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	RFQ No:
	RFB 3218-2025

	Description
	Request for Bid for the Appointment of an Events Management Company for a Period of Three (03) Years.

	Publication Date
	02 March 2026

	BRIEFING SESSION
	[bookmark: _Hlk67409882]A Non- Compulsory Virtual Briefing Session will be held as follows: 
Date: 09 March 2026
Time: 10:00 am (South African Time)
Join: https://teams.microsoft.com/meet/32280941152979?p=m6FAZwrCsvUipmYzBG
Right Click- Open with Hyperlink

	RFB Closing Details and Address
	DATE: 26 March 2026
Time : 11:00am
Note that this request is authentic and bidders are encouraged to participate in the Automation project. 
The link to access the ERP is below:
Login


	RFQ Validity Period
	200 Days from the Closing Date
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[bookmark: _Toc221871624][bookmark: _Toc394775451][bookmark: _Toc394778358][bookmark: _Toc498843318][bookmark: _Toc505652265]Introduction
1.1 [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 an events management company to plan and oversee the organisations events for the next three years.
1.2 [bookmark: _Toc138245069][bookmark: _Toc214914073]Background

 The hosting of high-impact, strategically aligned events is a critical component of the State Information Technology Agency’s (SITA) mandate to lead digital transformation within the public sector and strengthen its position as a trusted technology partner. Our events serve as platforms to promote our services, communicate strategic initiatives, build relationships with stakeholders, and elevate our brand image.
Over the years, SITA has hosted a wide range of events, including flagship conferences (e.g., GovTech), stakeholder engagements, public-sector product showcases, internal employee events, thought leadership forums, and executive roundtables. These events are vital in achieving several organisational objectives:
· Enhancing stakeholder engagement and trust
· Promoting innovation and thought leadership
· Driving awareness and adoption of key ICT programmes
· Creating opportunities for industry collaboration
· Strengthening internal culture and team cohesion
As the complexity, scale, and strategic importance of our events have grown, so too have the demands associated with delivering world-class experiences. Managing logistics, content, creative production, compliance, supplier coordination, risk mitigation, and stakeholder engagement in-house places significant pressure on internal resources and often diverts focus from core business functions.
To address this, the marketing team believes the acquisition of a professional and experienced events management company to serve as a dedicated partner in the conceptualisation, planning, execution, and post-event evaluation of our events. By outsourcing these specialised services, SITA will benefit from:
· Expertise in end-to-end event planning, from ideation to execution
· Access to innovative event solutions, including digital and hybrid event formats
· Improved operational efficiency and resource optimisation
· Consistent brand representation across all touchpoints and formats
· Enhanced stakeholder experience, driving greater engagement and impact
· Scalable event management capacity to support regional, national, and strategic priority events

[bookmark: _Toc221871626]Scope of Bid
[bookmark: _Toc221871627]Scope of Work
[bookmark: _Toc127818360]The primary responsibility of an events management company is to work closely with the client (SITA) to deliver a successful event that meet our objectives and exceeds our expectations. By providing professional expertise, attention to detail, and seamless coordination, an events management company plays a vital role in ensuring the success of any event. One of the key roles of an events management company will be to coordinate all logistics related to the event. This includes securing the venue, managing technical requirements, coordinating vendors, catering services, transportation, and any other necessary services to ensure the smooth running of the event. On the day of the event, the events management company plays a crucial role in overseeing the setup, execution, and breakdown of the event. This includes managing staff and ensuring that all elements of the event are in place and running smoothly.

a) Event Planning & Conceptualization
· Conduct client consultations to understand event objectives, budget, and expectations.
· Develop event themes, concepts, and creative proposals. 
· Prepare event timelines, schedules, and critical paths. 
· Conduct feasibility studies and risk assessments. 
b) Venue Selection & Logistics Management
· Research and recommend suitable venues based on event requirements. 
· Negotiate contracts with venues, hotels, and suppliers. 
· Coordinate venue bookings, permits, and insurance. 
· Oversee logistics, including seating arrangements, floor plans, and accessibility. 
c) Budgeting & Financial Management
· Prepare detailed event budgets and cost estimates. 
· Track expenses and ensure adherence to the approved budget. 
· Negotiate with vendors for competitive pricing. 
· Manage invoicing, payments, and financial reporting. 
d) Vendor & Supplier Coordination
· Identify and contract vendors (caterers, decorators, AV teams, photographers, etc.). 
· Manage contracts, deliverables, and performance of suppliers. 
· Conduct quality checks on vendor services before and during the event. 
e) Event Design & Production
· Oversee event theming, décor, lighting, and stage design. 
·  Coordinate audiovisual (AV) requirements, sound systems, and technical setups. 
· Manage entertainment, speakers, and performers. 
· Ensure compliance with safety and technical standards. 
f) Guest & Attendee Management
· Manage RSVPs, invitations, and guest lists. 
· Arrange transportation and accommodation for attendees (if required). 
· Handle registration and badge printing. 
· Provide customer service and address attendee inquiries. 

g) On-Site Event Management
· Oversee event setup, execution, and breakdown. 
· Manage staff, volunteers, and security personnel. 
· Troubleshoot issues in real-time and ensure smooth operations. 
· Coordinate with speakers, performers, and VIP guests. 

h) Post-Event Activities
· Conduct post-event debriefs and gather feedback from stakeholders. 
· Prepare event reports, including analytics and ROI assessment. 
· Handles thank-you notes, sponsor acknowledgments, and follow-ups. 
· Archive event documentation (photos, videos, contracts). 
i) Management of Specialized Event Services 
· Corporate Events: Conferences, seminars, product launches, team building. 
· Virtual/Hybrid Events: Webinars, live streaming, digital engagement. 
· Non-Profit Events: Community Events, charity auctions, awareness campaigns.
j)  Conferencing events/venues: (Conferences, Seminars, workshops, strategic planning sessions, Networking client sessions etc)
· Manage budgets, including vendor/venue payments and reconciliations
· Source and secure suitable conference venues based on client requirements.
· Conduct site inspections and provide recommendations.
· Negotiate venue hire agreements, including payment terms and cancellation policies.
· Coordinate with venue management on layout, access, parking, and regulations.
· Ensure compliance with health, safety, and COVID-19 regulations (if applicable).

Note:
The above listed events will take place on an ad-hoc basis and will be managed as and when requests are briefed in. Each event will be initiated and coordinated based on briefs received from the Marketing team and other departments within the organisation. The appointed event management company will therefore be expected to remain flexible and responsive to varying timelines, locations, and requirements for each event.
[bookmark: _Toc221871628]Delivery address
 The service provider must be capable of delivering services across all provinces in South Africa. The specific delivery address will be confirmed per event, based on its location Scope of Work 

[bookmark: _Toc221871629]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 1: 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 and Preference Points Evaluation
	YES


[bookmark: _Toc221871630]Mandatory administrative responsiveness (Stage 1) 
1.2.1 [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
1.2.2 [bookmark: _Toc214914087]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 RFB.
(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]Bid Submission Instructions
(a) Bids to be submitted as stated in the Invitation to Bid Document.

[bookmark: _Toc221871632]Technical returnable documents
[bookmark: _Toc221871633]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: _Toc221871634]Technical mandatory requirements (Stage 2)
[bookmark: _Toc127818474]Table 2: 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 submit a minimum of three (3) contactable references from customers or clients for whom they have successfully delivered events within the past eight (8) years from the publication date of this Bid. The referenced events must have been hosted in different provinces and should demonstrate experience across a range of event sizes, including medium-scale engagements such as team-building activities (5–30 attendees) and team meetings (5–20 attendees), as well as large-scale events such as conferences (20–1,500 attendees), webinars (20–200 attendees), community events (500–1,500 attendees), and key stakeholder events (30–100 attendees).
	[bookmark: _Hlk216184817][bookmark: _Hlk216185475]The bidder must complete Table 6 by providing reference details for a minimum of three (3) customers or clients for whom they have delivered events within the past eight (8) years from the publication date of this Bid. The referenced events must have been hosted in different provinces and must demonstrate experience across various event scales, including medium-scale engagements such as team-building activities (5–30 attendees) and team meetings (5–20 attendees), as well as large-scale events, including conferences (20–1,500 attendees), webinars (20–200 attendees), community events (500–1,500 attendees), and key stakeholder events (30–100 attendees).Note 1: 
The Bidder must provide all of the following information when completing Table 6:
· Company name
· Contact person and/or email address
· Project/event scope of work
· Project/event start and end dates
· Portfolio of evidence, which must include event Conceptualization ,Execution and Event Photos. 
Note (2): 
Failure to complete Table 6 fully as indicated above will result in disqualification.
Note 3: 
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) [bookmark: _Hlk216186413]Project Team Requirements
	Dedicated Project or Account Managers with a minimum of five (5) years’ experience in events management.

Experienced personnel for logistics, technical support, hospitality, and supplier coordination.

Bidders are required to submit the CVs of the three (3) Account Leads/Managers who will be responsible for managing our account. Each CV must demonstrate proven experience in managing multiple events across a range of scales, including:

Medium-scale events: team buildings (5–30 attendees) and team meetings (5–20 attendees)

Large-scale events: conferences (20–1,500 attendees), webinars (20–200 attendees), community events (500–1,500 attendees), and key stakeholder events (30–100 attendees)

Submission of these CVs will serve as proof of capability to oversee the full scope of event management for our organisation, including planning, logistics, execution, and reporting.
	

	c) The Bidder must provide a detailed Company Profile
	[bookmark: _Hlk216187058]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: _Toc221871635]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.
1.2.3 Special Conditions of Contract 
1.2.3.1 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.
1.2.3.2 Delivery Address
(a) The supplier must deliver the required products or services at as indicated in Section 2.2, Delivery Address
1.2.3.3 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.
1.2.3.4 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.
1.2.3.5 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.      
1.2.3.6 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.
1.2.3.7 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).
1.2.3.8 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.
1.2.3.9 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.
1.2.3.10 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.
1.2.3.11 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.
1.2.3.12 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.
1.2.3.13 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.
1.2.4 [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 above and shall comply with all stated obligations:

Name of Bidder: _____________________________	Signature: _________________________

Date:______________

1.3 [bookmark: _Toc151325585][bookmark: _Toc215567200][bookmark: _Toc221871636][bookmark: _Ref455341955][bookmark: _Toc57764329]Costing and Preference Points Evaluation (Stage 4)
1.3.1 [bookmark: _Toc214914095][bookmark: _Toc221871637]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 3. 
(4) Points for this tender shall be awarded for: 
0. Price; and
0. Preference points for specific goals.
                                                                        Table 3 Points allocation
	Description
	Points


	Price
	80

	Preference points for specific goals
	20

	Total points for Price and preference points for specific goals
	100


3. [bookmark: _Toc202266030][bookmark: _Toc202266161][bookmark: _Toc202266031][bookmark: _Toc202266162][bookmark: _Toc202266032][bookmark: _Toc202266163][bookmark: _Toc202266033][bookmark: _Toc202266164][bookmark: _Toc202266034][bookmark: _Toc202266165][bookmark: _Toc202266035][bookmark: _Toc202266166][bookmark: _Toc202266036][bookmark: _Toc202266167][bookmark: _Toc202266037][bookmark: _Toc202266168][bookmark: _Toc202266038][bookmark: _Toc202266169][bookmark: _Toc202266039][bookmark: _Toc202266170][bookmark: _Toc195712288][bookmark: _Toc202266171][bookmark: _Toc215567202][bookmark: _Toc221871638][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 4.5 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. 
3. [bookmark: _Toc195712289][bookmark: _Toc202266172][bookmark: _Toc215567203][bookmark: _Toc221871639][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.
1.4 [bookmark: _Toc435315930][bookmark: _Ref455338328][bookmark: _Ref455597629][bookmark: _Toc127119463]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.



	
1.5 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 5.
(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 4 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 4: 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 5
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 5
Copy of South African Identification Document (ID); and/ or
c) Column E in table 5
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 5 in section 3.6

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



Table 5: 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: _Toc221871640]Bidder Substantiating Evidence
[bookmark: _Toc221871641]Technical Mandatory Requirement Evidence
[bookmark: _Toc221871642]Bidder Experience and Capability Requirements
a) Complete table below, noting that:
The bidder must complete Table 6 by providing reference details for at least three (3) customers for which they have delivered events across various scales in the past eight (08) years from publication date of this Bid. These must include medium-scale engagements—such as team buildings (5–30 attendees) and team meetings (5–20 attendees)—as well as large-scale events, including conferences (20–1,500 attendees), webinars (20–200 attendees), community events (500–1,500 attendees), and key stakeholder events (30–100 attendees).
            Note (1): 
           The Bidder must provide all of the following information when completing Table 6:
a) Company name
b) Contact person and/or email address
c) Project/event scope of work
d) Project/event start and end dates
e) Event photographs submitted in brochure format for the events delivered to the referenced   clients
Note (2): 
Failure to complete Table 6 fully as indicated above will result in disqualification.
Note (3): 
SITA reserves the right to verify all information submitted by the bidders.
[bookmark: _Toc127818477]Table 6: 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 has successfully delivered events across various scales within the past eight (8) years from the 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 has successfully delivered events across various scales within the past eight (8) years from the 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 has successfully delivered events across various scales within the past eight (8) years from the publication date of this Bid>
	Start Date:
End Date:



b) Dedicated Project or Account Managers with a minimum of five (5) years’ experience in events    management.

Experienced personnel for logistics, technical support, hospitality, and supplier coordination.

Bidders are required to submit the CVs of the three (3) Account Leads/Managers who will be responsible for managing our account. Each CV must demonstrate proven experience in managing multiple events across a range of scales, including:

Medium-scale events: team buildings (5–30 attendees) and team meetings (5–20 attendees)

Large-scale events: conferences (20–1,500 attendees), webinars (20–200 attendees), community events (500–1,500 attendees), and key stakeholder events (30–100 attendees)

Submission of these CVs will serve as proof of capability to oversee the full scope of event management for our organisation, including planning, logistics, execution, and reporting.

c) 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.

1.6 [bookmark: _Toc221871643][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.

1.7 [bookmark: _Toc214914103][bookmark: _Toc221871644][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 5 in section 3.6, dependant on which preference system the Bidder selects in line with section 4.6; 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 4 in section 3.6 and attach it here:
(i) Columns A, B, C  and D in table 5
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 5
Copy of South African Identification Document (ID); 

and/ or

(iii) Column E in table 5
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 at par 4.5 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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