TERMS OF REFERENCE

INTERIOR DESIGN AND SPACIAL PLANNING SERVICES FOR THE REDESIGN AND LAYOUT OF THE HSRC CAPE TOWN OFFICE.


PURPOSE:

To appoint a Space Planner based in Cape Town that can provide the HSRC with interior design and spatial planning services for the redesign and layout of the HSRC Cape Town Office in Cape Town CBD.

Background:

The HSRC Cape Town office lease ended on 30 September 2022. Due to regulations, the HSRC had to go to the market to secure new premises.

Following COVID, the HSRC adopted a hybrid work model where employees are in the office on average twice per week. As a result, many of the offices and desk spaces are unused. We thus want to relook at the layout of the building to create more space for collaboration and discussion along with hot desks and unassigned workspaces



Scope of works:

Stage 1: - Space Planning
	  
1. Receive the Client's brief, including organisational charts and business objectives.	 
2. Interview key role players to further access detailed requirements.	 
3. Complete a site survey and prepare as-built plans in Autodesk Revit. 	 
4. Survey existing furniture and equipment relative to planned layouts.	 
5. Design new furniture relative to planned layouts.	 
6. Prepare departmental space standards – existing Vs new office furniture.	 
7. Prepare overall space budget estimates.
8. Receive client approval on budget estimates.	 
9. Prepare detailed space planning layouts for client approval.	 

Stage 2:- Design Concept and Development
	
1. Prepare detailed design concepts and development documentation.
2. Present design concept and receive client comments for final approval.
3. Compile electronic drawings for each area showing intended space provisions, planning relationships and materials and services intended to be used.
4. Prepare “photo” quality 3D’s of key areas x 10	
5. Prepare sample boards showing actual materials intended to be used.
6. Advise Client on estimated costs concerning the initial budget.
7. Advise Client on anticipated project program and potential lead times on local and imported materials.
8. Prepare BOQ for Furniture procurement	


Stage 3:- Technical Documentation

1. Prepare detailed drawings showing space provisions, floor plans, elevations and sections.
2. Prepare working drawings, detailed specifications and technical documentation necessary to assist in executing and completing the works.
3. Issue all drawings and technical documentation to the approved contractors and suppliers




MANDATORY REQUIREMENTS:

1. Space Planner needs to be Cape Town based

· The service provider needs to provide evidence of physical location(official document with physical address)
· Utility bill
· Lease agreement

2. Proof of The African Institute of the Interior Design Professions(IID) or any other valid regulatory body with in South Africa.


































EVALUATION CRITERIA:

1. Experience and References:

1. Evidence of a minimum of five(5) years of experience in Corporate Interior Design and Spacial Planning services over the last five(5) years. Service providers to provide company profile.
· 1 - 3 years exp - 5 points
· 4 - 6  years exp -10 points
· Seven(7) years & above – 15 points 						
Points - 15 points

2. Work Experience.

a. Worked on more than five projects in the Corporate Sector greater than 1000m2

· Service provider to support that with not less than five(5) letters of Reference not older than three(3) years as per the above specified completed projects on business letterhead. 
· 1 relevant  reference letter  - 10 points
· 3 relevant reference letter  - 20 points
· 5 relevant reference letter  - 30 points 	
Points - 30 Points

3. Project Plan

The service providers must provide a clear project plan for stages 1 and 2, indicating all design work will be completed within five(5) working days from the date of appointment, as timelines for the fitout are limited. 
Points - 45 Points

4. Service providers are to provide the latest Financial statement not older than three(3) years. 
Points - 10 Points


TOTAL POINTS: 100
Service Providers that score below the ( 80%) may not be evaluated further for Price & BEE


Inquiries: Ms Mavis Magoleng Email: mmagoleng@hsrc.ac.za Tel: 012 302 2178

All proposals to be submitted via email: mmagoleng@hsrc.ac.za
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