bookmark: _Toc57764329][bookmark: _Toc152194310]Bid Pricing Schedule
(a) Bidders must complete the bid pricing schedule in the Excel spreadsheet format provided and upload this as part of their submission.

[bookmark: _Toc435315930][bookmark: _Ref455338328][bookmark: _Ref455597629][bookmark: _Toc127119463][bookmark: _Toc152194311]Declaration of Acceptance
Table 10
	
	ACCEPT ALL
	DO NOT ACCEPT ALL

	1. The bidder declares to ACCEPT ALL the Costing and Pricing conditions as specified in par 4.4.2  above by indicating with an “X” in the “ACCEPT ALL” column, or
1. The bidder declares to NOT ACCEPT ALL the Costing and Pricing Conditions as specified in par 4.4.2  above by - 
11. Indicating with an “X” in the “DO NOT ACCEPT ALL” column, and;
11. Provide reason and proposal for each of the condition not accepted. 
	
	

	Comments by bidder:
Provide the condition reference, the reasons for not accepting the condition.




[bookmark: _Toc152194312]Preference Requirements
(a) The bidder must complete in full all the PREFERENCE requirements.
(b) Allocation of points per requirements: The points allocation of bidders’ responses to the requirements will be determined by the completeness, relevance and accuracy of substantiating evidence.
(c) Points will be allocated for each PREFERENCE requirement as per the criteria set in each section in the table below.
(d) The bidder must provide a unique reference number (e.g. binder/folio, chapter, section, page) to locate substantiating evidence in the bid response. During evaluation, SITA reserves the right to treat substantiation evidence that cannot be located in the bid response, as “NOT COMPLY”. The evidence needs to be attached to ANNEX A.
(e) Preference Goal Requirements
(a) The applicable Preference Point system for this tender and points claimed is 80/20.
(b) The specific Preferential Goal Requirements for this tender is indicated in table 11 below.
(c) The Bidder must complete 80/20 preference point system and submit proof or documentation required in terms of this tender.
(d) The Bidder must indicate their commitment to claim points for each of the preference points by signing at par 4.5 in the Invitation to Bid document.
(e) Failure on the part of a bidder to submit proof or documentation required or to comply to paragraph (d) above in terms of this tender to claim preference points for the Preference Goal Requirements for this tender, will be interpreted to mean that preference points are not claimed.
(f) The Bidder’s commitment for the Preference Goal Requirements in this tender will be legally binding and the Bidder needs to perform against their commitment for the duration of the contract which will form part of the Contractual Agreement.
(g) The Bidder must sustain, or improve the company’s BBBEE Level for the duration of the contact which will form part of the Contractual Agreement.
(h) Performance of Preference Goal Requirements will be determined annually. Bidders must submit their Preference status report to SITA indicating progress against the Bidder’s Preferential commitments within 30 days after each quarter from the commencement date of the contract.
(i) Bidders need to keep auditable substantive records / evidence and upon request by SITA must be made available for audit and, or due diligence purposes.
(j) SITA reserves the right to require from a Bidder, either before a bid is adjudicated or at any time subsequently, to substantiate any claim with regards to preferences, in any manner required by SITA.
(k) SITA reserves the right to verify information / evidence provided by the Bidder.
(l) SITA reserves the right to introduce a penalty of 1% of the overall annual year spent by SITA for the prior year if the Bidder fails to comply to paragraphs (f), (g) and (h) above.














Table 11: Preference Goal Requirements
	Preferential Goal Requirements
	Preferential Goal Requirements for (80/20) system

	Preferential Goal Requirements allocated for this tender
	Number of points
allocated
(80/20) system
(To be completed by the organ of state)
	Substantiating evidence and evidence reference to be completed by bidder. 
Evaluation per requirement: Each requirement indicated in the table below must be completed and points will be allocated based on the  evidence required below for the (80/20) system
	Evidence reference for the 
(80/20) system

	B-BBEE Requirements
	
	 

	The allocation of points for bidders that meet a certain B-BBEE level as defined in the Broad-Based Black Economic Empowerment Act; 
	20
	Evidence:
The Bidder must provide a copy of relevant proof of B-BBEE status level of contributor level as defined in the Broad-Based Black Economic Empowerment Act.

Points allocation:
Points will be allocated in line with the BBBEE table 11 in section 4.6
	<provide unique reference to locate (80/20) system substantiating evidence in the bid response – Annex A, section 5>

	Total Point Allocation:
	20
	 














Table 12: B-BBEE Points as part of the Preference Goal requirements (80/20) system
Note: Bidder to select the section for points they wish to claim (Mark as Y=Yes) in the table below.
	
	
	
	
	Ownership of at least 51% of People who are:
	
	

	Reference #
	Contributor Level as defined in the Broad-Based Black Economic Empowerment Act
	Local Entity
	EME/QSEs
	Woman Owned
	Youth Owned
	Owned by People living with disabilities
	Score
	Bidder to select the section for points they wish to claim
(Mark as Y= Yes)

	 
	(A)
	(B)
	(C)
	(D)
	(E)
	(F)
	(G)
	

	1
	Level 1
	0
	4
	8
	6
	2
	20
	

	2
	Level 1
	0
	4
	8
	6
	0
	18
	

	3
	Level 1
	0
	4
	8
	0
	0
	12
	

	4
	Level 2 and 3
	0
	2
	4
	2
	2
	10
	

	5
	Level 2 and 3
	0
	2
	4
	2
	0
	8
	

	6
	Level 2 and 3
	0
	2
	4
	0
	0
	6
	

	7
	Level 4 and 5
	0
	1
	2
	1
	1
	5
	

	8
	Level 4 and 5
	0
	1
	2
	1
	0
	4
	

	9
	Level 4 and 5
	0
	1
	2
	0
	0
	3
	

	10
	Level 6
	0
	0
	0
	0
	0
	0
	

	11
	Level 7
	0
	0
	0
	0
	0
	0
	

	12
	Level  8
	0
	0
	0
	0
	0
	0
	

	13
	Non-Contributor
	0
	0
	0
	0
	0
	0
	

	
	Total Maximum Score Allocation: 20 
G= A+B+C+D+E+F
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[bookmark: _Toc152194313]Bidder substantiating evidence
[bookmark: _Toc152194314]Technical Mandatory Requirement Evidence
[bookmark: _Toc152194315]Bidder Certification / Affiliation Requirements
a) Attach a copy of a valid registration supporting document, indicating clearly (a) the regulator (Department of Labour for Compensation for Occupational Injuries and Diseases: COIDA) or professional body’s name and (b) the bidder’s name.
NOTE (1): 
SITA reserves the right to verify information provided.

[bookmark: _Toc152194316]Bidder Experience and Capability Requirements
a. The bidder must provide all of the following reference details from at least one (1) customer to whom the hygiene service was rendered in the last five (5) years.
· Company name; and
· Reference Person Name, Tel and/or email; and
· Project Scope of Work; and
· Project Start and End-date
· Scope of work must be related.
[bookmark: _Toc142393093]Table 13: References
	No
	Company Name
	Reference person name, contact details
	Project Scope of Work
	Project start and end date

	1
	<Company name>
		

	<Person Name>


<Tel>


<email>
	< Provide scope details of a project from a customer to whom a project or service was delivered cleaning and hygiene services







	Start Date:

End Date:


Note 1: SITA reserves the right to verify the information provided.  
Note 2: Failure to complete Table 13 fully as indicated above will result in disqualification.
Note 3: No letters are required to be submitted.

[bookmark: _Toc152194317]Preference Points Preferential Goals Evidence
(a) Preference Goal Requirements: (80/20 system)
The Bidder must:
(i) Provide a copy of relevant proof of B-BBEE status level of contributor as defined in the Broad-Based Black Economic Empowerment Act as set out in table 11 in section 4.6 and attach it here, and
(ii) Indicate their commitment to claim points for each of the preference points by signing at par 4.5 in the Invitation to Bid document.

NOTE (1):
Failure on the part of a bidder to comply to paragraphs (a) and (b) above, will be interpreted to mean that preference points are not claimed.
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