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APPOINTMENT OF A SERVICE PROVIDER TO RENT SERVICED FURNISHED OR CO-WORKING SPACES TO THE HSRC FROM 1 AUGUST 2023 till JANUARY   2024 

The HSRC Durban Office currently based at The Atrium, 430 Ridge Road, Overport require the services of a registered Office Space Company to rent spaces, offices, storerooms, and a boardroom to the HSRC. 

SCOPE OF WORK

To secure the services of a registered service provider, property owner or a company to successfully rent Co-Working spaces, offices, storerooms, parking, and  boardroom to the HSRC for the period 1 August 2023 until 31 January 2024. If permanent space has not been acquired, HSRC will go on a month to month.


THE SUCCESSFUL COMPANY WOULD BE EXPECTED TO:

STANDARD REQUIREMENTS:

1. Rent 10 fully/semi serviced open plan or shared Workstations from 1 August 2023 – 31 January 2024 

2. Rent 10 fully/semi serviced private offices seating for one/two persons from 1 August  2023 – 31 January  2024

3. Rent 2 live Storerooms from 1 August 2023 – 31 January 2024 

4. Rent a minimum of a 14-seater fully serviced board room for meetings for 5 days a month, when required.

5. Secure access controlled parking for HSRC staff members (10 parking bays ) 

6. Parking to rent parking daily or hourly for visitors or additional staff (Option available)

7. Internet – Uncapped High Speed Wi-Fi connectivity over the entire space or
      Ethernet connectivity (20 workstations) 

8. Fully serviced communal bathroom facilities (2 allocated to HSRC optional)

9. Fully/semi serviced Kitchen. Option to bring our fridge, microwave, milk, and tea

10. Availability of refreshments or option to supply our own.

11. Fully serviced lounge or waiting area.

12. 24/7 Access & Security

13. Backup generator or other source of power to continue working during load shedding.
14. Cleaning of rented space 

15. Water & Electricity if applicable- clearly marked.  Charged with rent. 

16. Right to amend rental period either increasing or decreasing the term above

17. Site inspection compulsory

18. The premises to be in the vicinity of 5 to 10 km from current HSRC DBN Office as stipulated above, 430 Ridge Road, Overport.

Criteria to be considered:

1. Experience and References:

Evidence of a minimum of 3 years’ experience of renting co-working Office Spaces over the last three (3) years. 
· 3- 5 years exp – 5 points
· 6-above exp  – 10 points
Service provider to support experience stipulated above with not less than x 2 letters of References not older than three years from previous corporate clients, this must be on a letterhead clearly showing dates and times.
								(10 Points)

2. Space Requirements 

All Workstations including offices 10 x and open plan area 2 x 5 seater open areas.  
· Must be cleaned  a minimum of twice daily - 5 points
· Must have uncapped high speed internet connectivity with ethernet/LAN cable options – 5 points
· IT support must be included – 5 points
(15 Points)

Allocated 2 x Storerooms must have after-hours access for fieldwork access. 
(10 Points)

The 14 Seater Boardroom must include screen and camera for video conferencing and include bottled water as well as tea/coffee for meetings.    	(10 Points) 												


3. Security and Facilities

· Security  officer  and CCTV cameras with recording available for viewing 24/7 - 10 points
· Access controlled and secure parking bays – 5 Points
· Backup power ( generator or other source for load shedding )- 10 points
· Option to install HSRC printers – 5 Points
(20 Points)


4. Financial Statements
Service providers to provide the latest audited or reviewed Financial Statements not older than two years. 
Adverse finding – 1 - point
Qualified approval – 5- points
Unqualified approval – 10 -points 
										(10 Points)





3. Site evaluation 

· Reception Area 			- 2 Points
· Security              			- 2 Points
· Reserved Parking Area  		- 2 Points
· Location to amenities    		- 2 Points
· Office Space for HSRC    		- 2 Points
· Boardroom with screen and camera - 2 Points
· Waiting or Lounge area 		- 2 Points
· Additional visitor parking 		- 2 Points
· Cleanliness			- 2 Points	
· Back-up power evidence 		- 5 Points
· Access for Disabled persons	- 2 Points
 										(25 Points)




TOTAL POINTS: 100

Service Providers that score below the (70%) may not be evaluated further for Price 




SERVICE PROVIDER TO PROVIDE EVIDENCE 

Suppliers provide a website link and supply pictures of all services offered. Ex. Co Working spaces, offices, Storerooms, parking, kitchen Bathroom facilities, Lounge areas, 24/7 Access & Security and cleaning.
	

