TERMS OF REFERENCE

Scope of works:

Stage 1: - Space Planning
	  
1. Receive the Client's brief, including organisational charts and business objectives.	 
2. Interview key role players to further access detailed requirements.	 
3. Complete a site survey and prepare as-built plans in Autodesk Revit or similar software to show layouts. 	 
4. Survey existing furniture and equipment relative to planned layouts.	 
5. Design new furniture relative to planned layouts.	 
6. Prepare departmental space standards – existing Vs new office furniture.	 
7. Prepare overall space budget estimates.
8. Receive client approval on budget estimates.	 
9. Prepare detailed space planning layouts for client approval.	 

Stage 2:- Design Concept and Development
	
1. Prepare detailed design concepts and development documentation.
2. Present design concept and receive client comments for final approval.
3. Compile electronic drawings for each area showing intended space provisions, planning relationships and materials and services intended to be used.
4. Prepare “photo” quality 3D’s of key areas x 10	
5. Prepare sample boards showing actual materials intended to be used.
6. Advise Client on estimated costs concerning the initial budget.
7. Advise Client on anticipated project program and potential lead times on local and imported materials.
8. Prepare detailed BOQ for Furniture procurement.	


Stage 3:- Technical Documentation

1. Prepare detailed drawings showing space provisions, floor plans, elevations and sections.
2. Prepare working drawings, detailed specifications and technical documentation necessary to assist in executing and completing the works.
3. Issue all drawings and technical documentation to the approved contractors and suppliers.
4. Member of IID -Institute for Interior Designers professional body will be added advantage



MANDATORY REQUIREMENTS:

Space Planner needs to be based in Durban or not more than 30 km away 

The service provider needs to provide evidence of physical location(official document with physical address)
· Utility bill not older than 3 months with company address 
· Valid current Lease Agreement or proof of ownership
· Media presence -digital foot prints for the company
· [bookmark: _Hlk146094660]Electronic portfolio
· Provide synopsis of their billable hourly rate and how it will apply to a big project



Criteria to be considered:

1. Experience and References:

1. Evidence of a number of years of experience in Corporate Interior Design and Spatial Planning services over the last 3 years. 
Evidence must be provided with a detailed portfolio and pictures of at least 3(three) completed projects. The portfolio must show the duration of completion of the projects in the portfolio.
Service providers to provide company registration documents.
· 3 - 4 years exp – 10 points
· 4 - 6  years exp -15 points
· Seven(7) years & above – 25 points 						
Points - 25 points

2. Work Experience.

Worked on more than five projects greater than 1000m2 in the corporate sector.

· Service provider to support that with letters of Reference not older than three(3) years as per the above specified completed projects on client business letterheads.
· Letters must have complete names and contact telephone numbers of referees.
	
Less than 5 letters of reference. (5 points)
5 letters of reference and above (10 points)
Complete reference letters showing completed project details and containing clear contact details of client. (10 points)						Points - 20 Points

3. [bookmark: _Hlk127270026]Project Plan

The service providers must provide a detail plan for corporate project plan with  stages 1 ,2 , 3   to completion of the project indicating all design work will be completed within twenty-one (21) working days from the date of appointment, as timelines for the fitout are limited. 
· Identify how  often will information sessions be awarded to the HSRC
· List to their reliable suppliers for furniture of not custom made
· Provide HSRC with to four options to create conduvice workspace 
· Work to elevate light into the building 
· Artwork that will enhance the workspace
· Service provider to provide tangible proof of capacity for this project , team members ID,CV and Transport 
· Active Company insurance policy ,for  possible undileverables
Points - 45 Points

4. [bookmark: _Hlk127269955]Service providers are to provide the latest two Financial statements not older than two years. Financial statements must be either reviewed or audited.
Service providers are required to be financially sound. With letter of good standing .

Points - 10 Points


TOTAL POINTS: 100
Service Providers that score below the ( 75%) may not be evaluated further for Price 
