PART A:  CLIENT BASE






TERMS OF REFERENCE

CREATION OF PROFESSIONAL BRAND 



	N.B.
	:
	By providing us with your Personal Information, you consent to the DSI processing your Personal Information, which the DSI undertakes to process strictly in accordance with the section 18 informed consent document.




1. 
BACKGROUND

The Department of Science and Innovation (DSI) commits towards the achievement of excellence by having the right people, with the right skills, in the right place. The DSI therefore, identified a need for a session on Professional Branding during women’s month. 

[bookmark: _Hlk140219324]The Department of Science and Innovation (DSI) would like to secure a Provider’s services to deliver a Professional Branding presentation and demonstrations of personal brand and image targeting all DSI women during a women’s month day celebration on 25 August 2023 for 2 hours. 

2. 	SCOPE OF WORK

The aim of this exercise is to capacitate the female employees in the DSI to reflect on their talents, values, dress code, etiquette, and behavioral attributes that distinguish them from others in their professional field. The professional Branding exercise would also allow them to note their personal strengths that make them unique and developmental areas to be improved, to be able to operate effectively and efficiently as they engage with diverse professional stakeholders. 

The presentation and demonstration should cover the following areas:

· The importance of personal branding in building one’s legacy.
· Understanding of what is valuable about one’s brand and how to communicate this message to the world. 
· Self-perception, a vision of the future, career path, and networking.
· [bookmark: _Hlk140221999]Personal grooming and etiquette – business dress code, manner of speaking, self-presentation, etc. 
· Demonstration of the above in terms of personal grooming and dress code.
2.3	At the end of the Workshop, participants should among others be able:
· To build a unique personal identity in the workplace.
· To build credibility and confidence to attract professional opportunities.
· To win allies through effective communication and influence.
· To be aware of the dress code for different occasions and shade of makeup according to the events. 
· Ensure that the presentation covers women from all occupational levels including interns.
2.4 	The facilitators must be fluent in English and with good presenting skills. 
2.5 	Company profile of personal branding and image consultant.
3. 	DETAILS OF THE PROPOSAL
Service providers should:
a) Submit a detailed proposal and outline of what will be covered in terms of what is professional branding taking into account the scope of work above, including a practical demonstration of etiquette - dress code, manner of speaking, self-presentation, etc. as well as the years of experience of the persons who will demonstrate and present. Provide at least 3 references specifying the dates on which similar services of similar nature (Creating Professional branding). Your references must specify the name of the organization, services rendered, dates in which services were rendered, contact person, and contact numbers of the client or the organization in which services were rendered. 
b) Sumit a clear program of your professional branding and a practical example of how you will demonstrate it. 
c) Submit a sample picture of the dress codes and makeup once done.
d) Submit a detailed quotation of your for 2 hours which includes (demonstration and presentation)  
e) Submit a detailed budget breakdown to indicate how they arrived at the final amount.  All monetary values quoted (in South African Rand) must include Value Added Tax (VAT). The amount quoted should cover all the cost. 
4.	MANDATORY AND ADMINISTRATIVE REQUIREMENTS
a. The following documents are compulsory and should be submitted together with the proposal; failure to submit the following will result in disqualification:

a. Proof of registration to the Central Supplier Database (CSD) held by National Treasury.
b. Compliant tax matters as per CSD or SARS e-filling.
c. Completed and signed SBD 1, SBD 4, SBD 6.1, SBD 8 and SBD 9.
d. [bookmark: _Hlk45717488]Submit a certified or original B-BBEE certificate or Sworn Affidavit to claim B-BBEE credentials, failure to submit will not invalid your proposal but will score 0 points for BEE.
e. A bid that fails to meet any pre-qualifying criteria, specifications/scope of work, terms and conditions stipulated in the tender documents is an unacceptable tender and will be disqualified.
f. Provide three contactable references, as an indication of similar functions.
g. Submit a proposal with a brief outline of what the session will cover.
h. Detailed company profile, which clearly spells out the relevant experience and knowledge.
i. Submit their profile/resume indicating qualifications and experience in addressing similar work with various organizations.
 5.	FUNCTIONALITY EVALUATION
During this stage, Bidders' responses will be evaluated for functionality based on achieving a minimum score of sixty percent (60%).
a)	Bidders must, as part of their proposal, submit supporting documents for all technical requirements as indicated hereunder. The panel responsible for scoring the respective proposals will evaluate and score all proposals based on their submissions and the information provided.
b)	Bidders are not required to rate themselves, but need to ensure that all information is supplied as required. The Bid Evaluation Committee (BEC) will evaluate and score all responsive proposals and will verify all documents submitted by the Bidders.
c)	The panel members will individually evaluate the responses received against the following criteria as set out below.
The DSI panel members will individually evaluate and score proposals using the following criteria:

	FUNCTIONALITY EVALUATION

	Rating:	1 = Poor	2 = Average	3 = Good	4 = Very good	5 = Excellent

	CRITERIA
	WEIGHTS

	
	A. Responsiveness of the proposal in addressing the aspects of the creating professional branding
	

       40

	
	
	

	
	Proposal not responsive it does not address the creating professional branding 
	Proposal is partially responsive; it only addressed one aspect of creating professional branding
	Proposal Shows basic compliance with examples in terms of professional branding 
	Proposal shows compliance in all areas of professional branding, however, outline, does not include practical examples and pictures as well as how will be demonstrated.
	Proposal is fully compliant in all the areas of professional branding, outline and includes practical examples and pictures of how the exercise will be demonstrated 
	

	
	1
	2
	3
	4
	5
	

	B.
	Track Record:
	

30

	
	Track record of provider in offering Personal Branding Workshops (List Organisations where the Training was offered with the following information: Name of the Client organization, Contact person, Telephone & e-mail)
	

	
	No 
references
	1
references
	2references
	3
references
	4 and above references
	

	
	1
	2
	3
	4
	5
	

	C. Years of experience    
Expertise and experience (credentials) of the facilitator in offering Personal Branding image.
	
30

	
	Less than 2 year
	3-4 years
	5-7 years
	8-10 years
	Above 10 years
	

	
	1
	2
	3
	4
	5
	

	TOTAL SCORE
	100

	MINIMUM THRESHOLD SCORE
	60






Service providers will require a minimum of 60 points to qualify for further evaluation.

The value scored for each criterion will be multiplied with the specified weighting for the relevant criterion to obtain the marks scored for each criterion.  These marks will be added and expressed as a fraction of the best possible score for all criteria.

Short-listed service providers may be requested to make an oral presentation on their service or goods should the DST deem it necessary.

6. 	Price and Specific Goals Evaluation

      Price inclusive of VAT will be evaluated as indicated below.

a)	In terms of regulation 4 of the Preferential Procurement Regulations, 2022 pertaining to the Preferential Procurement Policy Framework Act, 2000 (Act 5 of 2000), responsive bids will be adjudicated by the DSI on the 80/20 preference point system in terms of which points are awarded to service providers on the basis of:

-	The bid price (maximum 80 points)
-	Specific Goals mentioned below in Table1 (maximum 20 points)

Service providers can only claim specific goal credentials, by providing a detailed company ownership certificate.

b)	The following formula will be used to calculate the points for price in respect of service providers with a rand value equal to or above R30 000.00 up to R50 000 000.00:

Ps = 80 [image: ]

Where

Ps = Points scored for price of tender under consideration;
Pt = Price of tender under consideration;
Pmin = Price of lowest acceptable tender.

c)	A maximum of 20 points will be awarded to a tenderer for the specific goal (at least 51% ownership) specified for the tender, as per the table below:

Table 1 – Specific goals
	The specific goals allocated points                  in terms of this tender:
	Number of points allocated (80/20 system)

	EMEs and QSEs 
	05

	Companies owned by black people
	05

	Companies owned by women
	05

	Companies owned by youth
	

	Companies owned by people with disabilities
	05



i. A bidder must submit proof of its Specific goals’ status.
ii. Bidder to claim points if their specific goal(s) ownership is at least 51 %.
iii. A bidder failing to submit proof of Specific goals’ status or failing to meet the Specific goals, may not be disqualified, but (a) may only score points out of 80 for price; and (b) score 0 points out of 20 for Specific goals.
iv. The points scored by a bidder for Specific goals in accordance with the preceding paragraphs 6.4(c) must be added to the points scored for price under paragraph 6.4(b).
v. The points scored must be rounded off to the nearest two decimal places.
vi. If the price offered by a tenderer scoring the highest points is not market-related, the Department may not award the bid to that tenderer.
· The Department may negotiate a market-related price with the tenderer scoring the highest points or cancel the tender.
· If the tenderer does not agree to a market-related price, the Department may negotiate a market-related price with the tenderer scoring the second highest points or cancel the tender.
· If the tenderer scoring the second highest points does not agree to a market-related price, the Department may negotiate a market-related price with the tenderer scoring the third highest points or cancel the tender.
· If a market-related price is not agreed in all the aforementioned respects, the Department must cancel the tender.
vii. In the event that two or more tenderers score an equal total number of points, the contract must be awarded to the tenderer that scored the highest points for specific goals. (2) If two or more tenderers score equal total points in all respects, the award must be decided by the drawing of lots.
viii. A contract may, on reasonable and justifiable grounds, be awarded to a bid that did not score the highest number of points.

NB: All costs that the service provider may incur due to the preparation of the project for the DSI shall be the sole responsibility of the service provider. 




7. AWARDING OF THE BID

7.1 	The successful service provider will work in close collaboration with the DSI team so as to ensure that the objectives of the Department are accommodated.

7.2	The successful service provider may be required to enter into a service level agreement with the Department.

7.3	The successful service provider will be required to enter into a formal contract with DSI for a period of 36 months.

5.3	SUBMISSION OF PROPOSALS

7.1 The deadline for the proposal is on or before 2 August 2023 at 11:00.

7.2 The proposals should be sent to the relevant SCM Practitioner who sourced quotations using the details provided through the email used to source.  It should be noted that due to COVID-19 pandemic there will be no deliveries to the DSI building.



1. ENQUIRIES
Mr Mathebula Mkateko 
Tel: 071 345 0009
Email: Mkateko.mathebula@dst.gov.za

	Enquiries relating to operational SCM issues should be addressed to the SCM Practitioner who sourced quotations.
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1
2

	initiate:

	



	Name of client / organization where contract is being executed/was executed
	Description of Contract Services
	Physical Address of the Client/ organization 
	Contact persons and telephone numbers of your client
	Contract period (indicate start and end dates) e.g. 1 April 2012 to 31 March 2015
	Is the contract Current or Past? (please indicate accordingly)

	1.
	

	
	
	
	
	

	2.
	

	
	
	
	
	

	3.
	

	
	
	
	
	

	4.
	

	
	
	
	
	

	5.
	

	
	
	
	
	

	6.
	

	
	
	
	
	

	7.
	

	
	
	
	
	

	8.
	

	
	
	
	
	

	9.
	

	
	
	
	
	

	10.
	

	
	
	
	
	


NB: DSI reserves the right to verify the contents of this list directly with the bidders’ clients and also conduct site inspections
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