DRepartment:
Tourism
REPUBLIC OF SOUTH AFRICA

STANDARD BIDDING DOCUMENT {SBD1) - REQUEST FOR QUOTATIONS

PART A
REQUEST FOR QUOTATIONS (RFQ)

| YOU ARE HEREBY INVITED TO BID FOR REQUIREMENTS OF THE (DEPARTMENT OF TOURISM)

RFQ ' CLOSING
' NUMBER: HM/03/04/2024 | CLOSING DATE: 17/04/2024 TIME: . 11:00

' REQUEST QUOTATION FOR BUSINESS WRITTING SCHEDULED APRIL 2024

DESCRIPTION | -
' BID RESPONSE DOCUMENTS MAY BE DEPOSITED IN THE RFQ BOX SITUATED AT (STREET ADDRESS) OR
| PROVIDED EMAIL ADDRESS - _
| PHYSICAL ADDRESS: 17 TREVENNA STREET, SUNNYSIDE, PRETORIA 0002 OR EMAIL ADDRESS:

QUOTATIONSSCM@TOURISM.GOV.ZA
NOTE: IT IS THE RESPONSIBILITY OF THE BIDDER TO ENSURE THAT COMPLETED RFQ DOCUMENT S DELIVERED

. TO THE CORRECT EMAL OR PHYSICAL ADDRESS ON BEFORE THE CLOSING DATE AND TIME.
' BIDDING PROCEDURE ENQUIRIES MAY BE DIRECTED |

TO | TECHNICAL ENQUIRIES MAY BE DIRECTED TO:
| ' CONTACT
CONTACT PERSON PERSON | Gregory Moroke
TELEPHONE ' TELEPHONE
NUMBER _ | NUMBER | 012444 6166
E-MAIL ADDRESS | | E-MAIL ADDRESS | gmoroke@tourism.gov.za
SUPPLIER INFORMATION i
NAME OF BIDDER | ]
' POSTAL ADDRESS
' STREET ADDRESS -
TELEPHONE ‘
NUMBER CODE NUMBER |
CELLPHONE
 NUMBER .

| E-MAIL ADDRESS _
VAT REGISTRATION |

 NUMBER |
SUPPLIER TAX | | CENTRAL
COMPLIANCE COMPLIANCE or | SUPPLER
STATUS SYSTEM PIN: ‘ | ‘ DATABASE
| No: | MAAA -
' ARE YOU THE . ‘
ACCREDITED ARE YOU A FOREIGN BASED |
REPRESENTATIVE SUPPLIER FOR THE GOODS [ IYes [ No
IN SOUTHAFRICA | [JYes [INo ISERVICES /WORKS
FOR THE GOODS | OFFERED? | [IF YES, ANSWER PART
/SERVICES /WORKS | [IF YES ENCLOSE PROOF] | B3]
| OFFERED? |
| QUESTIONNAIRE TO BIDDING FOREIGN SUPPLIERS
IS THE ENTITY A RESIDENT OF THE REPUBLIC OF SOUTH AFRICA (RSA)? [] YES
INO
DI:(I)ES THE ENTITY HAVE A BRANCH IN THE RSA? [ YES
'[INO

DOES THE ENTITY HAVE A PERMANENT ESTABLISHMENT IN THE RSA? []YES




' [LINO ]

DOES THE ENTITY HAVE ANY SOURCE OF INCOME IN THE RSA? [ ] YES
'[INO
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 DATE AND TIME TO THE CORRECT ADDRESS. ALL

COMPLETED DOCUMENTS SHOULD BE SEND TO quotationsscm@tourism.gov.za OR HAND DELIVERED AT
TOURISM HOUSE, 17 TREVENNA STREET, SUNNYSIDE, PRETORIA 0002. PHYSICAL SUBMISSION OR HAND
DELIVERED RFQ DOCUMENTS MUST BE COMPLETED IN THE REGISTER FOR QUOTATIONS. BIDDERS
FAILURE TO COMPLETE THE REGISTER WILL INVALIDATE THE RFQ. LATE BIDS/RFQ WILL NOT BE
CONSIDERED WHEN MAKING A DECISION TO AWARD.

1.2. ALL BIDS MUST BE SUBMITTED ON THE OFFICIAL FORMS PROVIDED - OR IN THE MANNER PRESCRIBED IN
THE BID DOCUMENT. THE STANDARDS BIDDING DOCUMENTS (SBD) FORMS MUST BE COMPLETED, SIGNED
AND RETURNED WITH THE RFQ/ BID DOCUMENTS.

1.3. BIDDER'S ARE NOT ALLOWED TO ALTER THE CONTENT AND SEQUENCE OF INFORMATION IN THE SBD4
FORM.

1.4. THE UNDERSIGNED BIDDER DECLARES AND FURTHER AGREES TO HAVE READ 2010 VERSION OF THE
GENERAL CONDITIONS OF CONTRACT (GCC) IS AVAILABLE ON THE NATIONAL TREASURY WEBSITE. TO
ACCESS THE GCC THE BIDDER SHOULD CLICK THE FOLLOWING LINK
http:/fwww.treasury.qov.zaldivisions/ocpo/sc/GeneralConditions/ OR DOWNLOAD THE DOCUMENT FROM

THE NATIONAL TREASURY.

1.5. THE 80/ 20 PREFERENTIAL POINT SYSTEM WILL BE APPLIED WHEREIN 80 POINTS IS FOR PRICE AND 20
POINTS IS FOR SPECIFIC GOALS. TENDERS WITH A RAND VALUE OF BETWEEN R 30000 BUT NOT
EXCEEDING R 50 MILLION (INCLUSIVE OF ALL APPLICABLE TAXES). FIRSTLY, THE BID SUBMISSION / RFQ
WILL EVALUATED IN LINE WITH THE SET CRITERIA OR FUNTIONALITY (IF APPLICABLE) AND THEREAFTER
PROPOSAL WILL BE EVALUATED ON POINTS FOR PRICE AND SPECIFIC GOALS.

1.6. THE DEPARTMENT MAY APPLY THE 80/20 POINT SYSTEM IN RESPECT TO TENDERS BETWEEN R 2 000 AND
' R 30 000 (INCLUSIVE OF APPLICABLE TAXES). THAT WILL BE STIPULATED IN THE INVITATION TO BID/RFQ.

1.7. POINTS SCORED FOR SPECIFIC GOALS WILL BE ADDED TO THE POINTS SCORED FOR PRICE AND THE
TOTAL WILL BE ROUNDED OFF TO THE NEAREST TWO (2) DECIMAL PLACES.

1.8. ATENDER OR RFQ MUST BE AWARDED TO THE TENDERER WHO SCORE THE HIGHEST TOTAL NUMBER OF
POINTS IN TERMS OF THE PREFERENCE POINT SYSTEM (PRICE AND SPECIFIC GOALS) UNLESS OBJECTIVE
CRITERIA IN TERMS OF SECTION 2 (1)(F) OF THE PPPFA ACT NO 5 OF 2000 JUSTIFY THE AWARD OF THE
TENDER TO ANOTHER TENDERER

1.9. BIDDERS ARE REQUIRED TO SUBMIT RESPONSIVE BIDS BY COMPLETING ALL PRICING AND ITEM
INFORMATION IN LINE WITH THE ENITIRE SCOPE OF WORK/GOODS/SERVICES. SHOULD THE SUPPLIER FAIL
TO QUOTE ON THE ENTIRE SCOPE OF WORK AS PER THE RFQ THE DEPARTMENT MAY NOT AWARD THE
CONTRACT TO THE SUPPLIER.

1.10.  THE DEPARTMENT RESERVES THE RIGHT TO NEGOTIATE WITH THE BIDDERS PRIOR OR POST AWARD.

1.11. THE DEPARTMENT MAY ALLOCATE ZEROINIL POINTS FOR SPECIFIC GOALS WHERE PROOF IS NOT
SUBMITTED WITH THE RFQ.

1.12. BIDDERS SHOULD INDICATE THE VALIDITY PERIOD (IN DAYS) OF PRICE QUOTATION AFTER THE
CLOSING DATE - ==

| 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 |
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| WEBSITE WWW.SARS.GOV.ZA

24
2.5

2.6

2.7

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

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

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

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.”

LIST OF RETURNABLES o
BIDDERS SHOULD PLEASE ADHERE TO THE FOLLOWING INSTRUCTIONS

a) TICK APPLICABLE BOX

b) ENSURE THAT THE FOLLOWING DOCUMENTS ARE COMPLETED, SUBMITTED AND SIGNED WHERE
APPLICABLE

¢) USE THE PRESCRIBED SEQUENCE IN ATTACHING THE ANNEXURES THAT COMPLETE THE BID OR RFQ
DOCUMENT

ANNEXURES | DOCUMENT DECRIPTION YES | NO |

PARTA&B |IS BID INVITATION FORM AND TERMS AND CONDITIONS FOR BIDDING |
COMPLETED, SIGNED AND SUBMITTED? |

ANNEXURE | IS THE STANDARD BID DOCUMENT (SBD4) FORM BIDDER'S DISCLOSURE | | |

A COMPLETED, SIGNED AND SUBMITTED?
ANNEXURE | IS PROOF OF OWNERSHIP BY WOMAN SUBMITTED. R ]
B i.SHAREHOLDING (CERTIFICATE) PORTFOLIO BY PROOF OF REGISTRATION OF

THE COMPANY WITH COMPANIES AND INTELLECTUAL PROPERTY

REGISTRATION OFFICE (CIPRO) / COMPANIES INTELLECTUAL PROPERTY ‘

COMMISSION (CIPC). IN CASE OF JOINT VENTURE, A BIDDER MUST SUBMIT

PROOF OF REGITRATION FOR BOTH ENTERPRISES;

ii.CERTIFIED COPY (COPIES) OF ID-DOCUMENT(S) OF THE WOMAN OR WOMEN: ‘
AND

ii.A CSD FULL REPORT AND NOT SUMMARIZED PREFERABLY DRAWN PRIOR TO
THE CLOSING DATE MUST BE SUBMITTED BY BIDDERS.

'ANNEXURE | IS PROOF OF OWNERSHIP BY BLACK PERSON (S) SUBMITTED.

¢ i. SHAREHOLDING (CERTIFICATE) PORTFOLIO BY PROOF OF REGISTRATION OF
THE COMPANY WITH COMPANIES AND INTELLECTUAL PROPERTY
REGISTRATION OFFICE (CIPRO) / COMPANIES INTELLECTUAL PROPERTY
COMMISSION (CIPC).IN CASE OF JOINT VENTURE, A BIDDER MUST SUBMIT
PROOF OF REGITRATION FOR BOTH ENTERPRISES;

ii.CERTIFIED COPY (COPIES) OF ID-DOCUMENT(S) OF BLACK PERSON(S) ; AND
ii.A CSD FULL REPORT AND NOT SUMMARIZED PREFERABLY DRAWN PRIOR TO

THE CLOSING DATE MUST BE SUBMITTED BY BIDDERS.

ANNEXURE | QUALIFYING EXEMPTED MICRO ENTERPRISE (EME) - AND OR QUALIFYING
D SMALL ENTERPRISE (QSE) - MUST SUBMIT A VALID B-BBEE SWORN AFFIDAVIT ‘
(VALID FOR A PERIOD OF 12 MONTHS FROM THE DATE SIGNED BY THE
| COMMISSIONER) ACCOMPANIED BY CIPS BUSINESS REGISTRATION AND
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SHARE CERTIFICATE. IN CASE OF JOINT VENTURE TO CLAIM POINTS, A |
CONSOLIDATED B-BBEE CERTIFICATE ISSUED BY AN ACCREDITED |
VERIFICATION AGENCY, IRRESPECTIVE OF THE SIZE OF THE COMPANIES
INVOLVED IN A JOINT VENTURE MUST BE SUBMITTED. THE DEPARTMENT
| CANNOT ACCEPT JOINT VENTURE AFFIDAVIT, |

ANNEXURE | IS THE BIDDER'S QUOTED PRICE OR FINANCIAL OFFER SUBMITTED AND |
E ALIGNED WITH THE SCOPE OF WORK? OR STATED IN THE BELOW TABLE OF
DECRIPTION OF SERVICE/GOODS? |

4, APPLICATION OF PREFERENCE POINT SYSTEM

4.1 DIFINITIONS
HISTORICALLY DISADVANTAGED INDIVIDUALS (HDI) IS DEFINED AS A SOUTH AFRICAN CITIZEN —

a) WHO, DUE TO THE APARTHEID POLICY THAT WAS IN PLACE, HAD NO VOTING RIGHTS IN THE NATIONAL
ELECTIONS PRIOR TO THE INTRODUCTION OF THE CONSTITUTION OF THE REPUBLIC OF SOUTH AFRICA,
1983 (ACT NO. 100 OF 1983) OR THE CONSTITUTION OF THE REPUBLIC OF SOUTH AFRICA, 1993 (ACT NO
200 OF 1993) (“THE INTERIM CONSTITUTION) AND OR

b) WHO IS A WOMAN, AND / OR

¢) WHO HAS DISABILITY

4.2WITH THE UNDERSTANDING THAT ANY PERSON WHO RECEIVED SOUTH AFRICAN CITIZENSHIP ON OR
BEFORE THE INTRODUCTION OF THE INTERIM CONSTITUTION, WILL NOT BE DEEMED TO BE HDI.

4.3 ANY REFERENCE TO WORDS “BID" OR “BIDDER” HEREIN AND/OR IN ANY OTHER DOCUMENTATION SHALL BE
CONSTRUED TO HAVE THE SAME MEANING AS THE WORDS "TENDER” OR “TENDERER".

| 4.4 “AWOMAN" REFERS TO A FEMALE PERSON WHO IS A SOUTH AFRICAN CITIZEN

4.5 "DISABILITY" REFERS TO A PERSON WITH A PERMANENT PHYSICAL DISABILITY, MENTAL DISABILITY,
AWARENESS DISABILITY, WHICH LEADS TO CONFINEMENT OR DISABILITY, OR THE INABILITY TO PERFORM
BODILY FUNCTIONS IN THE MANNER OR WITHIN THE CAPACITY OF A NORMAL PERSON.

4.6 "HDI EQUITY OWNERSHIP" REFERS TO THE PERCENTAGE OF A PARTNERSHIP OR BUSINESS THAT IS OWNED
BY INDIVIDUALS, OR IN THE CASE OF A COMPANY, THE PERCENTAGE OF SHARES WHICH IS OWNED BY
INDIVIDUALS WHO ARE ACTIVELY INVOLVED IN THE MANAGEMENT DECISIONS AND DAY TO DAY
OPERATIONAL ACTIVITIES OF THE COMPANY OR BUSINESS AND WHO EXERCISES CONTROL IN THE
BUSINESS IN RELATION TO THEIR OWNERSHIP AT THE CLOSE OF TENDER. WHERE INDIVIDUALS ARE NOT
ACTIVELY INVOLVED IN THE MANAGEMENT AND DAY TO DAY OPERATIONAL ACTIVITIES OF THE BUSINESS
AND WHO DOES NOT EXERCISE CONTROL IN RELATION TO THE PERCENTAGE OF THEIR OWNERSHIP,
EQUITY OWNERSHIP POINTS CANNOT BE AWARDED.

4.7“BLACK PEOPLE" IS A GENERIC TERM WHICH MEANS AFRICANS, COLOUREDS AND INDIANS WHO ARE
CITIZENS OF THE RSA BY BIRTH OR DESCENT OR BY NATURALISATION BEFORE 27 APRIL 1994 OR AFTER.

4.8 “SMALL ENTERPRISE" MEANS A SEPARATE AND DISTINCT BUSINESS ENTITY, TOGETHER WITH ITS
BRANCHES OR SUBSIDIARIES, IF ANY, INCLUDING COOPERATIVE ENTERPRISES, MANAGED BY ONE OWNER
OR MORE PREDOMINANTLY CARRIED ON IN ANY SECTOR OR SUBSECTOR OF THE ECONOMY.

4.9"YOUTH" IS A GENERIC TERM WHICH MEANS PERSONS BETWEEN 14 TO 35 YEARS OF AGE.

4.10 “EXEMPTED MICRO ENTERPRISE (EME)” IN TERMS OF THE GENERIC CODES OF GOOD PRACTICE, IT
REFERS TO AN ENTERPRISE WITH AN ANNUAL TOTAL REVENUE OF R 10 MILLION OR LESS.

4.11 "QUALIFYING SMALL ENTERPRISE (QSE)” IN TERMS OF THE GENERIC CODES OF GOOD PRACTICE, IT |
REFERS TO AN ENTERPRISE WITH AN ANNUAL TOTAL REVENUE OF BETWEEN R 10 MILLION AND R 50
MILLION

| 4.12 “SPECIFIC_GOALS "REFERS TO CONTRACTING WITH PERSONS, OR CATEGORIES OF PERSONS, |
P ’}'
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| HISTORICALLY DISADVANTAGED BY UNFAIR DISCRIMINATION ON THE BASIS OF RACE, GENDER OR |
DISABILITY AND IMPLEMENTING PROGRAMME AS PUBLISHED IN THE GOVERNMENT GAZETTE NO. 16085

DATED 23 NOVEMBER 1994.
4.13 80/ 20 PREFERENCE POINT SYSTEM
TENDERERS WILL BE AWARDED POINTS AS FOLLOWS:

a) TENDER PRICE ; 0 POINTS

b) WOMEN OWNERSHIP . 06 POINTS

c) BLACK OWNERSHIP . 12POINTS SPECIFIC GOALS - MAXIMUM OF 20 POINTS
d) SMME'S (EME OR QSE) : 02 POINTS

TOTAL 100 POINTS

4.14 THE POINTS SCORED FOR SPECIFIC GOALS WILL BE ADDED TO THE POINTS SCORED FOR PRICE AND
THE TOTAL MUST BE ROUNDED OFF TO THE NEAREST 2 DECIMAL PLACES

4.15 TENDER PRICE
THE FOLLOWING FORMULA WILL BE USED TO CALCULATE THE POINTS OUT OF 80 FOR PRICE IN RESPECT

OF TENDER WITH A RAND VALUE NOT EXCEEDING R 50 MILLION (INCLUSIVE OF ALL APPLICABLE TAXES).
THE LOWEST ACCEPTABLE TENDER MUST SCORE 80 POINTS FOR PRICE, AND OTHER TENDERS WHICH
ARE HIGH IN PRICE MUST SCORE FEWER POINTS , ON PRO RATA BASIS.

Pt — Pmin
Ps =80 (1 - - )
| Pmin
WHERE -
PS = POINTS SCORED (AWARDED) FOR PRICE OF TENDER UNDER CONSIDERATION
PT = PRICE OF TENDER UNDER CONSIDERATION; AND
PMIN = PRICE OF THE LOWEST ACCEPTABLE TENDER

| 416 SPECIFIC GOALS

4.16.1 % OWNED BY PEOPLE WHO ARE WOMEN

A MAXIMUM OF SIX (06) POINTS WILL BE AWARDED TO A TENDERER WHO IS A WOMAN. EQUITY OWNERSHIP
FOR WOMEN WILL BE DETERMINED BY THE % OF THE ENTERPRISE OWNED BY SUCH A PERSON OR BY THE %
OF SHARES OWNED BY MEMBER/S WHO ARE ACTIVELY INVOLVED IN THE DAY TO DAY MANAGEMENT OF THE
COMPANY OR ENTERPRISE. DOCUMENTS REQUIRED ARE DETAILED ON ANNEXURE B ABOVE AND MUST BE
SUBMITTED WITH THE RFQ/BID RESPONSE TO CLAIM POINTS.

% OF ENTERPRISE OWNED BY WOMEN---------- %

THUS, POINTS AWARDED:  6x | %wo  _

100

4.16.2 % OWNED BY BLACK PEOPLE

A MAXIMUM OF TWELVE (12) POINTS WILL BE AWARDED TO A TENDERER WHO IS A BLACK AND DID NOT HAVE
VOTING RIGHTS ACCORDING TO THE DEFINITION OF AN HDI. EQUITY OWNERSHIP FOR BLACKS WILL BE
DETERMINED BY THE % OF THE ENTERPRISE OWNED BY SUCH A PERSON OR BY THE % OF SHARES OWNED
' BY MEMBERS WHO ARE ACTIVELY INVOLVED IN THE DAY TO DAY ACTIVITIES OF THE COMPANY OR |

SV
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ENTERPRISE. DOCUMENTS REQUIRED ARE DETAILED ON ANNEXURE C ABOVE AND MUST BE SUBMITTED WITH
THE RFQ/BID RESPONSE TO CLAIM POINTS.

% OF ENTERPRISE OWNED BY BLACK PERSON(S) WHO DID NOT HAVE VOTING RIGHTS.................... %

‘ %BO
100

THUS, POINTS AWARDED: 12 x ‘

4.17 SMALL,MEDIUM AND MICRO ENTERPRISES (SMME’S)
A MAXIMUM OF TWO (2) POINTS WILL BE AWARDED TO A TENDERER WHO IS CLASSIFIED AS SMME

IS THE COMPANY CLASSIFIED AS EME OR QSE? DOCUMENTS REQUIRED ARE DETAILED ON ANNEXURE D
ABOVE AND MUST BE SUBMITTED WITH THE RFQ/BID RESPONSE TO CLAIM POINTS.

YES = 2POINTS |

NO = 0 POINT

4.18 THE DEPARTMENT CAN ONLY AWARD POINTS PROVIDED SUFFICIENT INFORMATION AND REQUIRED
DOCUMENTS ARE CORRECTLY COMPLETED AND RETURNED WITH THE PROPOSALS IN LINE WITH LIST OF
RETURNABLE DOCUMENTS ON PARAGRAPH THREE (3) ABOVE. POINTS OBTAINED FOR PRICE SHOULD BE
ADDED TO POINTS OBTAINED FOR SPECIFIC GOALS.

4.19 INFORMATION ON THE DETAILED CSD FULL REPORT (DIRECTORS / SHAREHOLDERS) SHOULD BE THE
SAME AND SUPPORTED BY COPIES OF IDENTITY DOCUMENTS AND COMPANY REGISTRATION DOCUMENTS

| ISHAREHOLDER CERTIFICATES.

5. CRITERIA FOR BREAKING DEADLOCK IN SCORING

a) IF TWO OR MORE OF THE TENDERERS HAVE SCORED EQUAL TOTAL NUMBER OF POQINTS, THE
CONTRACT WILL BE AWARDED TO THE TENDERER THAT SCORED THE HIGHEST POINTS FOR SPECIFIC
GOALS;

b) IF TWO OR MORE TENDERES SCORE EQUAL TOTAL NUMBER OF POINTS IN ALL RESPECTS, THE AWARD
WILL BE DECIDED BY THE DRAWING OF LOTS

6. DELIVERIES

a. ALL DELIVERIES MAY BE ACCOMPANIED BY A DELIVERY NOTE OR AN INVOICE OF AN OFFICIAL
PURCHASE ORDER NUMBER AGAINST WHICH THE DELIVERY HAS BEEN AFFECTED

b. DELIVERIES NOT COMPLYING WITH THE PURCHASE ORDER FORM MAY BE RETURNED TO THE
SUPPLIER(S) AT THE SUPPLIER'S EXPENSE. THE DEPARTMENT WILL NOT BE LIABLE FOR PAYMENT OF
INCORRECTLY DELIVERED GOODS OR SERVICE

c. BIDDERS SHOULD INDICATE THE PLANNED DELIVERY PERIOD (IN DAYS) FROM THE |
DATE AN ORDER IS ISSUED -

| 7. POPIA DISCLAIMER

7.1 COMPLIANCE WITH PERSONAL INFORMATION ACT, 4 OF 2013

PERSONAL INFORMATION SHARED WITH THE DEPARTMENT OF TOURISM (DEPARTMENT) SHALL BE TREATED
WITH CONFIDENTIALITY AND IN COMPLIANCE WITH THE PROTECTION OF PERSONAL INFORMATION ACT, 4 OF
2013 (POPIA) AND OTHER APPLICABLE LAWS. FOR PURPOSES OF THIS DISCLAIMER, “PERSONAL INFORMATION”
SHALL BE DEFINED AS DETAILED IN THE PROMOTION OF ACCESS TO INFORMATION ACT, ACT 2 OF 2000 (PAIA) |
_AND_POPIA, AND ‘PROCESSING” AND ‘FURTHER PROCESSING” SHALL BE READ, INTERPRETED AND |
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UNDERSTOQOD AS DETAILED AND DEFINED IN POPIA.
7.2 CONSENT TO PROCESSING AND FURTHER PROCESSING OF PERSONAL INFORMATION

THE DEPARTMENT MAY PROCESS AND FURTHER PROCESS RECEIVED PERSONAL INFORMATION, INTERNALLY
OR EXTERNALLY, IN THE EXECUTION OF ITS MANDATE AND/OR AS REQUIRED BY LAW. THE DEPARTMENT MAY
SHARE PERSONAL INFORMATION WITH ITS SERVICE PROVIDERS, AGENTS, CONTRACTORS, LEGAL AND OTHER
PROFESSIONAL ADVISORS AUTHORISED TO PROCESS THIS INFORMATION. THE DEPARTMENT MAY THUS
PLACE RECEIVED PERSONAL INFORMATION IN THE PUBLIC DOMAIN DUE TO THE NATURE AND REQUIREMENTS
OF ITS WORK.

7.3 FURTHER PROCESSING OF PERSONAL INFORMATION

YOU FURTHER GRANT THE DEPARTMENT EXPRESS AND/OR IMPLIED PERMISSION TO FURTHER PROCESS
RECEIVED PERSONAL INFORMATION AND PLACE IT IN THE PUBLIC DOMAIN, IN THE EXECUTION OF ITS
MANDATE AND STATUTORY OBLIGATIONS.

7.4 DUTY OF CARE

THE DEPARTMENT VALUES YOUR PRIVACY AND SHALL TAKE ALL REASONABLE MEASURES TO PROTECT
RECEIVED PERSONAL INFORMATION.

7.5 EXEMPTION FROM LIABILITY

THE DEPARTMENT (INCLUDING ITS OFFICIALS AND/OR EMPLOYEES) ACCEPTS NO LIABILITY WHATSOEVER, FOR
ANY LOSS, DAMAGE (WHETHER DIRECT, INDIRECT, SPECIAL OR CONSEQUENTIAL) AND/OR EXPENSES OF ANY
NATURE WHATSOEVER WHICH MAY ARISE AS A RESULT OF, OR WHICH MAY BE ATTRIBUTABLE DIRECTLY OR
INDIRECTLY, FROM INFORMATION MADE AVAILABLE HEREIN, OR ACTIONS OR TRANSACTIONS RESULTING

THEREFROM

'NO | SCOPE OF WORK (DESCRIPTION SERVICES OR GOODS) QUANTITY | AMOUNT

'1. | COURSE DETAILS 10

Learning Programme Name: Business Writing Training
Target number of delegates: 10

Target: Salary level 4 - 10 ‘
Training days: 3 days

2. | PROOF OF ACCREDITATION (SETA OR DHE)

Training Service Provider profile and references

Course content aligned to registered unit Standards with SETA |
Programme to Achieve Specified Objectives

Credits: NQF Level 4 or 5 ‘

3. | LETTER OF ACCREDITATION
Valid SETA issued Learning Programme Approval Letter ‘
Service provider, Facilitator, assessor and Moderator

4. | SPECIFIC LEARNING OUTCOMES ALIGNED TO SAQA WHERE APPLIANCE

The course content should include the following areas:

*  Applying correct use of grammar, punctuation and speliing to a business text. ‘

» Applying the correct use of business terminology to specific communication pieces.

* How to ensure that the communication style is appropriate for the target audience taking
care not to use inappropriate or offensive language and terminology.

* How to present the same information in different ways.

o  Checking the information to ensure factual accuracy. ‘

» How to appropriately structure information to ensure a logical flow throughout the text.

e How to apply correct use of message tone. ‘

» How to avoid the use of inappropriate technical terms and jargon. 1,
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e How to apply the conventions of plain language to enhance readability.

o How to proof read the text to ensure correctness.

+ How to apply correct use of layout and formatting techniques to enhance readability.
+ Applying industry and legislative requirements to texts as appropriate.

Learners should be able to:

¢ Use textual features and conventions specific to texts

o |dentify the intended audience for the communication

¢ Identify the purpose of a text

e Select the appropriate text type, format and layout for the purpose
e Organise and structuring a technical text appropriately

e Use appropriate grammar conventions

e Draft and editing a technical text

¢ Recognise errors and checking for accuracy

e Present the same information in different ways

e Use plain language in business

TRAINING MUST ICNLUDE:

Learning Material
Facilitation
Assessment
Moderation
Cettification

LEARNING STYLE

Face to face

MEDIA

The teaching and learning media and modes of delivery to achieve the intended learner
outcomes are the responsibility of the service provider.

'LOGISTICS

Training should be within Pretoria
| Meet all OHS requirements, have security and access controls, appropriate provision of
refreshments/lunch

SUPPLY CHAIN MANAGEMENT REQUIREMENTS

10.

Meet all supply chain management requirements highlighted in Annexures A-E

Payment procedure: Payment is part payment that consist of two portions, 75% will be paid after
the completion of attendance and the 25% will be processed after the receipt of the Certificates
after the course date.

The service provider must demonstrate that they have experience and skills to undertake
the required task. Allinterested service providers are required to submit the following:

» Detailed proposal(s) should highlight the understanding of the programme context and
assignment;

»  Experience and track record in offering and delivering similar projects of training to large
number of audience or custom tailored for an organisation

' MONITOR PROVISION TO ENSURE THAT THE SPECIFICATION ARE FOLLOWED

-f‘ [
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| Administer attendance in partnership with the Department
Provide evaluation report
Submission of invoice after training and after delivery of competence Certificates.

TOTAL PRICE EXCLUDING VAT |

VAT@ 15 % (ONLY IF THE BIDDER/SUPPLIER IS REGISTERED FOR VAT)

| GRAND TOTAL INCLUDING VAT (TOTAL BID OR RFQ PRICE)

NB: FAILURE TO SUBMIT DULY COMPLETED FORMS AND SIGNED AUTHORISATION DECLARATION, WITH THE
REQUIRED ANNEXURE(S), IN ACCORDANCE WITH THE ABOVE PROVISIONS MAY INVALIDATE THE BID FOR SUCH

%OQS‘GR’SERVICES OFFERED.
2/

P

NAME AND SURNAME <. S /. INIEOST

DESIGNATION: DIRECTOR (ACTING): Hﬁl“{"{ G
DATE: Z'-?—/ 03/202,%

SV
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