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	RFB Ref. No:
	[bookmark: _GoBack]RFB 1065

	Description
	Provision of Office Cleaning and Sanitary Services at SITA, Western Cape office for 2 years.

	Vendor Briefing Session 

	Compulsory Briefing session of Wednesday 27th Oct 2021 @ 11h00 on teams. Please respond to Bolekwa.moea@sita.co.za for the invitation link before on the 26th of October 2021 before 16h00.


	Closing Date for questions / queries
	04 November 2021

	RFB Closing Details
	Date: 12 November 2021
Time: 11:00 (South African Time)
https://ww1.gcommerce.gov.za/iss/login.aspx

	Public Opening of RFB Responses
	N/A

	RFB Validity Period
	90 Days from the Closing Date



PROSPECTIVE BIDDERS MUST REGISTER ON NATIONAL TREASURY’S CENTRAL SUPPLIER DATABASE PRIOR TO SUBMITTING BIDS.
Notes: 
· Bidders should submit their response through gcommerce (connect through google Chrome) using the following link:  https://ww1.gcommerce.gov.za/iss/login.aspx A
· To obtain login details please call 012 482 2373 or alternatively send an email to tumelo.mokgadi@sita.co.za with the company MAAA number.
· A user guide will be attached on the SITA website and the g-commerce system.
· Where bidders are requested to provide price, they should indicate the total price inclusive of VAT.
· If you encountering problems to log in please send an email to Irvinp@intenda.co.za  (with the screen shot) or call 012 482 2373
· Queries regarding the bidder should be forward to bolekwa.moea@sita.co.za 
· Bidders should submit the signed SBD forms 
· Hand deliver documents will not be accepted.
[bookmark: _Hlk57209874]
Help desk will run Monday to Friday 8h00 am till 16h00 pm
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[bookmark: _Toc83736386]INTRODUCTION
[bookmark: _Toc83736387][bookmark: _Toc435315878]PURPOSE AND BACKGROUND
[bookmark: _Toc83736388]PURPOSE
[bookmark: _Toc435315879]The purpose of this RFB is to invite Suppliers (hereinafter referred to as “bidders”) to submit bids for the provision of office cleaning- and sanitary services to the SITA Western Cape Office for a period of two (2) years/twenty-four (24) months.

The required services are crucial as they directly impact on the health and safety of personnel. SITA needs to comply with the Occupational Health and Safety act 85 of 1993 and SITA Safety, Health and Environmental (SHE) Policy.
[bookmark: _Toc83736389]BACKGROUND
The service level agreement (SLA) with Monabo Hygiene Services (Pty) Ltd was valid for a period of two (2) years, from 01 June 2018, and expired in 31 May 2020. A valid service level agreement for a period of two (2) years needs to be established.
[bookmark: _Toc83736390]SCOPE OF BID
[bookmark: _Toc83736391]SCOPE OF WORK
1. The SITA Western Cape office will require general office cleaning- and sanitary services in accordance with the acceptable standard of the trade concerned at Park Building, Black River Office Park, Fir Street, Observatory, Cape Town, consisting of:
(a) 3305.64 m2 office space,
(b) 500 m2 basement area,
(c) Four (4) kitchens,
(d) Eleven (11) rest rooms/ablution facilities (four (4) Men’s Rooms, four (4) Ladies Rooms, and three (3) Disabled Toilets) with:
(i) Seventeen (17) toilet bowls, and 
(ii) Six (6) urinals
(e) Upholstered furniture as follow:
(i) Black Desk Chairs x 155
(ii) Blue Desk Chairs x 36
(iii) Visitors Chairs x 59
(iv) Conference Chairs x 38
(v) Executive Chairs (1 x Green and 19 x Blue) x 20
(vi) Workshop Chairs x 10
(vii) Bar Stools x 10
(viii) Cafeteria Chairs x 178
(ix) One-seater Couches (4 x Beige, 5 x Blue and 2 x Black) x 11
(x) Three-seater Couches (1 x Blue and 1 x Black) x 2
(1) A total of four (4) cleaners – two (2) male and two (2) female – will be required from Mondays to Fridays, 07:00 to 16:00. One (1) of the cleaners must be appointed as Cleaning Supervisor who will be responsible for the supervision of the other three (3) cleaners.
(2) The service provider shall provide the office cleaning- and sanitary services on site in accordance with the provisions of this service level specification and the service standard, which shall include but not be limited to the elements stated below:
(a) General cleaning service:
(i) Provide a scheduled and reactive cleaning and hygiene service, including providing and maintaining equipment, and the provision of supplies (environmentally friendly and safe cleaning chemicals that are registered as green products) required for the intended use on a day-to-day basis to meet the requirements of SITA in all areas of the site in accordance with the service level specifications and the service standards.
(ii) Ensure that SITA operations in all areas are not adversely affected by the cleaning service.
(iii) Undertake specialist cleaning at no less than the frequencies required and provided for in the service level agreement (SLA).
(iv) Ensure safe working practices are followed by cleaning staff in all areas, especially in the network areas.
(v) Ensure that meeting venues are cleared of all function/event equipment as necessary and all waste promptly and efficiently removed in any event prior to the commencement of the next meeting.
(vi) Liaise frequently with provincial Facilities Management to confirm access times to the meeting venues and notice of meetings ending.
(vii) Provide general and ad hoc services to all areas of the site on a day-to-day basis to meet the requirements of SITA, including but not limited to:
· dealing with ad hoc requests for cleaning services,
· periodic cleaning duties such as deep cleaning of carpets, at least once a year or when visibly soiled. Vacuum/suction of carpets once a week or when requested for more times; and
· cleaning of ablution facilities at the general areas three (3) times per day, as per the schedule.
· deep cleaning of urinals and toilet bowls once a month.
(b) Waste removal and recycling:
(i) Devise and carry out procedures for the removal and sorting of all waste from the building to the special demarcated areas in accordance with the Waste Management Policy. All waste must be removed to designated areas.
(ii) Clean and empty all waste paper baskets and receptacles daily.
(iii) Wash all waste paper baskets and receptacles weekly.
(c) Sanitary waste removal and disposal as per the provisions of Act 85 of 1993 and the National Environmental Management: Waste Act 59 of 2008 weekly.
(d) Window cleaning up to a height of 1.6 meters and wall cleaning up to a height of 2.5 meters: Wash windows and walls quarterly or on request when visibly soiled.
(e) Dusting of all surfaces, partitioning, and polishing of furniture/surfaces once a week, as per the schedule.
(f) Maintenance of floors and carpets (wash and vacuum):
(i) Sweep, mop, strip and polish all hard floors, aisles and passages.
(ii) Vacuum all carpets once a week and clean/wash at least once a year, or as required.
(iii) Sweep and wash basement area weekly. Sweep and wash refuge area in basement weekly.
(iv) Sweep elevator floor daily and wash weekly. Wipe control panel and vertical surfaces daily and polish vertical surfaces weekly.
(g) Maintenance of upholstered furniture and window blinds (steam cleaning):
(i) Vacuum upholstered furniture once a week and deep clean quarterly.
(ii) Vacuum window blinds monthly and steam clean blinds quarterly.
(h) Refill of cold water dispensers daily, or as required.
(i) Provide the following kitchen services:
(i) Ensure kitchen counter tops and floors are clean and tidy at all times.
(ii) Clean/wash inside of kitchen cupboards weekly.
(iii) Clean microwaves daily and ensure cleanliness at all times.
(iv) Clean fridges in all kitchens with an approved cleaning agent weekly. Defrost fridges quarterly.
(v) Replenish milk supply in all kitchens four (4) times a day, or as per the schedule.
(vi) Replenish refreshments (tea, coffee, sugar) in containers in all kitchens three (3) times a day, and as required.
(vii) Ensure glasses and spoons are in supply in all kitchens.
(viii) Ensure dishwashing liquid, wash cloths, scouring sponges and drying cloths are in supply in all four (4) kitchens.
(ix) Washing up of dirty dishes used at meetings, functions/events where refreshments are served.
(x) Serving of refreshments at meetings as requested/booked in meeting/conference venues.
(j) Maintenance of ablution facilities (cleaners to replenish toiletries and related consumables):
(i) Clean, wash and sanitize all urinals, toilets and wash basins daily, as per the schedule.
(ii) Wipe all mirrors and doors.
(iii) Sweep and wash/mop floors daily, and as and when required.
(iv) Replenish hand soap in dispensers daily, and as and when required.
(v) Place toilet paper in dispensers daily, and as and when required.
(vi) Replenish hand towels daily, and as and when required.
(vii) Replenish air fresheners and aerosol spray monthly, and as and when required.
(viii) Empty SHE Bins weekly and ensure maintenance thereof.
(k) Pest reporting: Report pests (ants, cockroaches, flies, mites, etc.) immediately to the Cleaning Supervisor when detected.
(l) Control of cleaning and hygiene consumables, materials and equipment:
(i) The service provider will be responsible for the procurement, safe storage, distribution and control of consumables, as well as the use of materials and equipment required for the provisioning of the cleaning services, as required by SITA in the performance of their duties. The service provider will also be responsible for all costs incurred in their equipment, safe storage and use.
(ii) The service provider will:
· select, purchase and maintain cleaning equipment used in the provision of the cleaning and hygiene services;
· provide all general and specialist equipment necessary to fulfil the cleaning and hygiene service;
· ensure that the equipment used complies with all applicable legislation and any other regulations, including but not limited to being individually marked and within portable appliance testing dates;
· ensure that all equipment is noise-restricted to avoid sound nuisance when using such equipment;
· ensure any non-compliant equipment is not used by any person whatsoever;
· ensure all equipment is properly cleaned, stored and maintained;
· ensure cleaning staff are properly trained in the use of cleaning and hygiene materials, tools and equipment;
· provide and maintain own cleaning and hygiene consumables and material in order to fulfil cleaning and hygiene services; and
· comply with Safety, Health and Environmental, as well as Occupational Health and Safety Legislation and related Regulations and Standards at all times for the duration of the contractual agreement.
(m) Cleaning consumables and materials that are certified as environmentally friendly/safe (certified green products) must be provided by the service provider:
(i) dishwashing liquid
(ii) bleach
(iii) sterilizer (e.g. Milton)
(iv) dish cloths
(v) drying cloths
(vi) scouring sponges
(n) Toiletries that are certified as environmentally friendly/safe (certified green products) must be provided for all men’s rooms, ladies rooms and disabled toilets on all levels in the building by the service provider:
(i) double-ply (2-ply) toilet paper
(ii) hand roller towels and dispensers (One (1) wall-mounted dispenser per rest room required)
(iii) approved liquid hand soap and dispensers (Two (2) wall-mounted dispenser per rest room required)
(iv) air fresheners One (1) wall-mounted dispenser fitted to provide constant fragrance at regulated intervals)
(v) aerosol handheld sprays (One (1) per rest room, as required)
(vi) toilet brushes with holders (One (1) for each toilet cubicle)
(vii) Ten (10) SHE bins/units with sufficient bags for hygienic disposal in all Ladies Rooms and disabled toilets on all levels in the building. (One (1) in each toilet cubicle)
(viii) sanitary bags for the disposal of used sanitary products into the SHE bins/units
(o) Emergency decontamination, disinfection or sanitization of infected office areas for COVID-19, etc., as and when required.

CLEANING EXERCISES
· Carpet Cleaning (deep cleaning): Yearly (only after hours or on weekends)
· Steam Cleaning of Window Blinds: Quarterly (only after hours or on weekends)
· Deep Cleaning of Upholstered Couches and Chairs: Quarterly (only after hours or on weekends)
· Sanitary bins Disinfection and Disposal of Sanitary Waste: Weekly (only on weekdays)
· Deep cleaning of Toilet Bowls and Urinals: Monthly (only on weekdays)
[bookmark: _Toc83736392]DELIVERY ADDRESS
	[bookmark: _Toc435315881]No
	Physical Address
	GPS Coordinates (optional)

	1. 
	SITA Building, Black River Office Park, 02 Fir Street, Observatory, Cape Town, 7925
	N/A


[bookmark: _Toc9938003][bookmark: _Toc83736393]CUSTOMER INFRASTRUCTURE AND ENVIRONMENT REQUIREMENTS
N/A for this bid.



1. [bookmark: _Toc9938004][bookmark: _Toc83736394]REQUIREMENTS

[bookmark: _Toc9938005][bookmark: _Toc83736395]PRODUCT/SERVICE/SOLUTION REQUIREMENTS
The services that are required is general office cleaning and sanitary services for a period of twenty-four (24) months. The requirements are as follows:
a) The service provider must, at his own expense, take out sufficient public liability insurance against any claims, costs, loss and/or damage ensuing from his obligations and shall ensure that such insurance remains operative for the duration of this agreement.
b) The bidder must prove they have at least two (2) years of general experience in providing cleaning and hygiene services in the industry.
c) The bidder must prove they have successfully undertaken at least one (1) cleaning contract of a similar scope in the last five (5) years.
d) The bidder must be a registered member of the National Contract Cleaners Association (NCCA) or Black Economic Empowerment Cleaners Association (BEECA)
e) The bidder must be registered with the Department of Labour for the Compensation for Occupational Injuries and Diseases Act.
f) Minimum cleaning equipment:
(i) Three (3) Vacuum cleaners = One (1) per floor;
(ii) Three (3) Mop trolleys = One (1) per floor;
(iii) Three (3) Buffing machines = One (1) per floor; and
(iv) All other necessary cleaning equipment required (e.g. step ladder, etc.).
g) The bidder must prove he has a minimum cash flow of R100,000.00 (One Hundred Thousand Rand) or access to credit lines of a similar amount.
h) Sufficient staff and transport, to prevent short postings and late comings, must be provided by the service provider. The service provider will be responsible for the transport of the cleaning staff and ensure they start on time. Persistent late comings and short postings may lead to cancellation of the contract.
i) The service provider must undertake to provide a certain and reasonable number of additional/temporary staff as requested for the rendering of the service at the SITA site during crisis situations.
j) The service provider must keep available, for inspection by representatives of SITA, updated staff records, including all appropriate documents of all cleaning personnel (permanent and temporary) in his service who are employed for the rendering of the service to SITA. The appropriate documents shall include, inter alia, the following:
(i) training certificates of successfully completed cleaning courses; and
(ii) monthly proof of wages/pay sheets received by employees.
k) Complete and proper universal uniforms, including safety gear, must be provided by the service provider to all cleaning personnel (permanent and temporary) for all seasons. The service provider must ensure sufficient clean uniforms for staff for every day of the week. The uniforms must be:
(i) neat and matching uniforms; and
(ii) provide clear identification of the contracted cleaning company on the front of the uniform.
l) The service provider shall, in order to ensure the continuity of the service, allocate specific personnel for the service on the site, keeping in mind that rotation from time to time of the cleaning personnel is a healthy and necessary measure.
m) The Cleaning Supervisor must have at least six (6) months’ cleaning, management and customer relations experience. Inspection of the service will be done by the Cleaning Supervisor at the SITA site.
n) The service provider will personally conduct monthly inspections of the service at the site.
o) All cleaning staff must be able to communicate in at least two of the official languages of the Western Cape (English, Afrikaans and Xhosa).
p) All cleaning staff must not be younger than eighteen (18) years of age.
q) Cleaning staff must at all times present an acceptable image/appearance which implies, inter alia, that they may not sit, lounge about, smoke, eat or drink while they are on duty, except in the designated areas.
r) Cleaning staff must at all times present a professional and dedicated attitude/approach to cleaning, which shall imply, inter alia, that there shall be no unnecessary arguments or discourteous behaviour with visitors/staff.
s) The cleaning staff must be physically healthy and medically fit for the execution of their duties. 
t) The service provider must ensure that they and the cleaning staff individually sign an undertaking in which they declare that they will refrain from any action which might be to the detriment of SITA (e.g. criminal activities).
u) Cleaning staff are prohibited from reading documents or records in offices/at work stations or the unnecessary handling thereof.
v) No information concerning SITA activities may be disclosed to the public or news media by the service provider and the cleaning employees.
w) All cleaning chemicals and toiletries supplied by the service provider must be certified as environmentally friendly/safe (certified green products).
x) The service provider must provide SITA with Data Chemical Sheets (DCS) for all the cleaning and hygiene chemicals used on site by the cleaning staff.
y) The following cleaning materials, that are certified as environmentally friendly/safe (certified green products), must be provided by the service provider, in sufficient amounts as required and should be available at all times:
(i) dishwashing liquid
(ii) bleach
(iii) sterilizer (e.g. Milton)
(iv) dish cloths
(v) drying cloths
(vi) scouring sponges
z) The following cleaning and hygiene toiletries, that are certified as environmentally friendly/safe (certified green products), must be provided for all men’s rooms, ladies rooms and disabled toilets on all levels in the building by the service provider, in sufficient amounts as required and should be available at all times:
(i) double-ply (2-ply) toilet paper
(ii) hand roller towels and eleven (11) dispensers
(iii) approved liquid hand soap and eleven (11) dispensers
(iv) Eleven (11) wall-mounted air fresheners (fitted to provide constant fragrance at regular intervals)
(v) aerosol handheld sprays (One (1) per rest room, as required)
(vi) Seventeen (17) toilet brushes with holders (for each toilet cubicle)
(vii) Ten (10) SHE bins/units with bags for hygienic disposal in all Ladies Rooms and disabled toilets on all levels in the building
(viii) sanitary bags for the disposal of used sanitary products into the SHE bins/units
aa) Emergency decontamination, disinfection or sanitization of infected office areas for COVID-19, etc., as and when required.
ab) If, due to any willful conduct, omission, negligence or dereliction of duties on the part of the company or its staff, SITA suffers any pecuniary loss or damage, the company shall compensate SITA for the excess amount of such pecuniary loss or damages.
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[bookmark: _Toc435315887][bookmark: _Toc83736396]BID EVALUATION STAGES
1. The bid evaluation process consists of several stages that are applicable according to the nature of the bid as defined in the table below.
1. The bidder must qualify for each stage to be eligible to proceed to the next stage of the evaluation.

	Stage
	Description
	Applicable for this bid YES/NO

	Stage 1
	Administrative pre-qualification verification
	YES

	Stage 2 
	Local Content and Production evaluation (if applicable)
	NO

	Stage 3A
	Technical Mandatory requirement evaluation
	YES

	Stage 3B
	Technical Functionality requirement evaluation
	NO

	Stage 3C
	Technical Proof of Concept requirement evaluation
	NO

	Stage 4
	Special Conditions of Contract verification
	YES

	Stage 5
	Price / B-BBEE evaluation
	YES



[bookmark: _Toc435315888][bookmark: _Toc83736397]ADMINISTRATIVE PRE-QUALIFICATION
[bookmark: _Toc83736398][bookmark: _Toc435315889]ADMINISTRATIVE PRE-QUALIFICATION REQUIREMENTS
[bookmark: _Toc83736399]ADMINISTRATIVE PRE-QUALIFICATION VERIFICATION
1. The bidder must comply with ALL of the bid pre-qualification requirements in order for the bid to be accepted for evaluation.
If the Bidder failed to comply with any of the administrative pre-qualification requirements, or if SITA is unable to verify whether the pre-qualification requirements are met, then SITA reserves the right to-
(a) Reject the bid and not evaluate it, or
(b) Accept the bid for evaluation, on condition that the Bidder must submit within 7 (seven) days any supplementary information to achieve full compliance, provided that the supplementary information is administrative and not substantive in nature.
[bookmark: _Toc435315890][bookmark: _Toc83736400]ADMINISTRATIVE PRE-QUALIFICATION REQUIREMENTS
1. Submission of bid response: The bidder has submitted a bid response documentation pack – 
(a) that was delivered at the correct physical or postal address and within the stipulated date and time as specified in the “Invitation to Bid” cover page, and;
(b) in the correct format as one original document, one copy and two copies on memory stick / USB.
(7) Attendance of briefing session: The attendance of the virtual/online briefing session is compulsory.
(8) Registered Supplier. The bidder is, in terms of National Treasury Instruction Note 4A of 2016/17, registered as a Supplier on National Treasury Central Supplier Database (CSD).

[bookmark: _Toc435315892][bookmark: _Toc83736401]
TECHNICAL MANDATORY
[bookmark: _Toc83736402]INSTRUCTION AND EVALUATION CRITERIA
1. The bidder must comply with ALL the requirements as per section 6.2 below by providing substantiating evidence in the form of documentation or information, failing which it will be regarded as “NOT COMPLY”.
1. 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”.
1. The bidder must complete the declaration of compliance as per section 6.3 below by marking with an “X” either “COMPLY”, or “NOT COMPLY” with ALL of the technical mandatory requirements, failing which it will be regarded as “NOT COMPLY”.
1. The bidder must comply with ALL the TECHNICAL MANDATORY REQUIREMENTS in order for the bid to proceed to the next stage of the evaluation.
1. No URL references or links will be accepted as evidence.

[bookmark: _Toc435315893][bookmark: _Ref455335758][bookmark: _Toc83736403][bookmark: _Toc435315895]TECHNICAL MANDATORY REQUIREMENTS
	TECHNICAL MANDATORY REQUIREMENTS
	Substantiating evidence of compliance
(used to evaluate bid)
	Evidence reference
(to be completed by bidder)

	1. BIDDER CERTIFICATION/ AFFILIATION REQUIREMENTS
The bidder must be a registered member of the National Contract Cleaners Association (NCCA) or Black Economic Empowerment Cleaners Association (BEECA).
	Attach to ANNEX B a certified copy of a valid NCCA or BEECA Registration Certificate which will be verified with the respective Association that the cleaning company is in good standing.

Note: SITA reserves the right to verify the information provided.
	Provide unique reference to locate substantiating evidence in the bid response – see Annex B, section 11.1.

	1. BIDDER EXPERIENCE AND CAPABILITY REQUIREMENTS
The bidder must have provided office cleaning and hygiene services for a period of at least two (2) years or more in the past five (5) years.
	Attach to ANNEX B one (1) Letter of Affirmation from a Client /Customer to whom the service was delivered. The letter template is attached in Annex A.5 and must be dated and signed by the client/customer.

NB: SITA reserves the right to verify information provided
	Provide unique reference to locate substantiating evidence in the bid response – see Annex B, section 11.2.

	1. The bidder must ensure the disposal of sanitary waste and the maintenance of the sanitary bins/units.
	Attach to ANNEX B a valid licence for the hazardous waste disposal as per Act 85 of 1993 and the National Environmental Management: Waste Act 59 of 2008. This will also apply to sub-contracted bidders.

NB: SITA reserves the right to verify information provided
	Provide unique reference to locate substantiating evidence in the bid response – see Annex B, section 11.3.



[bookmark: _Toc435315904][bookmark: _Ref455335890][bookmark: _Toc83736404]DECLARATION OF COMPLIANCE
	
	Comply
	Not Comply

	The bidder declares by indicating with an “X” in either the “COMPLY” or “NOT COMPLY” column that –

16. The bid complies with each and every TECHNICAL MANDATORY REQUIREMENT as specified in SECTION 6.2 above; AND
16. Each and every requirement specification is substantiated by evidence as proof of compliance.
	
	


[bookmark: _Toc435315906]


[bookmark: _Toc83736405][bookmark: _Toc435315916][bookmark: _Hlk65230588]TECHNICAL FUNCTIONALITY EVALUATION REQUIREMENTS
N/A

[bookmark: _Toc435315921]
[bookmark: _Toc83736406]SPECIAL CONDITIONS OF CONTRACT (SCC)
[bookmark: _Toc83736407]SPECIAL CONDITIONS OF CONTRACT
[bookmark: _Ref455588818][bookmark: _Ref455588837][bookmark: _Toc83736408] INSTRUCTION
1. 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.
1. [bookmark: _Ref455588887]SITA reserves the right to –
18. Negotiate the conditions, or
18. Automatically disqualify a bidder for not accepting these conditions.
(a)  Award to multiple bidders. 
1. [bookmark: _Toc435315923][bookmark: _Ref455338564]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 8.1(2) above.
1. The bidder must complete the declaration of acceptance as per section 8.3 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.
[bookmark: _Ref455589115][bookmark: _Ref455589123][bookmark: _Ref455589162][bookmark: _Toc83736409]SPECIAL CONDITIONS OF CONTRACT
1. CONTRACTING CONDITIONS
21. Formal Contract. The Supplier must enter into a formal written Contract (Agreement) with SITA internal.
21. Right of Award. SITA reserves the right to award the contract for required goods or services to multiple Suppliers.
21. 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. DELIVERY ADDRESS. The supplier must deliver the required products or services at as indicated in Section 2.2, Delivery Address.
1. DELIVERY SCHEDULE
23. The scope of work (Section 2.1) and Section 3 (Requirements) must be completed within seven (7) working days after the contract has been awarded to all below SITA buildings i.e. decommission, supply, install and configure.
23. The Supplier is responsible to perform the work as outlined in the following Breakdown Structure (WBS):


	WBS
	Statement of Work
	Delivery Timeframe

	

	1. 
	Office Cleaning and Hygiene Services
	Mondays to Fridays from 07:00 to 16:00

	2. 
	Deep Cleaning of Carpets/Carpeted areas
	Yearly (only after hours or on weekends)

	3. 
	Deep Cleaning of Upholstered Furniture (Couches and Chairs)
	Quarterly (only after hours or on weekends)

	4. 
	Deep cleaning of toilet bowls and urinals
	Monthly (only on weekdays)

	5. 
	Steam Cleaning of Window Blinds
	Quarterly (only after hours or on weekends)

	6. 
	Supply of cleaning consumables/material/toiletries
	As and when required for the duration of the contract

	7. 
	Sanitary Bins/Units Disinfection and Disposal of Waste
	Weekly (only on weekdays)

	8. 
	Emergency decontamination, disinfection or sanitization of infected office areas for COVID-19, etc.
	Ad hoc (as and when required)


1. SERVICES AND PERFORMANCE METRICS
24. The Supplier is responsible to provide the following services as specified in the Service Breakdown Structure (SBS):
[bookmark: _Hlk64980799]
	SBS
	Service Element
	Service Grade
	Service Level

	1. 
	Office Cleaning and Hygiene Services
	SOP – Professional Service
	Clean and hygienic environment

	2. 
	Deep Cleaning of Carpets/Carpeted areas
	SOP – Professional Service
	Debris and stain free carpets

	3. 
	Deep Cleaning of Upholstered Furniture (Couches and Chairs)
	SOP – Professional Service
	Stain free couches and chairs

	4. 
	Deep cleaning of toilet bowls and urinals
	SOP – Professional Service
	Clean and hygienic environment

	5. 
	Steam Cleaning of Window Blinds
	SOP – Professional Service
	Stain free window blinds

	6. 
	Supply of cleaning consumables/material/toiletries
	SOP – Professional Service
	Clean and hygienic environment

	7. 
	Sanitary Bins/Units Disinfection and Disposal of Waste
	SOP – Professional Service
	Clean and hygienic environment

	8. 
	Emergency decontamination, disinfection or sanitization of infected office areas for COVID-19, etc.
	SOP – Professional Service
	Clean and hygienic environment


[bookmark: _Toc435315901]
1. SCOPE OF TECHNICAL SOLUTION DEVELOPMENT
N/A
1. SUPPLIER PERFORMANCE REPORTING
26. Monthly meetings to be scheduled between SITA and the service provider and also ADHOC meetings from both sided.
26. The Supplier is required to generate meeting minutes and monthly reports during the service period.
1. CERTIFICATION, EXPERTISE AND QUALIFICATION
27. The Supplier represents that:
0. it has the necessary expertise, skill, qualifications and ability to undertake the work required in terms of the Statement of Work or Service Definition and;
0. it is committed to provide the Products or Services; and
0. [bookmark: _Toc448483301][bookmark: _Toc448483304]perform all obligations detailed herein without any interruption to the Customer.
27. The Supplier must provide the service in a good and workmanlike manner and in accordance with the practices and high professional standards used in well-managed operations performing services similar to the Services;
27. The Supplier must perform the Services in the most cost-effective manner consistent with the level of quality and performance as defined in Statement of Work or Service Definition.
1. LOGISTICAL CONDITIONS
28. [bookmark: _Toc448483118]Hours of work: 07:00 to 16:00, from Mondays to Fridays, including SITA’s annual closure period.
28. Provision to be made for periodic and/or emergency cleaning to be undertaken after hours or over weekends Saturdays and Sundays).
28. In the event that SITA grants the Supplier permission to access SITA's environment, the Supplier must adhere to SITA's relevant policies and procedures (which policy and procedures are available to the Supplier on request) or in the absence of such policy and procedures, in terms of, best industry practice.
28. Tools of Trade. The Supplier must bring their necessary tools of trade (cleaning equipment) in order for them to perform their duties adequately.
28. On-site and Remote Support. The Supplier must give off-site and remote support, and only when off-site support is not sufficient, then on-site support will be required upon approval by SITA representative. 
28. Support and Help Desk. After hours helpdesk support is required for the period of the first three months per site during weekdays including weekends and public holidays.
1. SKILLS TRANSFER AND TRAINING
29. The Supplier must ensure the appropriate ongoing training of the cleaning staff.
1. REGULATORY, QUALITY AND STANDARDS
30. 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).
30. The Supplier must for the duration of the contract ensure compliance with General Quality Standards, ISO 9001.
30. The Supplier must for the duration of the contract ensure compliance with SANS standards (SANS 10222-2).
1. PERSONNEL SECURITY CLEARANCE
31. The Supplier must ensure that the security clearances of all personnel involved in the Contract remains valid for the period of the contract.
31. The Supplier must provide proof of security vetting.
1. CONFIDENTIALITY AND NON-DISCLOSURE CONDITIONS
(b) The Supplier, including its management and staff, must before commencement of the Contract, sign a non-disclosure agreement regarding Confidential Information.
(c) 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;
(b) 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;
(c) 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;
(d) 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. [bookmark: _Toc448483285]GUARANTEE AND WARRANTIES. The Supplier warrants that:
(d) [bookmark: _Toc448483286][bookmark: _Toc402958037][bookmark: _Toc448483311][bookmark: _Toc448872276]The warranty of goods supplied under this contract remains valid for twelve (12) months after the goods, or any portion thereof as the case may be, have been delivered to and accepted at the final destination indicated in the contract, or for eighteen (18) months after the date of shipment from the port or place of loading in the source country, whichever period concludes earlier;
(e) as at Commencement Date, it has the rights, title and interest in and to the Product or Services to deliver such Product or Services in terms of the Contract and that such rights are free from any encumbrances whatsoever; 
(f) [bookmark: _Toc448483287]the Product is in good working order, free from Defects in material and workmanship, and substantially conforms to the Specifications, for the duration of the Warranty period;
(g) [bookmark: _Toc448483288]during the Warranty period any defective item or part component of the Product be repaired or replaced within 3 (three) days after receiving a written notice from SITA;
(h) [bookmark: _Toc448483292][bookmark: _Toc448483289]the Products is maintained during its Warranty Period at no expense to SITA;
(i) the Product possesses all material functions and features required for SITA’s Operational Requirements;
(j) [bookmark: _Toc448483290]the Product remains connected or Service is continued during the term of the Contract;
(k) [bookmark: _Toc448483294]all third-party warranties that the Supplier receives in connection with the Products including the corresponding software and the benefits of all such warranties are ceded to SITA without reducing or limiting the Supplier’s obligations under the Contract;
(l) [bookmark: _Toc448483296]no actions, suits, or proceedings, pending or threatened against it or any of its third-party suppliers or sub-contractors that have a material adverse effect on the Supplier’s ability to fulfil its obligations under the Contract exist;  
(m) [bookmark: _Toc448483297]SITA is notified immediately if it becomes aware of any action, suit, or proceeding, pending or threatened to have a material adverse effect on the Supplier’s ability to fulfil the obligations under the Contract;
(n) [bookmark: _Toc448483298]any Product sold to SITA after the Commencement Date of the Contract remains free from any lien, pledge, encumbrance or security interest;
(o) [bookmark: _Toc448483299]SITA’s use of the Product and Manuals supplied in connection with the Contract does not infringe any Intellectual Property Rights of any third party; 
(p) [bookmark: _Toc448483300]the information disclosed to SITA does not contain any trade secrets of any third party, unless disclosure is permitted by such third party;
(q) [bookmark: _Toc448483302]it is financially capable of fulfilling all requirements of the Contract and that the Supplier is a validly organized entity that has the authority to enter into the Contract; 
(r) [bookmark: _Toc448483303]it is not prohibited by any loan, contract, financing arrangement, trade covenant, or similar restriction from entering into the Contract;
(s) [bookmark: _Toc448483305]the prices, charges and fees to SITA as contained in the Contract are at least as favourable as those offered by the Supplier to any of its other customers that are of the same or similar standing and situation as SITA; and
(t) [bookmark: _Toc448483306]any misrepresentation by the Supplier amounts to a breach of Contract.
1. INTELLECTUAL PROPERTY RIGHTS 
(u) [bookmark: _Toc448483312][bookmark: _Ref348437513][bookmark: _Toc435315902]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) [bookmark: _Toc448483313]termination or expiration date of this Contract; 
(ii) [bookmark: _Toc448483314]the date of completion of the Services; and 
(iii) [bookmark: _Toc448483315]the date of rendering of the last of the Deliverables. 
(v) [bookmark: _Toc448483316]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.
(w) [bookmark: _Toc448483317]SITA, at all times, owns all Intellectual Property Rights in and to all Bespoke Intellectual Property. 
(x) [bookmark: _Toc448483320]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.
(y) Provide SITA with the compliant safety file.
(2) SUPPLIER DUE DILIGENCE
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.
[bookmark: _Toc83736410]DECLARATION OF COMPLIANCE

	
	ACCEPT ALL
	DO NOT ACCEPT ALL

	1. The bidder declares to ACCEPT ALL the Special Condition of Contract as specified in section 8.2 above by indicating with an “X” in the “ACCEPT ALL” column, OR
1. The bidder declares to NOT ACCEPT ALL the Special Conditions of Contract as specified in section 8.2 above by - 
36. Indicating with an “X” in the “DO NOT ACCEPT ALL” column, and;
36. Provide reason and proposal for each of the conditions that is not accepted. 
	
	

	Comments by bidder:
Provide reason and proposal for each of the conditions not accepted as per the format:
Condition Reference:
Reason:
Proposal:




[bookmark: _Toc435315925][bookmark: _Toc83736411]COSTING AND PRICING
[bookmark: _Ref455599421][bookmark: _Toc83736412][bookmark: _Toc435315926]COSTING AND PRICING
[bookmark: _Toc83736413]COSTING AND PRICING EVALUATION
(1) In terms of Preferential Procurement Policy Framework Act (PPPFA), the following preference point system is applicable to all Bids:
(a) the 80/20 system (80 Price, 20 B-BBEE) for requirements with a Rand value of up to R50 000 000 (all applicable taxes included); or 
(b) the 90/10 system (90 Price and 10 B-BBEE) for requirements with a Rand value above R50 000 000 (all applicable taxes included).
(2) This bid will be evaluated using the preferential point system of 80/20, subject to the following conditions –
(a) If the lowest acceptable bid price is up to and including R50 000 000 (all applicable taxes included) then the 80/20 preferential point system will apply to all acceptable bids; or 
(b) If the lowest acceptable bid price is above R50 000 000 (all applicable taxes included) then the 90/10 preferential point system will apply to all acceptable bids;
(3) The bidder must complete the declaration of acceptance as per section 9.4 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. 
(4) 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. 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.

[bookmark: _Toc435315929][bookmark: _Ref455341462][bookmark: _Toc83736414]COSTING AND PRICING CONDITIONS
1. SOUTH AFRICAN PRICING. The total price must be VAT inclusive and be quoted in South African Rand (ZAR).
2. TOTAL PRICE
(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 costs must be clearly specified.
(5) [bookmark: _Toc435315931]BID EXCHANGE RATE CONDITIONS. The bidders must use the exchange rate provided below to enable SITA to compare the prices provided by using the same exchange rate:
	Foreign currency
	South African Rand (ZAR) exchange rate 

	1 US Dollar
	

	1 Euro
	

	1 Pound
	


[bookmark: _Ref455341955][bookmark: _Toc57764329][bookmark: _Toc83736415]BID PRICING SCHEDULE
Note: Bidders will complete the bid pricing schedule in the Excel spreadsheet format provided and include this as part of the hard copy submission documents and on the memory stick/USB to be submitted Refer to section 9.

[bookmark: _Toc435315930][bookmark: _Ref455338328][bookmark: _Ref455597629]SITA reserves the right to negotiate pricing with the successful bidder prior to the award as well as envisaged quantities.
[bookmark: _Toc83736416]DECLARATION OF ACCEPTANCE
	
	ACCEPT ALL
	DO NOT ACCEPT ALL

	1. The bidder declares to ACCEPT ALL the Costing and Pricing conditions as specified in section 9.2 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 section 9.2 above by - 
38. Indicating with an “X” in the “DO NOT ACCEPT ALL” column, and;
38. 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.






[bookmark: _Toc83736417][bookmark: _Toc435315942]Terms and definitions
1. [bookmark: _Toc83736418]ABBREVIATIONS
[bookmark: _Toc435315946]
	PPPFA
	Preferential Procurement Policy Framework Act

	
	

	
	

	
	

	
	

	
	

	
	

	
	



[bookmark: _Toc9938039][bookmark: _Toc83736419]ADDENDUM A: LETTER OF AFFIRMATION

To whom it may concern

Dear Sir / Madam 

LETTER OF AFFIRMATION FOR PROVISION OF OFFICE CLEANING- AND HYGIENE SERVICES

I hereby confirm that ______________________________________________ (name of CLIENT/CUSTOMER) has provided cleaning and hygiene services to our company.

The following details refer, as required:

1. Name of clients _________________________________________________________________

1. Physical address of client: _________________________________________________________

1. Contact details of the client:
2. Full name:			___________________________________________________
2. Telephone number:	___________________________________________________
2. Email address:		___________________________________________________

1. Details on office cleaning and hygiene services scope of work provided:
_______________________________________________________________________________
_______________________________________________________________________________
_______________________________________________________________________________
_______________________________________________________________________________

1. Office Cleaning and hygiene services: Start Date: ____________ and End Date: _______________

1. Performance rating of work completed (indicate rating with X under relevant category below):

	Category description 
	Poor
≤ 50%
	Satisfactory
51%-60%
	Good
61%-70%
	Very good 71%-80%
	Excellent
81%-100%

	Performance Rating allocated
	
	
	
	
	




Signature: ____________________________________				Date: _________________


[bookmark: _Toc51687858][bookmark: _Toc55568543][bookmark: _Toc57764342][bookmark: _Toc83736420]BIDDER SUBSTANTIATING EVIDENCE
[bookmark: _Toc51626306][bookmark: _Toc51687859][bookmark: _Toc55568544][bookmark: _Toc57764343][bookmark: _Toc83736421][bookmark: _Toc51626308]11.0	MANDATORY REQUIREMENT EVIDENCE
11.1 [bookmark: _Toc83736422]BIDDER CERTIFICATION / AFFILIATION REQUIREMENTS
Attach a certified copy of a valid NCCA or BEECA Registration Certificate here.

11.2 [bookmark: _Toc83736423]BIDDER EXPERIENCE AND CAPABILITY REQUIREMENTS
Attach one (1) Letter of Affirmation from a Client /Customer to whom similar service was delivered, here. The letter template is attached in Annex A.5 and must be dated and signed by the client/customer.

11.3 [bookmark: _Toc51626309][bookmark: _Toc51687862][bookmark: _Toc55568546][bookmark: _Toc57764345][bookmark: _Toc83736424]BIDDER EXPERIENCE AND CAPABILITY REQUIREMENTS
Attach a valid licence for the hazardous waste disposal as per Act 85 of 1993 and the National Environmental Management: Waste Act 59 of 2008, here. This will also apply to sub-contracted bidders.




I, the bidder (Full names) …………………………………………………., representing (company name) …………………………………………………………….., hereby confirm that I comply with the above Technical Mandatory Requirements and understand that it will form part of the contract and is legally binding.

Thus done and signed at ……………………………………. On this………day of……………….20…. 

……………………………….
Signature
Designation:
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