
[image: ]
[image: ]








RFB 3237 2026: REQUEST FOR BID FOR THE  APPOINTMENT OF A MARKETING AGENCY TO PROVIDE CREATIVE AND STRATEGIC MARKETING SERVICES FOR A PERIOD OF THREE YEARS .
ERP No: 323010
TECHNICAL ,PRICING AND PREFERENCE POINTS REQUIREMENTS












Contents
1.	Introduction	3
2.	Scope of Bid	3
2.1	Scope of Work	3
2.2	Delivery address	3
3.	Requirements	4
3.1	Scope of Work	4
4.	Bid Evaluation Stages	7
4.1	Mandatory administrative responsiveness (Stage 1)	7
4.1.2	Registered Supplier	7
4.1.3	Bid Submission Instructions	7
4.2	Technical returnable documents	7
4.2.1	Instruction and evaluation criteria	7
4.2.2	Technical mandatory requirements (Stage 2)	8
4.3	Special Conditions of Contract Verification (Stage 3)	10
4.4	Costing and Preference Points Evaluation (Stage 4)	16
4.4.1	Costing and Preference Evaluation	16
4.4.2	Costing and Pricing Conditions	16
4.4.3	Bid Pricing Schedule	17
Annexure A: Bidder substantiating evidence	23
5.	Technical Mandatory Requirement Evidence	23
5.1	Bidder Experience and Capability Requirements	23
5.2	Special Conditions of Contract	24
5.3	Preference Points Preferential Goals Evidence	25

	eOSCM-00006 v2.0
	RESTRICTED
	1 of 4
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[bookmark: _Toc222252166]Introduction
[bookmark: _Toc138245068][bookmark: _Toc214914072][bookmark: _Toc221871625]Purpose
The purpose of this submission is to formally submit a request for approval to proceed with the Request for Bid (RFB) process to appoint a Marketing Agency to provide creative and strategic marketing related services to enable the profiling and positioning of the SITA brand and promotion of services and for all the marketing services required by the organisation for a period of three (3) years.
1.1 [bookmark: _Toc138245069][bookmark: _Toc214914073]Background

The primary purpose of the SITA Marketing business unit is to position SITA as a strategic enabler of the government’s digital transformation agenda, and as the leading ICT agency and trusted partner to the public sector. To achieve this, the marketing team is tasked with promoting the SITA brand, driving demand for its services, and enabling awareness and understanding of its offerings through targeted engagement platforms, campaigns, and marketing materials.
To effectively support the organisation’s vision and strategic objectives, the Marketing unit requires the services of a creative marketing agency that can deliver high-quality, impactful, and aligned marketing deliverables across multiple platforms. This partnership is critical in enabling the team to:
· Professionally profile and reposition the SITA brand, showcasing modernised, innovative, and relevant service offerings aligned with SITA’s transformation journey.
· Creatively express and amplify strategic programmes, product campaigns, thought leadership content, stakeholder communications, and public sector engagements.
· Ensure brand consistency, coherence, and professionalism across all external-facing materials, platforms, and events.
· Develop a full suite of marketing collateral and sales tools that effectively communicate the value of SITA’s services to key audiences.
· Enhance SITA’s visibility and credibility as an ICT leader in government through strategic messaging and storytelling.
· Provide the agility and creative capacity needed to respond to emerging needs, scale execution, and support ongoing campaigns in line with the organisation’s operational and strategic calendar.
· The agency will act as an extension of the internal marketing team, bringing specialised expertise, creative innovation, and executional support—to ensure SITA can meet its communications and positioning objectives effectively and efficiently. 
[bookmark: _Toc222252167]Scope of Bid
[bookmark: _Toc222252168]Scope of Work
The primary responsibility of the Marketing Agency is to create effective strategies to promote the SITA brand, products and services. This involves conducting market research, identifying target audiences, and developing tailored internal and external marketing campaigns to reach and engage potential and existing customers. Additionally, marketing agency will handle various aspects of advertising, including creating compelling content, designing eye-catching visuals, and placing advertisements in appropriate channels such as out of home, print, digital, and social media, radio and Television.
1. Strategic Marketing and Brand Management
· Development of integrated marketing strategies and campaign concepts
· Support with brand development and brand positioning
· Market research, audience insights, and competitive analysis
· Development of annual or project-based marketing plans
· Creation or enhancement of the corporate identity manual (CVI/CI guide)
· Brand application across all channels and platforms
· Quality control and consistency checks on all branded materials and BTL collateral 
· Design approval and brand guardianship role
· Design apparels for our spotting codes 
2. Creative Concept Development and Execution of Internal and External Marketing Campaigns (IMC)
· Generate and develop creative concepts for integrated marketing campaigns
· Produce design and copywriting for above-the-line (ATL), below-the-line (BTL), and digital channels
· Create design and copywriting assets for SITA’s products and services
· Develop campaign messaging frameworks, including taglines and key messaging
· Present concept proposals supported by mock-ups, mood boards, and key visual elements
· Ensure message consistency across all communication touchpoints and platforms
· Collaborate with cross-functional teams to align campaign objectives, deliverables, and timelines
· Plan and develop content for multi-channel rollouts (social media, web, print, PR, events, etc.)
· Oversee the adaptation of campaign materials for various audience segments and regions
· Coordinate with media, PR, and digital teams to ensure cohesive execution
· Monitor and refine creative assets based on campaign performance and audience insights
· Plan , Execute, Manage and monitor internal and external campaigns 
· Maintain brand integrity through adherence to corporate brand guidelines and tone-of-voice standards
3. Graphic Design and Production
· Design of print and digital collateral (brochures, flyers, posters, OOH etc.)
· Layout and design for publications, presentations, and reports
· Packaging design 
· Adaptation and resizing of creatives for various platforms
4. Digital Marketing and Content Creation
· Creation of digital assets for social media, websites, and email campaigns
· Content creation: copywriting, video production, animation, infographics
· Social media content calendars and campaign support
· Web banners, landing pages, and interactive media design
4.1.  Digital Marketing Strategy and Execution
· Develop and implement a digital marketing strategy aligned with SITA’s communication goals, target audiences (e.g. government departments, industry partners, employees, and the public), and key service offerings.
· Identify and recommend emerging digital platforms for our organization. In an ever-evolving technological landscape, we aim to leverage the latest technologies to effectively promote our campaigns both internally and externally. Identify and optimise the use of relevant digital platforms, including but not limited to:
· SITA’s website
· LinkedIn
· Twitter/X
· YouTube
· Email marketing and newsletters
· Paid media (Google Ads, LinkedIn Ads, etc.)
· Drive targeted traffic, raise awareness of SITA’s initiatives, and enhance brand credibility using digital tools and techniques.

4.2.  Social Media Management and Engagement
· Create a social media content plan with a clear editorial calendar aligned to strategic events, milestones, and campaigns.
· Design engaging, informative, and professional content for social media posts, including:
· Static graphics
· Carousels
· Short-form videos
· Infographics
· Live coverage content for events
· Recommend and manage boosted/promoted posts to amplify reach when needed.
· Monitor performance metrics and assist in community engagement by responding to comments, questions, and direct messages (as per agreed scope with internal team).
4.3.  Website Content Support
· Develop and maintain compelling web content to reflect current campaigns, updated services, leadership messages, and news.
· Create landing pages or microsites (as needed for major campaigns or events) optimised for usability, accessibility, and user experience.
· Work with SITA’s web team to ensure consistent visual identity and message architecture across digital properties.
4.4.  Content Creation and Production
· Plan and develop original content that is visually appealing, easy to understand, and aligned with SITA’s brand voice and tone. Content types include:
· Explainer videos and animations to break down SITA services and products
· Service offering toolkits (infographics, use-case one-pagers, FAQs)
· Thought leadership articles, blog posts, and opinion pieces
· Internal communications content (videos, posters, newsletters)
· Event-related content, including promotional videos, teaser campaigns, and post-event highlights
· Translate complex ICT jargon into clear, user-friendly content that resonates with both technical and non-technical stakeholders.
4.5.   Email Marketing 
· Design and distribute email marketing campaigns to engage stakeholders with important updates, invitations, service announcements, or newsletter content.
· Provide design and copywriting support for:
· Campaign mailers
· Event invitations
· Surveys and feedback forms
· Ensure integration with any existing CRM or stakeholder management platforms, ensuring consistency and personalisation where possible.
4.6. Analytics, Reporting, and Optimisation
· Track and report on digital campaign performance, including:
· Reach and impressions
· Engagement rates
· Click-through and conversion metrics
· Social listening insights
· Recommend data-driven improvements and content adaptations to improve performance and audience engagement.
· Provide monthly or campaign-based performance dashboards and feedback reports.
5. Media Planning and Buying 
· Development of media strategies and channel mix recommendations
· Media buying for TV, radio, print, digital, and outdoor
· Negotiation with media houses and management of placements
· Post-campaign reporting and media performance analysis
6. Event Branding and Campaign Support
· Development of event identity and branding assets (logos, themes, signage)
· Support for exhibitions, conferences, and activations
· Branded collateral for events (lanyards, banners, programmes, etc.)
· Promotional item design and packaging
7. Video and Multimedia Production
· Concept development and scripting for corporate videos, case studies, and documentaries
· Production, editing, and post-production (motion graphics, animation, subtitles)
· Livestreaming support, if applicable
· Voice-over recording and translation services
8.   Printing and production of marketing collateral, including:
· Coordination with printing vendors to ensure high-quality outputs
· Quality control and proofing of all printed materials
· Management of delivery and logistics for printed and promotional items
· Production of promotional and branding materials based on the approved design and look and feel
9. Packaging of SITA’s Services and Products
· Translate technical or complex ICT offerings into clear, simplified, and compelling value propositions that are easy for target audiences to understand.
· Develop marketing toolkits that include product/service brochures, explainer videos, infographics, presentation decks, use-case scenarios, and FAQs.
· Support internal teams by packaging services in a way that enables effective client engagement and demand generation.
· Ensure alignment with brand tone, language, and visual identity across all materials.
· Develop and establish a naming convention for our products and services.
10.  Reporting and Performance Monitoring
· Campaign performance tracking and reporting
· Creative performance analysis and recommendations
· Regular status meetings and project updates
· Post-project reviews and insights

Note:
Internal and External Integrated Campaigns (IMC) will take place on an ad-hoc basis and will be managed as and when requests are briefed in. Each campaign will be initiated and coordinated based on briefs received from the Marketing. The appointed Marketing Agency will therefore be expected to remain flexible and responsive to varying timelines and requirements. 
[bookmark: _Toc222252169][bookmark: _Toc222252170]Delivery address
 
	[bookmark: _Hlk132717217]#No
	Province
	Site Address

	1.
	Gauteng
	SITA Erasmuskloof, 459 Tsitsa street, SITA Building, Erasmuskloof, Pretoria



[bookmark: _Toc222252173]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: _Toc127818473][bookmark: _Hlk205364154]Table 2: Bid Evaluation Stages
	Stage
	Description
	Applicable for this bid YES/NO

	Stage 1	
	Mandatory Administrative responsiveness
	YES

	Stage 2 
	Technical Mandatory responsiveness 
	YES

	Stage 3
	Special Conditions of Contract verification
	YES

	Stage 4
	Price / Preference points
	YES



[bookmark: _Toc222252174]Mandatory administrative responsiveness (Stage 1) 
1.1.1 [bookmark: _Toc214914086]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. Registered Supplier
[bookmark: _Toc222252175][bookmark: _Toc222252176]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 RFx.
(b) In the case of joint ventures or consortiums the bidder must demonstrate that at least one of the parties to the bid response attended the briefing session.
[bookmark: _Toc162269211][bookmark: _Toc176151819][bookmark: _Toc194235591][bookmark: _Toc221871631][bookmark: _Toc222252177]Bid Submission Instructions
(a) Bids to be submitted as stated in the Invitation to Bid Document.

[bookmark: _Toc222252178][bookmark: _Toc222252179][bookmark: _Toc222252180]Technical returnable documents
[bookmark: _Toc222252181]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: _Toc222252182]Technical mandatory requirements (Stage 2)

[bookmark: _Toc127818474]Table 3: Technical Mandatory Requirements
	Mandatory Requirements
	Substantiating evidence of compliance (used to evaluate bid)
	Evidence reference (to be completed by bidder)

	1. BIDDER EXPERIENCE AND CAPABILITY REQUIREMENTS 

	a) Bidders must provide a minimum of four (4) contactable references from companies for which they have executed Integrated Marketing Campaigns (IMC) within the past four (4) years from publication date of this Bid.
	The bidder must complete Table 7 by providing reference details and/or provide a reference letter/s from a minimum of four (4) companies to whom they have executed integrated marketing campaigns of varying scales within the past four (4) years from publication date of this Bid.
Note 1: 
The Bidder must provide all of the following information when completing Table 7:

· Company name
· Contact person and/or email address
· Scope of work for the campaign and details of the IMC rollout across all touchpoints/channels
· Campaign starts and end dates
· Portfolio of evidence, which must include campaign strategies developed, performance analytics, photographs, and artwork created for the campaigns
Note 2: 
The reference letter/s should be on the referees’ company letterhead and include all of the following information: 
· Company name
· Contact person and/or email address
· Scope of work for the campaign and details of the IMC rollout across all touchpoints/channels
· Campaign starts and end dates
· Portfolio of evidence, which must include campaign strategies developed, performance analytics, photographs, and artwork created for the campaigns
Note 3: 
Failure to submit reference letter/s and/or to complete Table 7 fully as indicated above will result in disqualification.
Note 4: 
SITA reserves the right to verify all information submitted by the bidders.

	<provide unique reference to locate substantiating evidence in the bid response – see Annex A, par 4.1 a, b, and c >

	b) Project Team Requirements
	The bidder must provide dedicated Account Managers with a minimum of five (5) years’ experience in marketing agency account management, demonstrating proven expertise in managing and interpreting client campaign briefs.
Bidders are required to submit the CVs of the a two (2) Account Managers who will be assigned to manage our account. Each CV should clearly highlight experience in handling multiple Integrated Marketing Campaigns (IMC).
The submission of these CVs will serve as evidence of the bidder’s capability to manage the full scope of IMC requirements.
	

	c) The Bidder must provide a detailed Company Profile
	Submit a detailed overview of the organisation, including its history, mission statement, and key achievements.
Organisational structure highlighting key departments, roles, responsibilities and key personnel who will be working on our account, along with their relevant experience.
	

	2.SPECIAL CONDITIONS OF CONTRACT ACCEPTANCE

	The Bidder must accept ALL the following:
All the Special Conditions of Contract (SCC) as stated in section 3.3.
	[bookmark: _Hlk201230220][bookmark: _Hlk210851586]The Bidder must acknowledge the Special Conditions of Contract (SCC) as stated in section 3.3 by signing the declaration of compliance and acceptance of SCC in section 3.3.2.
NOTE (1): 
SITA reserves the right to verify the information provided.

NOTE (2): 
Failure to complete and sign the SCC in section 3.3.2 will result in disqualification.
	
<provide unique reference to locate substantiating evidence in the bid response – see Annex A, par 4.2>



[bookmark: _Toc222252183][bookmark: _Toc222252184][bookmark: _Toc222252185][bookmark: _Toc222252186][bookmark: _Toc222252187][bookmark: _Toc222252188]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.
1.1.2 Special Conditions of Contract 
1.1.2.1 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.
1.1.2.2 Delivery Address
(a) The supplier must deliver the required products or services at as indicated in Section 2.2, Delivery Address
1.1.2.3 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
(iii) All mission critical sites will be managed on a 24 x 7 x 365 basis 
(b) 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.

1.1.2.4 Regulatory, Quality and Standards
a. The Supplier must for the duration of the contract ensure compliance with ISO/IEC General Quality Standards, ISO27001, and Protection of Personal Information Act (POPIA).
b. The Supplier must for the duration of the contract ensure compliance with General Quality Standards, ISO 9001.
1.1.2.5 Company and Personnel Security Clearance Requirements 
(a) 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:
(i) Copy of company registration documentation.
(ii) Copy(ies) of identity documentation of Director(s), Member(s) or Trustee(s). 
(iii) Copy of valid tax clearance certificate. 
(b) 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:
(i) Copy of identity document.
(ii) Copy(ies) of qualification(s) if SITA requires verification thereof.
(iii) Fingerprints – will be taken electronically.
(iv) Signed consent form for the conduct of background checks. 
(c) 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:
(i) Completed Z204 or DD1057 security clearance application form.
(ii) Fingerprints.
(iii) 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.      

1.1.2.6 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.
1.1.2.7 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).
1.1.2.8 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.
1.1.2.9 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.
1.1.2.10 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.
1.1.2.11 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.
1.1.2.12 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.
1.1.2.13 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.
1.1.3 [bookmark: _Toc106894479]Declaration of compliance and acceptance SCC
I (we), the bidder hereby declare that I (we) accept ALL the Special Conditions of Contract as specified in par 3.3.2 above and shall comply with all stated obligations:

Name of Bidder:_____________________________	Signature: _________________________

Date:______________
	
[bookmark: _Toc222252189][bookmark: _Toc222252190][bookmark: _Toc222252191][bookmark: _Toc222252192][bookmark: _Toc222252193][bookmark: _Toc222252194][bookmark: _Toc222252195][bookmark: _Toc151325585][bookmark: _Toc215567200][bookmark: _Toc221871636][bookmark: _Toc222252196]Costing and Preference Points Evaluation (Stage 4)
1.1.4 [bookmark: _Toc214914095][bookmark: _Toc221871637][bookmark: _Toc222252197]Costing and Preference Evaluation
(1) In terms of the SITA Preferential Procurement Policy (PPP), the following preference point system is applicable for this Bid:
(a) the 80/20 system (80 Price, 20 Specific Goals) for requirements with a Rand value of up to R50 000 000 (all applicable taxes included).
(2) The Bidder must complete the 80/20 preference point system based on the offer submitted by the Bidder and submit proof of documentation required in terms of this tender.
(3) Points will be allocated for each of the Preferential Goal Requirements for this tender as indicated in table 4. 
(4) Points for this tender shall be awarded for: 
0. Price; and
0. Preference points for specific goals.
                                                                        Table 4 Points allocation
	Description
	Points


	Price
	80

	Preference points for specific goals
	20

	Total points for Price and preference points for specific goals
	100


	
1. [bookmark: _Toc195712288][bookmark: _Toc202266171][bookmark: _Toc215567202][bookmark: _Toc221871638][bookmark: _Toc222252198][bookmark: _Toc72441262][bookmark: _Toc80563735]Costing and Pricing Conditions 
1. SOUTH AFRICAN PRICING
The total price must be VAT inclusive and be quoted in South African Rand (ZAR).	
1. TOTAL PRICE
2.1  Bidder will be bound by the following general costing and pricing conditions, and SITA reserves the right to negotiate the conditions or automatically disqualify the bidder for not accepting these conditions:
(a) All quoted prices are the total price for the entire scope of required services and deliverables to be provided by the bidder.
(b) The cost of delivery, labour, S&T, overtime, etc. must be included in this bid.
(c) All additional cost must be clearly specified.
(d) SITA reserves the right to negotiate pricing with the successful bidder prior to the award as well as envisaged quantities.
2.2 These conditions will form part of the Contract between SITA and the bidder. However, SITA reserves the right to include or waive the condition in the Contract.
2.3 The bidder must complete the declaration of acceptance as per section 3.5 below by marking with an “X” either “ACCEPT ALL”, or “DO NOT ACCEPT ALL”, failing which the declaration will be regarded as “DO NOT ACCEPT ALL” and the bid will be disqualified. 
1. [bookmark: _Toc195712289][bookmark: _Toc202266172][bookmark: _Toc215567203][bookmark: _Toc221871639][bookmark: _Toc222252199][bookmark: _Hlk216040392]Bid Pricing Schedule
(a) Bidders must complete the bid pricing schedule in the Excel spreadsheet format provided and include this as part their submission.

Note:
Bidders must complete and submit bid pricing in the provided Excel spreadsheet format, and any pricing schedule submitted in a different format will not be considered.



1.2 Declaration of Acceptance

	
	ACCEPT ALL
	DO NOT ACCEPT ALL

	1. The bidder declares to ACCEPT ALL the Costing and Pricing conditions as specified in par 3.4.2  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 3.4.2  above by - 
1. Indicating with an “X” in the “DO NOT ACCEPT ALL” column, and;
1. 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.



	
1.3 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 table 6.
(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
(i) The Bidder must complete either the 80/20 preference point system based on the offer submitted by the Bidder and submit proof or documentation required in terms of this tender.
(ii) The specific Preferential Goal Requirements for this tender is indicated in table 5 below.
(iii) 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.
(iv) 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.
(v) 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.
(vi) 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.
(vii) 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.
(viii) Bidders need to keep auditable substantive records / evidence and upon request by SITA must be made available for audit and, or due diligence purposes.
(ix) 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.
(x) SITA reserves the right to verify information / evidence provided by the Bidder.
(xi) 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 (v), (vi)and (vii) above.

                                                                                                                 Table 5: Preference Goal Requirements
	Preference Goal Requirement #
	Preferential Goal Requirements
	Preferential Goal Requirements 

	
	Preferential Goal Requirements allocated for this tender
	
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 
	Evidence Reference

	
	B-BBEE Requirements
	 

	1)
	B-BBEE Requirements
Promotion of Transformational Objectives.
	Evidence:
The Bidder must provide a copy of the following relevant evidence for the Preferential Goal points which the Bidder qualifies for:
a) Columns A, B, C and D in table 6
Copy of relevant proof of the following to confirm the B-BBEE status of the contributor as defined in the Broad-Based Black Economic Empowerment Act:
(i) B-BBEE certificate (from a SANAS Accredited Agency);
or 
Sworn affidavit in the format provided by CIPC - Applicable to EMEs and QSEs only;
and/ or
b) Column D in table 6
Copy of South African Identification Document (ID); and/ or
c) Column E in table 6
Copy of Medical Certificate clearly indicating the disability in line with the B-BBEE status claimed as defined in the Broad-Based Black Economic Empowerment Act.

Note:
The CIPC (Companies and Intellectual Property Commission) registration documents will also be used as evidence to confirm compliance to the Preferential procurement requirements as part of the evaluation process.

Points allocation:
Points will be allocated for bidders that meets the requirements as indicated in either table 6 in section 3.6

	<provide unique reference to locate the substantiating evidence in the bid response – Annex A, par 4.3>













Table 6: B-BBEE Points as part of the Preference Goal requirements (Preferential Goal Requirements for (80/20) system)
Note: Bidder to select the section for points they wish to claim (Mark as Y=Yes) in the table below.
		
	
	
	
	Ownership 
	
	
	

	
	Reference #
	Contributor Level as defined in the Broad-Based Black Economic Empowerment Act
	EME/QSEs
	Black Owned
(BO)
(51% or more)
	Black Woman Owned
(BWO)
(More than 30%)
	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)
	 
	

	
	1
	Level 1
	6
	4
	4
	4
	2
	20
	 
	

	
	2
	Level 1
	6
	4
	2
	2
	0
	14
	 
	

	
	3
	Level 1
	6
	4
	2
	0
	0
	12
	 
	

	
	4
	Level 1
	6
	4
	0
	0
	0
	10
	 
	

	
	5
	Level 2 and 3
	4
	2
	1
	1
	1
	9
	 
	

	
	6
	Level 2 and 3
	4
	2
	1
	1
	0
	8
	 
	

	
	7
	Level 2 and 3
	4
	2
	1
	0
	0
	7
	 
	

	
	8
	Level 2 and 3
	4
	2
	0
	0
	0
	6
	 
	

	
	9
	Level 4 and 5
	2
	1
	0,5
	0,5
	0,5
	4,5
	 
	

	
	10
	Level 4 and 5
	2
	0,5
	0,5
	0,5
	0
	3,5
	 
	

	
	11
	Level 4 and 5
	2
	0,5
	0,5
	0
	0
	3
	 
	

	
	12
	Level 4 and 5
	2
	0,5
	0
	0
	0
	2,5
	 
	

	
	13
	Level 6
	0
	 
	0
	0
	0
	0
	 
	

	
	14
	Level 7
	0
	 
	0
	0
	0
	0
	 
	

	
	15
	Level  8
	0
	 
	0
	0
	0
	0
	 
	

	
	16
	Non-Contributor
	0
	 
	0
	0
	0
	0
	 
	

	
	Total Maximum Score Allocation:
	20
	
	
	
	
	
	
	


F= A+B+C+D+E
	



[bookmark: _Toc222252200]Annexure A: Bidder substantiating evidence
[bookmark: _Toc222252201]Technical Mandatory Requirement Evidence
[bookmark: _Toc222252202]Bidder Experience and Capability Requirements
(a) Complete table below, noting that:
The bidder must complete Table 7 by providing reference details and/or provide a reference letter/s from a minimum of four (4) companies to whom they have executed integrated marketing campaigns of varying scales within the past four (4) years from publication date of this Bid.
          Note 1: 
          The Bidder must provide all of the following information when completing Table 7:
· Company name
· Contact person and/or email address
· Scope of work for the campaign and details of the IMC rollout across all touchpoints/channels
· Campaign starts and end dates
· Portfolio of evidence, which must include campaign strategies developed, performance analytics, photographs, and artwork created for the campaigns
Note 2: 
The reference letter/s should be on the referees’ company letterhead and include all of the following information: 
· Company name
· Contact person and/or email address
· Scope of work for the campaign and details of the IMC rollout across all touchpoints/channels
· Campaign starts and end dates
· Portfolio of evidence, which must include campaign strategies developed, performance analytics, photographs, and artwork created for the campaigns
Note 3: 
Failure to submit reference letter/s and/or to complete Table 7 fully as indicated above will result in disqualification.
Note 4: 
SITA reserves the right to verify all information submitted by the bidders.
[bookmark: _Toc127818477]Table 7: 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 detailed scope information for a project delivered to a customer or client for whom the bidder had successfully executed integrated marketing campaigns of varying scales within the past four(4) years from publication date of this Bid>
	Start Date:
End Date:

	2
	<Company name>
		

	<Person Name>
<Tel>
<email>
	<Provide detailed scope information for a project delivered to a customer or client for whom the bidder had successfully executed integrated marketing campaigns of varying scales within the past four (4) years from publication date of this Bid>
	Start Date:
End Date:

	3
	<Company name>
		

	<Person Name>
<Tel>
<email>
	<Provide detailed scope information for a project delivered to a customer or client for whom the bidder had successfully executed integrated marketing campaigns of varying scales within the past four (4) years from publication date of this Bid>
	Start Date:
End Date:

	4
	<Company name>
		

	<Person Name>
<Tel>
<email>
	<Provide detailed scope information for a project delivered to a customer or client for whom the bidder had successfully executed integrated marketing campaigns of varying scales within the past four (4) years from publication date of this Bid>
	Start Date:
End Date:



(b) Project Team Requirements 

The bidder must provide dedicated Account Managers with a minimum of five (5) years’ experience in marketing agency account management, demonstrating proven expertise in managing and interpreting client campaign briefs.
Bidders are required to submit the CVs of the a two (2) Account Managers who will be assigned to manage our account. Each CV should clearly highlight experience in handling multiple Integrated Marketing Campaigns (IMC).
The submission of these CVs will serve as evidence of the bidder’s capability to manage the full scope of IMC requirements.
(c) The Bidder must provide a detailed company profile:

Submit a detailed overview of the organisation, including its history, mission statement, and key achievements.
Organisational structure highlighting key departments, roles, responsibilities and key personnel who will be working on our account, along with their relevant experience.

1.4 [bookmark: _Toc221871643][bookmark: _Toc222252203][bookmark: _Toc215567210]Special Conditions of Contract
[bookmark: _Hlk210858579]The Bidder must accept ALL the Special Conditions of Contract by completing and signing the declaration of Acceptance in Declaration of compliance and acceptance under the Special Conditions (Section 3.3.2).
NOTE (1): 
Failure to accept ALL the Special Conditions of Contract will result in disqualification.
1.5 [bookmark: _Toc214914103][bookmark: _Toc221871644][bookmark: _Toc222252204][bookmark: _Hlk216195593]Preference Points Preferential Goals Evidence
The Bidder must:
(1) Preference Goal Requirements: 
(a) Bidder to select the section for points they wish to claim (Mark as Y=Yes) in table 6 in section 3.6, dependant on which preference system the Bidder selects in line with section 3.6; and
(b) Provide a copy of the following relevant evidence for the Preferential Goal points which the Bidder qualifies for as set out in table 5 in section 3.6 and attach it here:
(i) Columns A, B, C  and D in table 6
Copy of relevant proof of the following to confirm the B-BBEE status of the contributor as defined in the Broad-Based Black Economic Empowerment Act:
· B-BBEE certificate (from a SANAS Accredited Agency);
or 

· Sworn affidavit in the format provided by CIPC - Applicable to EMEs and QSEs only;
and/ or

(ii) Column D in table 6
Copy of South African Identification Document (ID); 

and/ or

(iii) Column E in table 6
Copy of Medical Certificate clearly indicating the disability in line with the B-BBEE status claimed as defined in the Broad-Based Black Economic Empowerment Act.

Note:
The CIPC (Companies and Intellectual Property Commission) registration documents will also be used as evidence to confirm compliance to the Preferential procurement requirements as part of the evaluation process.
(2) Indicate their commitment to claim points for each of the preference points by signing the relevant section 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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