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Enquiries:







ONDERSTEPOORT BIOLOGICAL PRODUCTS LTDPRIVATE BAG X7, ONDERSTEPOORT 0110


Ms. Mr, Dr.………………….............................. .
Kindly provide the quotation for the following:  OBP  083/2024/25
PERIOD: 6 MONTHS 
	Compulsory Document Requirements
	Yes/No

	CSD Report (With a Tax Compliant status that is current)
	

	Declarations SBD4 (Completed, signed & submitted)
	

	· One of the two qualification can be submitted to qualify for the post. 

· Higher Certificate in Procurement, Logistics or SCM. (NQF 5) OR Higher Certificate in Supply Chain within Public Sector will be advantageous. (NQF 5)
	

	· At least 3 years’ experience in a Purchasing role.

· Working knowledge of PFMA, National Treasury Regulations. 
· Working knowledge of BBBEE Act and Government procurement principles.  
	

	Detailed Curriculum Vitae to be submitted.
	


NB: Please note that if any of the above requirements is not submitted with the quote it will be an immediate disqualification.

	Quantity
	Item/Product
	Specifications

	TO APPOINT A SERVICE PROVIDER THAT CAN PROVIDE CANDIDATES FOR A PERIOD OF  6 MONTHS FOR THE FOLLOWING POSITION: 2X PROCUREMENT OFFICER.

	BACKGROUND

Onderstepoort Biological Products (OBP) produces veterinary vaccines for livestock protection against bacterial and viral diseases and is a State-Owned Company. The Company is governed by a Board of Directors and an Executive Management Team. 



	OBP therefore invite interested bidders to submit proposals to the company in accordance with the requirements as set out below:

	· SERVICE TO BE PROVIDED
· The successful bidder will be required to provide a dedicated resource to be based at the offices of OBP in Onderstepoort, Pretoria North.

· The Dedicated Resource will receive instructions from the Supply Chain Manager.
· The dedicated resource shall be required to adhere to the company’s office hours (07:30-16:00) Mondays to Fridays or as otherwise directed by the Chief Financial Officer 

· Willing to accept extra responsibilities, projects and functions as delegated by the Supply Chain Manager 
· Willing to work outside normal office hours as the entity is now approaching year end and the audit period, which may require occasional remote work after hours or remote work on weekends.    



	1. JOB PROFILE
Main Outputs and Responsibilities for This Position – (Please provide a short description under each heading/output)
Time spent
1. Effective Sourcing and Purchasing 

· Suppliers sourced and quotations for the best price are obtained according to specifications. 

· Ensure requisition forms are approved by relevant management in accordance with delegation of authority policy.

· Obtain RFQs/Tenders from all suppliers according to PO initiator/requirements.

· Conduct negotiations with suppliers on price and delivery.

· Implement cost saving initiatives and evaluate competitive offers to determine the best one in terms of RFQ process. 

· Ensure requisition forms are in accordance with the Inventory and Procurement SOP (3 quotations and a complete POR).

· Assist in checking, monitoring, and guiding internal staff on the compliance with all company procurement policies. 

· Ensure that all purchase orders are completed as per SOP. 

· Suppliers are contacted on no less than a weekly basis to follow up on orders.

· Old purchase orders are followed up and status updates provided according to the inventory and Procurement Policy. 

· Ensure that the relevant order tracking system is maintained and up to date.

· Liaise with Finance for payment of suppliers. 

· Provide input on Standard Operating Procedures.

· Distribute copies of the RFQ process to end users.

· Generate purchase orders.

· Send signed order to supplier for confirmation of service.

· Inform end user of the suppliers that will render the service or supply goods.

· Verify the invoice against the purchase order.

· Capture new qualifying suppliers on the database.

· Liaise with suppliers with regards to updating of information on the database.
· Administer and maintain all records concerning Requests for Quotation (RFQ).
60%
2. Provide Procurement Support 

· Liaise with suppliers on incorrect, under delivery, over delivery and poor quality of goods delivered. 

· Ensure goods received are captured in the accounting system within the relevant period from delivery by processing a Goods Received Note against the PO placed, as per the SOP.

· Maintain the filing system of suppliers and other Supply Chain documents.

· Arrange meetings with suppliers and internal stakeholders to maintain supplier relationships. 

· Ensure that the Approved Supplier List information is maintained and up to date.

40%

3. Risk and Compliance Management 

· Ensure the mitigation of the department’s risk profile through the application of fraud controls and risk prevention principles and implementing of sound governance and compliance processes and tools to identify and manage risks.

· Responsible for the coordination and maintenance of quality risk management in line with regulatory requirements.

· Drive the implementation of compliance with policies and procedures aimed at strengthening the OBP reputation and stakeholder interface.

· Monitor changes in the regulatory environment and ensure that appropriate operational controls are implemented to address new requirements.

· Support and provide evidence to all internal and external audit requirements.

· Oversee the maintenance and enforcement of related operational Service Level Agreements to minimise business risk and ensure business continuity.

· Ensure adherence in the team to all relevant legislation, including internal policies and procedures throughout the organisation.
· Deviation registers to be maintained and updated.
· Irregular and fruitless expenditure register to be maintained and updated.
TOTAL

100 %

Critical Competencies
Competency

Description

Relating and Networking
Easily establishes good relationships with customers and staff; relates well to people at all levels; builds wide and effective networks of contacts; uses humour appropriately to bring warmth to relationships with others.
Planning and Organising
Sets clearly defined objectives; plans activities and projects well in advance and takes account of possible changing circumstances; identifies and organises resources needed to accomplish tasks; manages time effectively; monitors performance against deadlines and milestones.
Delivering Results and Meeting Customer Expectations
Focuses on customer needs and satisfaction; sets high standards for quality and quantity; monitors and maintains quality and productivity; works in a systematic, methodical, and orderly way; consistently achieves project goals.
Following Instructions and Procedures
Appropriately follows instructions from others without unnecessarily challenging authority; follows procedures and policies; keeps to schedules; arrives punctually for work and meetings; demonstrates commitment to the organisation; complies with legal obligations and safety requirements of the role.
Applying Expertise and Technology

Applies specialist and detailed technical expertise; uses technology to achieve work objectives; develops job knowledge and expertise (theoretical and practical) through continual professional development; demonstrates an understanding of different organisational departments and functions.

Coping with Pressures and Setbacks
Maintains a positive outlook at work; works productively in a pressurised environment; keeps
emotions under control during difficult situations; handles criticism well and learns from it; balances
the demands of a work life and a personal life.



When submitting price give the following options 
· Per month 

· 6 months 

SBD 4
BIDDER’S DISCLOSURE

1. PURPOSE OF THE FORM

Any person (natural or juristic) may make an offer or offers in terms of this invitation to bid. In line with the principles of transparency, accountability, impartiality, and ethics as enshrined in the Constitution of the Republic of South Africa and further expressed in various pieces of legislation, it is required for the bidder to make this declaration in respect of the details required hereunder.

Where a person/s are listed in the Register for Tender Defaulters and / or the List of Restricted Suppliers, that person will automatically be disqualified from the bid process. 

2. Bidder’s declaration

2.1 
Is the bidder, or any of its directors / trustees / shareholders / members / partners or any person having a controlling interest
 in the enterprise, 


employed by the state?





YES/NO


2.1.1
If so, furnish particulars of the names, individual identity numbers, and, if applicable, state employee numbers of sole proprietor/ directors / trustees / shareholders / members/ partners or any person having a controlling interest in the enterprise, in table below.
	Full Name
	Identity Number
	Name of State institution

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


2.2
Do you, or any person connected with the bidder, have a relationship with any person who is employed by the procuring institution? YES/NO


                                          

2.2.1     If so, furnish particulars:

………………………………………………………………………………

………………………………………………………………………………

2.3 
Does the bidder or any of its directors / trustees / shareholders / members / partners or any person having a controlling interest in the enterprise have any interest in any other related enterprise whether or not they are bidding for this contract?



YES/NO
2.3.1 If so, furnish particulars:

…………………………………………………………………………….

…………………………………………………………………………….

3 DECLARATION

I, the undersigned, (name)……………………………………………………………………. in submitting the accompanying bid, do hereby make the following statements that I certify to be true and complete in every respect:

3.1 
I have read, and I understand the contents of this disclosure.
3.2
I understand that the accompanying bid will be disqualified if this disclosure is found not to be true and complete in every respect.

3.3 
The bidder has arrived at the accompanying bid independently from, and without consultation, communication, agreement, or arrangement with any competitor. However, communication between partners in a joint venture or consortium
 will not be construed as collusive bidding.

3.4 
In addition, there have been no consultations, communications, agreements, or arrangements with any competitor regarding the quality, quantity, specifications, prices, including methods, factors or formulas used to calculate prices, market allocation, the intention or decision to submit or not to submit the bid, bidding with the intention not to win the bid and conditions or delivery particulars of the products or services to which this bid invitation relates.
3.4
The terms of the accompanying bid have not been, and will not be, disclosed by the bidder, directly or indirectly, to any competitor, prior to the date and time of the official bid opening or of the awarding of the contract.

3.5 
There have been no consultations, communications, agreements, or arrangements made by the bidder with any official of the procuring institution in relation to this procurement process prior to and during the bidding process except to provide clarification on the bid submitted where so required by the institution; and the bidder was not involved in the drafting of the specifications or terms of reference for this bid.

3.6 I am aware that, in addition and without prejudice to any other remedy provided to combat any restrictive practices related to bids and contracts, bids that are suspicious will be reported to the Competition Commission for investigation and possible imposition of administrative penalties in terms of section 59 of the Competition Act No 89 of 1998 and or may be reported to the National Prosecuting Authority (NPA) for criminal investigation and or may be restricted from conducting business with the public sector for a period not exceeding ten (10) years in terms of the Prevention and Combating of Corrupt Activities Act No 12 of 2004 or any other applicable legislation.

I CERTIFY THAT THE INFORMATION FURNISHED IN PARAGRAPHS 1, 2 and 3 ABOVE IS CORRECT. 

I ACCEPT THAT THE STATE MAY REJECT THE BID OR ACT AGAINST ME IN TERMS OF PARAGRAPH 6 OF PFMA SCM INSTRUCTION 03 OF 2021/22 ON PREVENTING AND COMBATING ABUSE IN THE SUPPLY CHAIN MANAGEMENT SYSTEM SHOULD THIS DECLARATION PROVE TO BE FALSE.  
………………………………
 ..…………………………………………… 



Signature
                          Date

………………………………
………………………………………………
---------------------------------                           ---------------------------------------

Position 
Name of bidder

Terms and Conditions:
-Submission should be no later than           (20 May  2024, 15H00)  
-Please indicate your offer validity and lead time:


-All prices must be VAT exclusive, (Vat vendor please indicate as such) if no indication, prices will be evaluated as exclusive
-Quotation must be on a company letter head and strictly on a PDF format    
-Quotations sent on Word or Excel format will not be accepted  
-Quotations must be emailed back to: purchasing@obpvaccines.co.za   
 If no reply after 14 days of closing date your RFQ was unsuccessfully  

-Orders above 30K will be BEE evaluated

-Please indicate if you are unable to quote and state the reason why

-Please note that fluctuations in the exchange rate (where applicable) will not be for the account of OBP.

-Payment terms:  30 days after statement
Bidders must be registered on CSD (Central Supplier Data base National Treasury) and be tax complaint 

I agree that the offer herein shall remain binding upon me and open for acceptance by OBP during the validity period indicated.
Signature                                                                                                     Date




REQUEST FOR QUOTATION FOR GOODS AND SERVICES





� 


























From:  


Date: 14 May 2024


Tel:   012 522 1500


Fax:


Email: purchasing @bpvaccines.co.za





To:   


Supplier:


Tel:  


Fax:


Email: 








� 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.








� 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.
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