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PART A 
INVITATION TO BID 

YOU ARE HEREBY INVITED TO BID FOR REQUIREMENTS OF THE (NAME OF DEPARTMENT/ PUBLIC ENTITY) 
BID NUMBER: DSI12/2022-23 CLOSING DATE:  15 November 2022 CLOSING TIME: 11:00am 

DESCRIPTION Appointment of a panel of recruitment agencies for three years 

BID RESPONSE DOCUMENTS MAY BE DEPOSITED IN THE BID BOX SITUATED AT (STREET ADDRESS) 

 

 

 

 

BIDDING PROCEDURE ENQUIRIES MAY BE DIRECTED TO TECHNICAL ENQUIRIES MAY BE DIRECTED TO: 

CONTACT PERSON Supply Chain Management CONTACT PERSON SCM 

TELEPHONE NUMBER  TELEPHONE NUMBER  

FACSIMILE NUMBER  FACSIMILE NUMBER  
E-MAIL ADDRESS tenders@dst.gov.za E-MAIL ADDRESS tenders@dst.gov.za 
SUPPLIER INFORMATION 

NAME OF BIDDER  

POSTAL ADDRESS  

STREET ADDRESS  

TELEPHONE NUMBER CODE  NUMBER  

CELLPHONE NUMBER  

FACSIMILE NUMBER CODE  NUMBER  

E-MAIL ADDRESS  
VAT REGISTRATION 
NUMBER  
SUPPLIER 
COMPLIANCE STATUS 

TAX 
COMPLIANCE 
SYSTEM PIN: 

 

OR 

CENTRAL 
SUPPLIER 
DATABASE 
No:  MAAA 

B-BBEE STATUS 
LEVEL VERIFICATION 
CERTIFICATE 
 

TICK APPLICABLE BOX] 
 
 

 Yes                      No 
 

B-BBEE STATUS LEVEL SWORN 
AFFIDAVIT   
 
 

[TICK APPLICABLE BOX] 
 
 

 Yes                   No 
 

[A B-BBEE STATUS LEVEL VERIFICATION CERTIFICATE/ SWORN AFFIDAVIT (FOR EMES & QSEs) MUST BE SUBMITTED IN ORDER TO 
QUALIFY FOR PREFERENCE POINTS FOR B-BBEE] 
ARE YOU THE 
ACCREDITED 
REPRESENTATIVE IN 
SOUTH AFRICA FOR 
THE GOODS 
/SERVICES /WORKS 
OFFERED? 

 
 

 Yes                      No 
 
[IF YES ENCLOSE PROOF] 

 

ARE YOU A FOREIGN BASED 
SUPPLIER FOR THE GOODS 
/SERVICES /WORKS OFFERED? 
 

 
 

 Yes                   No 
 
[IF YES, ANSWER PART B:3 ] 

 

QUESTIONNAIRE TO BIDDING FOREIGN SUPPLIERS 

IS THE ENTITY A RESIDENT OF THE REPUBLIC OF SOUTH AFRICA (RSA)?                                     YES   NO 

DOES THE ENTITY HAVE A BRANCH IN THE RSA?                                                   YES   NO 

DOES THE ENTITY HAVE A PERMANENT ESTABLISHMENT IN THE RSA?                                                                        YES   NO 

DOES THE ENTITY HAVE ANY SOURCE OF INCOME IN THE RSA?                                                        YES   NO 

IS THE ENTITY LIABLE IN THE RSA FOR ANY FORM OF TAXATION?                                                   YES   NO  
IF THE ANSWER IS “NO” TO ALL OF THE ABOVE, THEN IT IS NOT A REQUIREMENT TO REGISTER FOR A TAX COMPLIANCE STATUS 
SYSTEM PIN CODE FROM THE SOUTH AFRICAN REVENUE SERVICE (SARS) AND IF NOT REGISTER AS PER 2.3 BELOW. 
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PART B 

TERMS AND CONDITIONS FOR BIDDING 
  

1. BID SUBMISSION: 
1.1. BIDS MUST BE DELIVERED BY THE STIPULATED TIME TO THE CORRECT ADDRESS. LATE BIDS WILL NOT BE ACCEPTED FOR 

CONSIDERATION. 

1.2. ALL BIDS MUST BE SUBMITTED ON THE OFFICIAL FORMS PROVIDED–(NOT TO BE RE-TYPED) OR IN THE MANNER 
PRESCRIBED IN THE BID DOCUMENT. 

1.3. THIS BID IS SUBJECT TO THE PREFERENTIAL PROCUREMENT POLICY FRAMEWORK ACT, 2000 AND THE PREFERENTIAL 
PROCUREMENT REGULATIONS, 2017, THE GENERAL CONDITIONS OF CONTRACT (GCC) AND, IF APPLICABLE, ANY OTHER 
SPECIAL CONDITIONS OF CONTRACT. 

1.4. THE SUCCESSFUL BIDDER WILL BE REQUIRED TO FILL IN AND SIGN A WRITTEN CONTRACT FORM (SBD7). 

 
2. TAX COMPLIANCE REQUIREMENTS 
2.1 BIDDERS MUST ENSURE COMPLIANCE WITH THEIR TAX OBLIGATIONS.  

2.2 BIDDERS ARE REQUIRED TO SUBMIT THEIR UNIQUE PERSONAL IDENTIFICATION NUMBER (PIN) ISSUED BY SARS TO ENABLE   
THE ORGAN OF STATE TO VERIFY THE TAXPAYER’S PROFILE AND TAX STATUS. 

2.3 APPLICATION FOR TAX COMPLIANCE STATUS (TCS) PIN MAY BE MADE VIA E-FILING THROUGH THE SARS WEBSITE 
WWW.SARS.GOV.ZA. 

2.4 BIDDERS MAY ALSO SUBMIT A PRINTED TCS CERTIFICATE TOGETHER WITH THE BID.  

2.5 IN BIDS WHERE CONSORTIA / JOINT VENTURES / SUB-CONTRACTORS ARE INVOLVED, EACH PARTY MUST SUBMIT A 
SEPARATE   TCS CERTIFICATE / PIN / CSD NUMBER. 

2.6 WHERE NO TCS IS AVAILABLE BUT THE BIDDER IS REGISTERED ON THE CENTRAL SUPPLIER DATABASE (CSD), A CSD 
NUMBER MUST BE PROVIDED.  

2.7 NO BIDS WILL BE CONSIDERED FROM PERSONS IN THE SERVICE OF THE STATE, COMPANIES WITH DIRECTORS WHO ARE 
PERSONS IN THE SERVICE OF THE STATE, OR CLOSE CORPORATIONS WITH MEMBERS PERSONS IN THE SERVICE OF THE 
STATE.” 

 

NB: FAILURE TO PROVIDE / OR COMPLY WITH ANY OF THE ABOVE PARTICULARS MAY RENDER THE BID INVALID. 
 
SIGNATURE OF BIDDER: …………………………………………… 
 
CAPACITY UNDER WHICH THIS BID IS SIGNED: …………………………………………… 
(Proof of authority must be submitted e.g. company resolution) 
 
DATE: …………………………………………... 
 



1

1 the power, by one person or a group of persons holding the majority of the 
equity of an enterprise, alternatively, the person/s having the deciding vote 
or power to influence or to direct the course and decisions of the 
enterprise. 



2

2 Joint 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. 



3
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PREFERENCE POINTS CLAIM FORM IN TERMS OF THE PREFERENTIAL 
PROCUREMENT REGULATIONS 2017 

 
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, 
2017.  

 
 
1. GENERAL CONDITIONS 

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

- the 80/20 system for requirements with a Rand value of up to R50 000 000 (all 
applicable taxes included); and  

- the 90/10 system for requirements with a Rand value above R50 000 000 (all 
applicable taxes included). 

1.2  

a) The value of this bid is estimated to not exceed R50 000 000 (all applicable taxes 
included) and therefore the 80/20 preference point system shall be applicable; or  

b) Either the 80/20 or 90/10 preference point system will be applicable to this tender (delete 
whichever is not applicable for this tender). 

 

1.3 Points for this bid shall be awarded for:  

(a) Price; and 

(b) B-BBEE Status Level of Contributor. 

 

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

 POINTS 

PRICE 80 

B-BBEE STATUS LEVEL OF CONTRIBUTOR 20 

Total points for Price and B-BBEE must not 
exceed 

 

100 

 

1.5 Failure on the part of a bidder to submit proof of B-BBEE Status level of contributor together 
with the bid, will be interpreted to mean that preference points for B-BBEE status level of 
contribution are not claimed. 

 

1.6 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. 
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2. DEFINITIONS 

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

(b) “B-BBEE status level of contributor” means the B-BBEE status of an entity in terms 
of a code of good practice on black economic empowerment, issued in terms of section 
9(1) of the Broad-Based Black Economic Empowerment Act; 

(c) “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 goods or services, through price quotations, 
advertised competitive bidding processes or proposals;  

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

(e)  “EME” means an Exempted Micro Enterprise in terms of a code of good practice on 
black economic empowerment issued in terms of section 9 (1) of the Broad-Based Black 
Economic Empowerment Act; 

(f)  “functionality” means the ability of a tenderer to provide goods or services in 
accordance with specifications as set out in the tender documents. 

(g)  “prices” includes all applicable taxes less all unconditional discounts;   

(h) “proof of B-BBEE status level of contributor” means: 

1) B-BBEE Status level certificate issued by an authorized body or person; 

2) A sworn affidavit as prescribed by the B-BBEE Codes of Good Practice; 

3) Any other requirement prescribed in terms of the B-BBEE Act; 

(i) “QSE” means a qualifying small business enterprise in terms of a code of good 
practice  on black economic empowerment issued in terms of section 9 (1) of the 
Broad-Based Black Economic Empowerment Act; 
 

(j) “rand value” means the total estimated value of a contract in Rand, calculated at the 
time of bid invitation, and includes all applicable taxes;  

 

3. POINTS AWARDED FOR PRICE 

3.1 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 90/10 

 







 


min

min
180

P

PPt
Ps  or 






 


min

min
190

P

PPt
Ps  

Where 

Ps = Points scored for price of bid under consideration 

Pt = Price of bid under consideration 

Pmin = Price of lowest acceptable bid 
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4. POINTS AWARDED FOR B-BBEE STATUS LEVEL OF CONTRIBUTOR 

4.1 In terms of Regulation 6 (2) and 7 (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: 

B-BBEE Status Level of 
Contributor 

Number of points 

(90/10 system) 

Number of points 

(80/20 system) 

1 10 20 

2 9 18 

3 6 14 

4 5 12 

5 4 8 

6 3 6 

7 2 4 

8 1 2 

Non-compliant 
contributor 

0 0 

 

5. BID DECLARATION 

5.1 Bidders who claim points in respect of B-BBEE Status Level of Contribution must complete 
the following: 

 

6. B-BBEE STATUS LEVEL OF CONTRIBUTOR CLAIMED IN TERMS OF PARAGRAPHS 
1.4 AND 4.1  

6.1 B-BBEE Status Level of Contributor: .      =     ……… (maximum of 20 points) 

(Points claimed in respect of paragraph 7.1 must be in accordance with the table reflected 
in paragraph 4.1 and must be substantiated by relevant proof of B-BBEE status level of 
contributor. 

 

7. SUB-CONTRACTING 

7.1 Will any portion of the contract be sub-contracted?   

(Tick applicable box) 
YES  NO  

7.1.1 If yes, indicate: 

i) What percentage of the contract will be subcontracted ............…………….…………% 

ii) The name of the sub-contractor ………………………………………………………….. 

iii) The B-BBEE status level of the sub-contractor ......................................…………….. 

iv) Whether the sub-contractor is an EME or QSE 
(Tick applicable box) 

YES  NO  
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v) Specify, by ticking the appropriate box, if subcontracting with an enterprise in terms of 
Preferential Procurement Regulations,2017: 

 

Designated Group: An EME or QSE which is at last 51% 
owned by: 

EME 

√ 

QSE 

√ 

Black people   

Black people who are youth   

Black people who are women   

Black people with disabilities   

Black people living in rural or underdeveloped areas or 
townships 

  

Cooperative owned by black people   

Black people who are military veterans   

OR 

Any EME    

Any QSE   

 

8. DECLARATION WITH REGARD TO COMPANY/FIRM 

8.1 Name of company/firm: ……..………………………………………………………………. 

8.2 VAT registration number: ………………………………….………………………………… 

8.3 Company registration number: ……….……………………….……………………………. 

8.4 TYPE OF COMPANY/ FIRM 

� Partnership/Joint Venture / Consortium 
� One person business/sole propriety 
� Close corporation 
� Company 
� (Pty) Limited 
[TICK APPLICABLE BOX] 

8.5 DESCRIBE PRINCIPAL BUSINESS ACTIVITIES 

………………………………………………………………………………………………………

………………………………………………………………………………………………………

………………………………………………………………………………………………………

………………………………………………………………………………………….. 

8.6 COMPANY CLASSIFICATION 

� Manufacturer 
� Supplier 
� Professional service provider 
� Other service providers, e.g. transporter, etc. 
[TICK APPLICABLE BOX] 
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8.7 Total number of years the company/firm has been in business:…………………………… 

8.8 I/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 contributor indicated in 

paragraphs 1.4 and 6.1 of the foregoing certificate, qualifies the company/ firm for the 

preference(s) shown and I / 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 
paragraphs 1.4 and 6.1, 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 contributor 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) recommend that the bidder or contractor, its shareholders and 
directors, or only the shareholders and directors who acted on a 
fraudulent basis, be restricted by the National Treasury 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. 

 
 
 
  

 
………………………………………. 
SIGNATURE(S) OF BIDDERS(S) 

 
DATE:  ………………………………….. 

ADDRESS ………………………………….. 

  ………………………………….. 

 ………………………………….. 

 
WITNESSES 
 
1. …………………………………….. 

2. ……………………………………. 

 









































 

INVITATION TO BID 

PERSONAL INFORMATION AND THE POPI ACT 

In order to participate  in the Department of Science and Innovation’s (DSI) supply chain 

management process the  bidder  and / or potential service provider, and where quote, 

tender or related Bid is successful, the service provider who has been awarded the tender 

or contract, and who will provide the DSI with goods and / or services as the case may 

be, including without detracting from the generality thereof, any juristic or natural person, 

or any person who may be acting on behalf of /or in a representative capacity in respect 

of the bidder  and / or potential service provider, and / or the successful service provider 

and from whom DSI will receive Personal Information in connection with and / or related 

to the quote, tender, Bid or subsequent award and conditions of Contract, (hereinafter 

referred to as the “Data Subject”,  you will have to provide the DSI with certain information 

which is personal to you, including your name and identity number, address, contact 

details including email and phone numbers, race, details of assets in your possession 

and images of yourself (“Personal Information”). In terms of a law known as the Protection 

of Personal Information Act 4 of 2013, (POPIA) everyone has the right to privacy including 

the right to the lawful collection, retention, dissemination and use of one’s Personal 

Information. In order to give effect to this right, the DSI is under a duty to provide you with 

a number of details pertaining to the use of and subsequent processing of your Personal 

Information, before such information is used or processed. In accordance with this 

requirement, the DSI sets out under the attached document known as the “DSI section 

18 informed consent document for Security Access” the reasons why your Personal 

Information is required and how the Department of Science and Innovation will use and 

handle this information.  

Kindly ensure that you obtain a copy of this document from Reception. 



You may also down load this document by clicking here 

www.dst.gov.za/legislation/prvacy data/ section 18 POPI informed consent document  

Please read the document before you enter our premises and / or provide the DSI with 

the required Personal Information.  

By providing us with your Personal Information, you consent to the DSI processing your 

Personal Information, which the DSI undertakes to process strictly in accordance with the 

abovementioned section 18 informed consent document for the DSI Supply Chain 

Management Unit. 

 

 



 

 

 

 

 

 

TERMS OF REFERENCE 

 

 

 

APPOINTMENT OF A PANEL OF RECRUITMENT 

AGENCIES FOR THREE YEARS  

 
This tender is designated for Exempt Micro Enterprises or Qualifying Small 

Enterprises which are at least 51% owned by black people who are women. 
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1. BACKGROUND  

 

The Department of Science and Innovation (DSI) requires a skilled workforce to 

deliver on its mandate.  The DSI uses different systems to source a broader pool 

of applications, advertising in the national media and the Public Service Vacancy 

Circular for permanent employees and sometimes using recruitment agencies for 

temporary employment services and headhunting. 

 

2. PROBLEM STATEMENT 

 

The DSI seeks to procure the services of reputable and experienced professional 

service providers to assist the Department with placing both temporary 

employment services and permanent employees through headhunting. 

 

2.1 Temporary Employment Services  

 

Temporary Employment Services are sought when the department is not in a 

position to fill the post permanently for different reasons e.g. (filling a gap when an 

employee is on long leave or when the post is not prioritised for filling).  

 

2.2 Headhunting 

 

Headhunting is sought when, after one or more rounds of advertising and 

selection have been completed, the selection committee is unable to recommend 

a suitable person for appointment from those who were subjected to the selection 

process. It may also be used to augment the pool of applicants where a limited 

number of applicants who meet the minimum requirements has been received 

and is limited to Senior Management Services (SMS) positions only. 
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3. PURPOSE AND OBJECTIVE 

 

The purpose of this tender is to invite the service providers to assist with the 

placement of temporary employment services from salary level 11 and below and 

headhunting for SMS positions where the department could not place candidates 

using the normal recruitment and selection processes across levels where required 

to enable the DSI to achieve its mandate. 

 

4. THE SCOPE OF THE PROJECT 

 

4.1 The department intends to select a panel of service providers for the provision of 

recruitment services for the placement of permanent and temporary employment 

services. The scope of work must be undertaken within the framework set out in 

the Labour Relations Act, 1995, the Public Service Act and Regulations, and all 

relevant DSI policies, e.g. on recruitment, selection, appointment and transfers. 

The agencies will be responsible for sourcing and management of Temporary 

Employment Services and Sourcing for headhunting (SMS level) 

 

4.2 Deliverables and payment schedules 

 

4.2.1 Temporary Employment Service 

 

a) Sourcing of potential candidates through different platforms available to 

them ( social media, recruitment channels etc. 

b) Handling of applications by conducting initial interviews or meeting with the 

applicants to determine the suitability of the candidates. 

c) Submit confirmation of the screening process  

d) Submitting a consent form from each candidate confirming that his/her 

personal details may be shared with the DSI in terms of the Protection of 

Personal Information Act, 2013. 
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e) Submitting a report to the Department on the screening process, giving 

details on the demographics (race, gender and disability) of potential 

candidates for each position advertised. 

f) Carrying out suitability checks for temporary employment services 

recommended, including criminal record checks, background checks, 

qualifications, personal references, a social media scan, citizenship, etc.  

Proof that these checks have been done must be submitted.  This process 

should be completed within two weeks of the Department informing the 

agency that one of their candidates has been recommended by the 

Department.  

g) Facilitating the performance management of temporary employment 

services on the DSI templates (e.g. performance agreement, biannual 

review and annual assessment) with the line manager of the temporary 

employment service, copies of which will be kept by the DSI HR. 

h) Managing each temporary employment service's employee benefits, time 

sheets and invoicing at the end of each month, irrespective of possible 

delays in the processing of invoices.  

i) Ensuring that the DSI is aware of the temporary employment service's leave 

credits and intention to take leave. 

j) Conducting exit interviews for all temporary employment services leaving 

the Department and submitting a report to the Department on the exit 

interviews at the end of the contract or as required. 

k) Agencies to submit all the requests within the turnaround times as agreed. 

l) Agencies appointed must provide the DSI with a diverse pool of applicants, 

including people with disabilities. 

 

4.1.2 Placement of Permanent Employees Headhunting 

 

a) Sourcing of potential candidates through different platforms available to 

them ( social media, recruitment channels etc. 
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b) Handling of applications by conducting initial interviews or meeting with the 

applicants to determine the suitability of the candidates. 

c) Submitting a report to the Department on the screening process, giving 

details on the demographics (race, gender and disability) of potential 

candidates for each position advertised. 

d) Submitting a consent form from each candidate confirming that his/her 

personal details may be shared with the DSI in terms of the Protection of 

Personal Information Act, 2013. 

e) Carrying out suitability checks and reference report for the recommended 

candidate, including criminal record checks, background checks, 

qualifications, personal references, a social media scan, citizenship, etc.  

Proof that these checks have been done must be submitted.  This process 

should be completed within two weeks of the Department informing the 

agency that one of their candidates has been recommended by the 

Department. 

a. Submit the invoice for payment of the placement fee  

f) Agencies appointed must provide the DSI with a diverse pool of applicants, 

including people with disabilities for headhunting.  

 

 

5. Payment Schedules 

 

5.1 Temporary employment services will commence on the date of assumption of duty.  

Invoicing will be from the date of assumption of duty to the end of that month, and 

thereafter from the first day of a month to the end of the same month.  The original 

invoice and time sheets should be submitted to the DSI within seven days of the 

end of each month. 

 

5.2 DSI will pay all the cost to the agencies and the agencies will pay the temporary 

employment services at the end of the month or as per the signed contract as 

follows; 
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(i) The agency will pay  VAT to the South African Revenue Services as 

determined. The agencies will first deduct all( excluding PAYE) the statutory 

deductions from the total monthly salary. 

(ii) From the balance the agency will deduct the its handling 20% handling and pay 

over the 80% of the amount to the temporary employment service.  

 

5.3 The agency must: 

 

(a) Process the payment of unused vacation leave on termination of the temporary 

employment service contract.  This will be based on the employee's daily 

salary. 

(b) Ensure that appointed temporary employment services are remunerated 

monthly without delay.  Payment delays between the DSI and the agency 

should not affect the payment due to the employee. 

(c) Provide the temporary employment services with monthly pay slips for their 

records.  

(d) In December, pay the temporary employment service's salary on or before 

22 December 

 

5.4 Head Hunting 

 

Submit the invoice for payment of the once off placement fee (10% of the total 

package) after the candidate assume duty. 

 

 

6. BUDGET 

 

The scenario will be stated on the SLA’s as per the level of the position. 
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6.1 The percentage allocation for appointing temporary employment services should 

be divided into 80% for the employee, including statutory deductions, and 20% for 

the agency fee. 

 

6.2 The once-off placement fee for a permanent appointment will not exceed 10% of 

the annual entry salary level of the position.  A placement fee of 10% is payable to 

the agency when a temporary employment service is appointed permanently in the 

same post. 

 

6.3 All monetary values quoted must be in South African Rand and must include VAT. 

 

6.4 Service providers must take note that contract amount on the signed SLA’s will 

remain the same for the duration of the contract period.  

 

  

7. DURATION, TIME FRAMES AND FORMAL CONTRACT 

 

7.1 Successful bidders will be required to enter into a formal contract with DSI for a 

period of three years.  The DSI and the appointed service provider will enter into a 

service level agreement (SLA). 

7.1.1 The agreed time frames, performance indicators and budget will form part 

of the SLA. 

7.1.2 The original terms of reference and agreed amendments will be annexures 

to the SLA. 

7.1.3 The DSI will make payment as per the signed SLA. 

 

7.2 The temporary employment service will assume work upon the signing of the 

contract or on approval by the Department. 

 

7.3 The service provider will be responsible for ensuring that the agreed deliverables 

are produced to a quality standard, on time and within budget. 
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7.4 The service provider will work in close collaboration with the Chief Directorate: 

Human Resources to ensure that the objectives of the Department are 

accommodated. 

 

7.5 If a temporary employment service becomes unavailable, the service provider 

responsible must replace the temporary employment service without additional cost 

to the DSI in order to honour the agreement contained in the service level 

agreement.  The service provider will submit cv’s for the possible placement for an 

interview process. The service provider may not bill the Department for the period 

during which it is sourcing the replacement service.  If the service provider is unable 

to find a suitable replacement within two-week period, the service level agreement 

will be terminated an opportunity will be given to the second recommended 

candidate if the individual placed resign within the first 3 months of signing of the 

contract. 

 

7.6 This bid and all contracts will be subjected to the General Conditions of Contract 

issued in accordance with the Treasury Regulation 16A published in terms of the 

Public Finance Management Act, 1999 (Act No. 1 of 1999).  The Special Conditions 

of Contract are supplementary to that of the General Conditions of Contract.  Where 

the Special Conditions of Contract are in conflict with the General Conditions of 

Contract, the Special Conditions of Contract prevail. 

 

7.7 This tender is designated for Exempt Micro Enterprises or Qualifying Small 

Enterprises which are at least 51% owned by people who are women. 

 

 

8. FRONTING 

 

8.1 DSI, in compliance with regulations, supports the spirit of Broad-Based Black 

Economic Empowerment (BBEEE) and recognises that real empowerment can 
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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.  The DSI therefore condemns any form of fronting, and 

if fronting is discovered, will cancel the contract. 

 

8.2 The DSI, in ensuring that service providers 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 set out in the 

Guidelines on Complex Structures and Transactions, and Fronting, issued by the 

Department of Trade, Industry and Competition, be identified during such 

enquiry/investigation, the onus will be on the service provider/contractor to prove 

that there is no fronting.  Failure to do so within 14 days from the date of notification 

may invalidate the bid/contract and may also result in restriction of the service 

provider/contractor to conduct business with the public sector for a period not 

exceeding 10 years. The DSI may also take other measures against the service 

provider/contractor concerned. 

 

 

9. PROJECT MANAGEMENT 

 

The Department will host quarterly meetings with the agencies on dates that will 

be communicated to ensure that the terms of the contract are still adhered to.  

 

 

10. BRIEFING SESSION 

 

No Briefing session 

Bidders can direct any technical/SCM inquiries to tenders@dst.gov.za 10 days 

before closing date. 
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11. SCREENING FOR COMPLIANCE 

 

During Phase 1, a shortlist will be established and the shortlisted service providers 

will be evaluated in Phase 2. Service providers must meet all the mandatory 

administrative requirements and submit the required documents to proceed 

to Phase 2. Failure to submit the following will result in disqualification. 

 

11.1 Bidders must be registered on the National Treasury's Central Supplier Database 

and submit proof of this. 

 

11.2 The bidders will also be requested to submit the tax compliance status pin issued 

by SARS. 

 

11.3 Completed and signed Standard Bidding Document forms. 

 

11.4 Service provider's acceptance of terms of reference (ToRs) by placing service 

provider's initials on each page. 

 

11.5 Service provider's acceptance of terms and conditions of the bid, by placing service 

provider's initials on each page of the General Conditions of Contract (GCC). 

 

11.6 This tender is designated for Exempt Micro Enterprises or Qualifying Small 

Enterprises which are at least 51% owned by black people who are women ( Failure 

to comply will result in disqualification) 

 

12. Administrative Requirements 

 

12.1 Attach proven experience by providing a list of current and past contracts during 

the past five years which are relevant to the required service in the bid 

specifications, according to the template in Part A:  Client Base.  Only relevant 

experience will be considered for bid evaluation purposes, and it is therefore vital 
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that the periods of relevant experience are specifically highlighted in the 

candidates' CVs.  Reference screening will be undertaken to confirm the validity of 

referees provided. 

 

12.2 Detailed company profile, which clearly spells out the relevant experience, 

knowledge and accreditation of the company as well as directorship. 

 

12.3 Submit an electronic version (email proposals to tenders@dst.gov.za). 

 

12.4 Attach the reference letters from the organizations previously sourced temporary 

employment for and placement of permanent employees. 

 

12.5 Bidders should supply a company profile, including information on their capacity to   

deliver, and demonstrating their experience in the recruitment field. 

 

12.6 Attach the proof of registration with the department of labour. 

 

 

13. EVALUATION PROCESS 

 

The evaluation process will consist of the following phases: 

13.1 Phase 1: Functionality evaluation. 

 

The following rating values for evaluation will be used: 

 

a. Each panel member will rate each individual criterion on the score sheets as 

indicated for each phase, using the following scale: 

 

Value Description 

5 – Excellent Exceeds the functionality requirements 

4 – Very Good Above average compliance with the 
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requirements 

3 – Good Satisfactory and meets the requirements 

2 – Average Partial compliance with the requirements 

1 – Poor Unacceptable; does not meet set criteria 

 

b. 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. 

 

c. The scores will be converted to a percentage and ONLY service providers that 

have met or exceeded the minimum threshold for a phase will be evaluated in 

terms of the next phase. 

 

d. Service providers must, as part of their bid documents, submit supporting 

documentation for all technical requirements. The panel responsible for scoring 

the respective bids will evaluate and score all bids based on their submissions 

and the information provided. 

 

e. Service providers will not rate themselves, but need to ensure that all information 

is supplied as required. The DSI panel members will evaluate and score all 

responsive bids and will verify all documents submitted by the service providers. 

 

13.1 Phase 1:  Functionality evaluation 

 

a. Service providers' responses will be evaluated for functionality in this stage, 

based on achieving a minimum score of 60%.   

b. The DSI panel members will individually evaluate the responses received 

against the following criteria as set out below: 
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PHASE 1:  PROPOSAL 

Rating: 1 = Poor 2 = Average 3 = Good 4 = Very good 5 = Excellent 

CRITERIA WEIGHTS 
1. Qualifications 

25 

  The owner of the agency or the top management has relevant 
qualification and the agency registered with the relevant bodies. 

  No relevant 
qualification 

with less than 3 
years’ 

experience. 

Min of 3 
years in the 
staffing 
industry 
and any 
NQF level 5 
in any 
qualification 
and 
registered 
with 
department 
of labour 

Min of 5 
years in the 
staffing 
industry and 
NQF 5 
qualification 
on HRM, 
HRD, 
Industrial 
Psychology, 
Labour 
Relations 
and 
registered 
with 
department 
of labour 

Min of 8 
years in the 
staffing 
industry and 
NQF 6 
qualification 
on HRM, 
HRD, 
Industrial 
Psychology, 
Labour 
Relations 
and 
registered 
with 
department 
of labour 

Min of 10 
years in the 
staffing 
industry and 
NQF 7 
qualification 
on HRM, 
HRD, 
Industrial 
Psychology, 
Labour 
Relations 
and 
registered 
with 
department 
of labour 

1 2 3 4 5 
2. Experience 

25 

  a. Placement of senior or top management positions through 
headhunting in the past five years. 

Less than 5 
testimonial 
letters for 
placements 
from 
different 
companies’ 
testimonials 
on 
company 
letterhead 
with 
contactable 
references 

5 
testimonial 
letters for 

placements 
from 

different 
companies’ 
testimonials 

on 
company 
letterhead 

with 
contactable 
references 

10 
testimonial 
letters for 

placements 
from 

different 
companies’ 
testimonials 

on 
company 
letterhead 

with 
contactable 
references 

15 
testimonial 
letters of 

placements 
from 

different 
companies’ 
testimonials 

on 
company 
letterhead 

with 
contactable 
references 

20 
testimonial 
letters of 

placements 
from 

different 
companies’ 
testimonials 

on 
company 
letterhead 

with 
contactable 
references  

1 2 3 4 5 
  b. Placement of middle to lower level employees in the past five years. 

25 Less than 5 
placements 

5 
placements 

10 
placements 

15 
placements 

20 
placements 

1 2 3 4 5 
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CRITERIA WEIGHTS 
3. Advertising of posts 

25 

  Proven records of advertising on relevant platforms to reach diverse 
groups 

  1 platform 2 platforms 3 platforms 4 platforms 5+ 
platforms 

1 2 3 4 5 

TOTAL SCORE 100 

MINIMUM THRESHOLD SCORE 60 

 

c. Any proposal not meeting a minimum score of 60% on functional proposal will 

be disqualified and will not be considered further. 

 

13.2 Phase 2 (not applicable for this tender) 

 

13.3 Phase 3: Price And BBBEE( not applicable DSI will provide the budget) 

 

Prices inclusive of VAT will be evaluated as indicated below. 

 

a) In terms of regulation 6 of the Preferential Procurement Regulations, 2017, 

issued under the Preferential Procurement Policy Framework Act, 2000, 

bids will be adjudicated by the DSI on the 80/20 preference point scale for 

Broad-Based Black Economic Empowerment (BBBEE) in terms of which 

points are awarded to service providers on the basis of: 

 The bid price (maximum 80 points). 

 BBBEE and other specific goals (maximum 20 points). 

 

Service providers can only claim BBBEE credential levels if they submit an 

original or original certified BBBEE certificate. 

 

b) The following formula will be used to calculate the points for price in respect 

of service providers with a rand value of up to R50 million: 
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Ps = 80  

 

Where 

 

Ps = Points scored for comparative price of bid under consideration 

Pt = Comparative price VAT inclusive of bid under consideration 

Pmin = Comparative price VAT inclusive of lowest acceptable bid 

 

A maximum of 20 points (for 80/20) may be awarded to a service provider 

for being a Broad-Based Economic Empowerment and/or subcontracting 

with a Broad-Based Black Economic Empowerment entity stipulated in the 

Preferential Procurement regulations. For this bid the maximum number of 

Broad-Based Black Economic Empowerment Status points that could be 

allocated to a service provider is indicated in the following section. 

 

c) BBBEE Points, the Preferential Procurement Policy Framework Act, 2000, 

(PPPFA) Regulations were gazetted on 20 January 2017 (No. 40553) and 

came into effect on 1 April 2017.  These regulations require service providers 

to submit valid original or original certified copies of their BBBEE Status 

Level Certificates from a SANAS-accredited verification agency and 

accredited auditing firm. The 80/20 preference points systems will be applied 

in accordance with the formula and applicable points provided for in the 

respective status level contributor tables in the Regulations. 

 

BBBEE status level of contributor Number of points 

(80/20 system) 

1 20 
2 18 
3 14 
4 12 
5 8 







 


min

min
1

P

PPt
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BBBEE status level of contributor Number of points 

(80/20 system) 

6 6 
7 4 
8 2 
Non-compliant contributor 0 

 

 

Failure to capture the required status level and to submit the required 

BBBEE status level certificates will lead to a zero (0) status level for non-

compliant service providers.  The following is applicable: 

a. A bidder must submit proof of its BBBEE status level of contributor. 

b. A bidder failing to submit proof of BBBEE status level of contributor 

or is a non-compliant contributor to BBBEE may not be disqualified, 

but may only score points out of 80 for price; and will scores 0 points 

out of 20 for BBBEE. 

c. The points scored by a bidder for BBBEE will be added to the points 

scored for price; and the bidder scores the highest number of points 

will be considered for bid award.   

d. If the price offered by a bidder scoring the highest points is not 

market-related, the Department may not award the bid to that bidder. 

i. The Department may negotiate a market-related price with the 

bidder scoring the highest points or cancel the tender. 

ii. If the bidder does not agree to a market-related price, the 

Department may negotiate a market-related price with the bidder 

scoring the second highest points or cancel the tender. 

iii. If the bidder scoring the second highest points does not agree to 

a market-related price, the Department may negotiate a market-

related price with the bidder scoring the third highest points or 

cancel the tender. 

iv. If a market-related price is not agreed in all the aforementioned 

respects, the Department must cancel the tender. 
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e. Points scored will be rounded off to the nearest 2 decimal points. 

f. In the event that two or more bids score equal total points, the 

contract will be awarded to the service provider scoring the highest 

number of points for BBBEE status. Should two or more bids be 

equal in all respects, the award will be decided by drawing lots. 

g. A contract may, on reasonable and justifiable grounds, be awarded 

to a bid that did not score the highest number of points. 

 

14. AWARDING OF THE BID 

 

14.1 The Department of Science and Innovation reserves the right to award the 

bid in whole to one service provider. 

 

14.2 The service provider's tax matters must be in order as per CSD or e-filing. 

 

14.3 The service provider will have to sign a non-disclosure agreement, as the work 

done will be confidential. 

 

14.4 All staff members to be appointed by the service provider will require a positive 

screening results   

 

14.5 The service provider must: 

 

14.6 The temporary employment service/permanent employee will assume work upon 

the signing of the contract or upon approval by the Department. 

 

14.7 The service provider will be responsible for ensuring that the agreed deliverables 

are produced to a quality standard, on time and within the budget. 

 

14.8 The service provider will work in close collaboration with a DSI team, so as to 

ensure that the objectives of the Department are accommodated. 
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14.9 The service provider will solely be responsible for all administrative issues related 

to the project. 

 

14.10 The service provider will attend meetings with the DSI when required throughout 

the duration of the contract. 

 

15. PROPRIETARY RIGHTS 

 

15.1 The proprietary rights with regards to copyright, patents and other similar rights that 

may arise from the service provider carrying out the assignment belong to the DSI. 

 

15.2 The DSI will have unrestricted access to all material, data and information. 

 

15.3 The service provider must deliver any or all such material, data and information to 

the DSI upon request. 

 

15.4 The service provider must agree that all rights, to be acknowledged, understood 

and adhered to by the service provider on acceptance of bid including, without 

limitation, all intellectual and property rights in and any material, data or information 

including computer programmes, e-data and documentation related to the project 

belong to the DSI. 

 

16. PROHIBITION OF RESTRICTIVE PRACTICES 

 

16.1 In terms of section 4(1) of the Competition Act, 1998, 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 service provider(s) is (are) 

or a contractor(s) was/were involved in any of the following: 
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(a) Directly or indirectly fixing a purchase or selling price or any other trading 

condition. 

(b) Dividing markets by allocating customers, suppliers, territories or specific types 

of goods or services. 

(c) Collusive bidding. 

 

16.2 If a service provider(s) or contractor(s), in the judgement of the purchaser, has/have 

engaged in any of the restrictive practices referred to above, the purchaser may, 

without prejudice to any other remedy provided for, invalidate the bid(s) for such 

item(s) offered or terminate the contract in whole or in part and refer the matter to 

the Competition Commission for investigation and possible imposition of 

administrative penalties as contemplated in the Competition Act. 

 

16.3 Any communication either by facsimile, letter or electronic mail or any other form 

of correspondence to any official or representative of DSI, other than Supply Chain 

Management officials, in respect of this bid between the closing date and the award 

of the bid by the service provider is prohibited. 

 

16.4 Once the process has been completed and the tender awarded, the service 

provider may not cede or subcontract the agreement or any part of it without the 

written permission of DSI. 

 

16.5 The Supplier may not, without the prior written consent of DSI, subcontract the 

rendering of the Services to a third party. 

 

17. SUBMISSION OF PROPOSALS 

 

17.1 Please note due to COVID-19, only electronic bids will be accepted.  Bids must be 

emailed to tenders@dst.gov.za. 
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17.2 The email to which the proposal is attached must have the bid number 

(DSI12/2022-23) and the description in the subject line.   

 

NB: Please note that bids will not be considered if they are submitted after 

the deadline.   

 

 

 

 

18. COMMUNICATION 

 

18.1 Any questions are to be submitted no later than 10 days before the closing date of 

the bid.  Questions received after this date will not be entertained by the DSI. All 

questions and answers will be published on the Department's website under 

www.dst.gov.za/tenders. 

 

18.2 After the closing date, only the Supply Chain Management unit will communicate 

with service providers, for example, to seek clarity about the bid, to obtain additional 

information or to extend the validity period of the proposal.  See par. 15.3 for 

prohibited practices. 

 

18.3 The results of a bid will be published in the same media as the advertisement, and 

the Department will communicate direct only with successful bidders. 

 

18.4 Enquiries related to the registration and submission of proposals must be directed 

to Supply Chain Management, specifically Demand and Acquisition Management, 

at tenders@dst.gov.za. 

 



PART A: CLIENT BASE 

 

Name of client/ 
organisation where 
contract is being/was 
executed 

Description of 
contract services 

Physical address of 
the client/ 
organisation  

Contact persons and 
telephone numbers of 
your clients 

Contract period 
(indicate start and end 
dates) e.g. 1 April 2012 to 
31 March 2015 

Is the contract 
current or 
past?  

1.  
 
 

     

2.  
 
 

     

3.  
 
 

     

4.  
 
 

     

5.  
 
 

     

6.  
 
 

     

7.  
 
 

     

8.  
 
 

     

9.  
 
 

     

10.  
 
 

     

 
NB: The DSI reserves the right to verify the contents of this list directly with the service providers' clients and to conduct site inspections. 
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