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g REPUBLIC OF SOUTH AFRICA

STANDARD BIDDING DOCUMENT (SBD1) - REQUEST FOR QUOTATIONS

PART A
REQUEST FOR QUOTATIONS (RFQ)

YOU ARE HEREBY INVITED TO BID FOR REQUIREMENTS OF THE (DEPARTMENT OF TOURISM)

RFQNUMBER. | IM0932026 [ CLOSING DATE: | 08-05-2026 [ CLOSNGTIME: | 13H00

PROCUREMENT OF GOODS AS SPECIFED BELOW
DESCRIPTION

BID RESPONSE DOCUMENTS MAY BE DEPOSITED IN THE RFQ BOX SITUATED AT (STREET ADDRESS) OR PROVIDED EMAIL ADDRESS

PHYSICAL ADDRESS : 17 TREVENNA STREET,SUNNYSIDE, PRETORIA 0002 OR EMAIL ADDRESS: QUOTATIONSSCM@TOURISM.GOV.ZA
NOTE: /T IS THE RESPONSIBILITY OF THE BIDDER TO ENSURE THAT COMPLETED RFQ DOCUMENT IS DELIVERED TO THE CORRECT EMAL OR PHYSICAL
ADDRESS ON BEFORE THE CLOSING DATE AND TIME.

BIDDING PROCEDURE ENQUIRIES MAY BE DIRECTED TO TECHNICAL ENQUIRIES MAY BE DIRECTED TO:
CONTACT PERSON CONTACT PERSON Tasneem Carrim
TELEPHONE NUMBER TELEPHONE NUMBER 0824679227
E-MAIL ADDRESS E-MAIL ADDRESS tearrim@tourism.gov.za
SUPPLIER INFORMATION
NAME OF BIDDER
POSTAL ADDRESS
STREET ADDRESS
TELEPHONE NUMBER CODE NUMBER
CELLPHONE NUMBER
E-MAIL ADDRESS
VAT REGISTRATION
NUMBER
SUPPLIER COMPLIANCE | TAX CENTRAL
STATUS COMPLIANCE OR SUPPLIER

SYSTEM PIN: DATABASE No: | MAAA
ARE YOU THE
ACCREDITED ARE YOU A FOREIGN BASED SUPPLIER
REPRESENTATIVE IN Cves o FOR THE GOODS /SERVICES /WORKS [Cves CINo
SOUTH AFRICA FOR THE OFFERED?
GOODS /SERVICES [IF YES ENCLOSE PROOF] [IF YES, ANSWER PART B:3]
/WORKS OFFERED?
QUESTIONNAIRE TO BIDDING FOREIGN SUPPLIERS
IS THE ENTITY A RESIDENT OF THE REPUBLIC OF SOUTH AFRICA (RSA)? [1ves [InNO
DOES THE ENTITY HAVE A BRANCH IN THE RSA? O yes [JNO
DOES THE ENTITY HAVE A PERMANENT ESTABLISHMENT IN THE RSA? [ yes [INO
DOES THE ENTITY HAVE ANY SOURCE OF INCOME IN THE RSA? O yes [ONo
IS THE ENTITY LIABLE IN THE RSA FOR ANY FORM OF TAXATION? [ Yes [INO

IF THE ANSWER IS “NO” TO ALL OF THE ABOVE, THEN IT IS NOT A REQUIREMENT TO REGISTER FOR A TAX COMPLIANCE STATUS SYSTEM PIN CODE
FROM THE SOUTH AFRICAN REVENUE SERVICE (SARS) AND IF NOT REGISTER AS PER 2.3 BELOW.
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PART B
TERMS AND CONDITIONS FOR BIDDING

1.

BID SUBMISSION:

1.1,

12,

1.3.
1.4,

1.5.

BIDS MUST BE DELIVERED BY THE STIPULATED DATE AND TIME TO THE CORRECT ADDRESS. ALL COMPLETED DOCUMENTS SHOULD BE SEND
TO quotationsscm@tourism.gov.za OR HAND DELIVERED AT TOURISM HOUSE, 17 TREVENNA STREET, SUNNYSIDE, PRETORIA 0002. PHYSICAL
SUBMISSION OR HAND DELIVERED RFQ DOCUMENTS MUST BE COMPLETED IN THE REGISTER FOR QUOTATIONS. BIDDERS FAILURE TO
COMPLETE THE REGISTER WILL INVALIDATE THE RFQ. LATE BIDS/RFQ WILL NOT BE CONSIDERED WHEN MAKING A DECISION TO AWARD,

ALL BIDS MUST BE SUBMITTED ON THE OFFICIAL FORMS PROVIDED — OR IN THE MANNER PRESCRIBED IN THE BID DOCUMENT. THE
STANDARDS BIDDING DOCUMENTS (SBD) FORMS MUST BE COMPLETED, SIGNED AND RETURNED WITH THE RFQ / BID DOCUMENTS.

BIDDER'S ARE NOT ALLOWED TO ALTER THE CONTENT AND SEQUENCE OF INFORMATION IN THE SBD4 FORM.

THE UNDERSIGNED BIDDER DECLARES AND FURTHER AGREES TO HAVE READ 2010 VERSION OF THE GENERAL CONDITIONS OF CONTRACT
(GCC) IS AVAILABLE ON THE NATIONAL TREASURY WEBSITE. TO ACCESS THE GCC THE BIDDER SHOULD CLICK THE FOLLOWING LINK
http://www.treasury.gov.za/divisions/ocpo/sc/GeneralConditions/ OR DOWNLOAD THE DOCUMENT FROM THE NATIONAL TREASURY.

THE 80 / 20 PREFERENTIAL POINT SYSTEM WILL BE APPLIED WHEREIN 80 POINTS IS FOR PRICE AND 20 POINTS IS FOR SPECIFIC GOALS.
TENDERS WITH A RAND VALUE OF BETWEEN R 30 000 BUT NOT EXCEEDING R 50 MILLION (INCLUSIVE OF ALL APPLICABLE TAXES). FIRSTLY,
THE BID SUBMISSION / RFQ WILL EVALUATED IN LINE WITH THE SET CRITERIA OR FUNTIONALITY (/F APPLICABLE) AND THEREAFTER PROPOSAL
WILL BE EVALUATED CN POINTS FOR PRICE AND SPECIFIC GOALS.

THE DEPARTMENT MAY APPLY THE 80/20 POINT SYSTEM IN RESPECT TO TENDERS BETWEEN R 2 000 AND R 30 000 (/NCLUSIVE OF APPLICABLE
TAXES). THAT WILL BE STIPULATED IN THE INVITATION TO BID/RFQ.

PCINTS SCORED FOR SPECIFIC GOALS WILL BE ADDED TO THE POINTS SCORED FOR PRICE AND THE TOTAL WILL BE ROUNDED OFF TO THE
NEAREST TWO (2) DECIMAL PLACES.

A TENDER OR RFQ MUST BE AWARDED TO THE TENDERER WHO SCORE THE HIGHEST TOTAL NUMBER OF POINTS IN TERMS OF THE
PREFERENCE POINT SYSTEM (PRICE AND SPECIFIC GOALS) UNLESS OBJECTIVE CRITERIA IN TERMS OF SECTION 2 (1)(F) OF THE PPPFA ACT
NO 5 OF 2000 JUSTIFY THE AWARD OF THE TENDER TO ANOTHER TENDERER

BIDDERS ARE REQUIRED TO SUBMIT RESPONSIVE BIDS BY COMPLETING ALL PRICING AND ITEM INFORMATION IN LINE WITH THE ENITIRE
SCOPE OF WORK/GOODS/SERVICES. SHOULD THE SUPPLIER FAIL TO QUOTE ON THE ENTIRE SCOPE OF WORK AS PER THE RFQ THE
DEPARTMENT MAY NOT AWARD THE CONTRACT TO THE SUPPLIER.

1.10. THE DEPARTMENT RESERVES THE RIGHT TO NEGOTIATE WITH THE BIDDERS PRIOR OR POST AWARD.
1.11. THE DEPARTMENT MAY ALLOCATE ZERO/NIL POINTS FOR SPECIFIC GOALS WHERE PROOF IS NOT SUBMITTED WITH THE RFQ.

1.12. BIDDERS SHOULD INDICATE THE VALIDITY PERIOD (IN DAYS) OF PRICE QUOTATION AFTER THE CLOSING DATE

2.

TAX COMPLIANCE REQUIREMENTS

2.1
2.2

23
24
25

26

27

BIDDERS MUST ENSURE COMPLIANCE WITH THEIR TAX OBLIGATIONS.

BIDDERS ARE REQUIRED TO SUBMIT THEIR UNIQUE PERSONAL IDENTIFICATION NUMBER (PIN) ISSUED BY SARS TO ENABLE THE ORGAN OF
STATE TO VERIFY THE TAXPAYER'S PROFILE AND TAX STATUS.

APPLICATION FOR TAX COMPLIANCE STATUS (TCS) PIN MAY BE MADE VIA E-FILING THROUGH THE SARS WEBSITE WWW.SARS.GOV.ZA
BIDDERS MAY ALSO SUBMIT A PRINTED TCS CERTIFICATE TOGETHER WITH THE BID.

IN BIDS WHERE CONSORTIA / JOINT VENTURES / SUB-CONTRACTORS ARE INVOLVED; EACH PARTY MUST SUBMIT A SEPARATE TCS
CERTIFICATE /PIN / CSD NUMBER.

WHERE NO TCS IS AVAILABLE BUT THE BIDDER IS REGISTERED ON THE CENTRAL SUPPLIER DATABASE (CSD), A CSD NUMBER MUST BE
PROVIDED.

NO BIDS WILL BE CONSIDERED FROM PERSONS IN THE SERVICE OF THE STATE, COMPANIES WITH DIRECTORS WHO ARE PERSONS IN THE
SERVICE OF THE STATE, OR CLOSE CORPORATIONS WITH MEMBERS PERSONS IN THE SERVICE OF THE STATE."

LIST OF RETURNABLES

BIDDERS SHOULD PLEASE ADHERE TO THE FOLLOWING INSTRUCTIONS

a) TICKAPPLICABLE BOX

b) ENSURE THAT THE FOLLOWING DOCUMENTS ARE COMPLETED, SUBMITTED AND SIGNED WHERE APPLICABLE

¢) USE THE PRESCRIBED SEQUENCE IN ATTACHING THE ANNEXURES THAT COMPLETE THE BID OR RFQ DOCUMENT

ANNEXURES | DOCUMENT DECRIPTION YES | NO
PARTA&B IS BID INVITATION FORM AND TERMS AND CONDITIONS FOR BIDDING COMPLETED, SIGNED AND
SUBMITTED?
ANNEXUREA | IS THE STANDARD BID DOCUMENT (SBD4) FORM BIDDER'S DISCLOSURE COMPLETED, SIGNED AND
SUBMITTED?
ANNEXURE B | IS PROOF OF OWNERSHIP BY WOMAN SUBMITTED. |
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i.SHAREHOLDING (CERTIFICATE) PORTFOLIO BY PROOF OF REGISTRATION OF THE COMPANY WITH
COMPANIES AND INTELLECTUAL PROPERTY REGISTRATION OFFICE (CIPRO) / COMPANIES INTELLECTUAL
PROPERTY COMMISSION {CIPC). IN CASE OF JOINT VENTURE, A BIDDER MUST SUBMIT PROCF OF
REGITRATION FOR BOTH ENTERPRISES;

ii.CERTIFIED COPY {COPIES) OF ID-DOCUMENT(S) OF THE WOMAN OR WOMEN AND

jii.A CSD FULL REPORT AND NOT SUMMARIZED PREFERABLY DRAWN PRIOR TO THE CLOSING DATE MUST BE

SUBMITTED BY BIDDERS.

ANNEXUREC | IS PROOF OF OWNERSHIP BY BLACK PERSON (5} SUBMITTED.

I. SHAREHCLDING (CERTIFICATE) PORTFOLIC BY PROQF OF REGISTRATION OF THE COMPANY WITH
COMPANIES AND INTELLECTUAL PROPERTY REGISTRATION OFFICE {CIPRC) / COMPANIES INTELLECTUAL
PROPERTY COMMISSION (CIPCLIN CASE OF JOINT VENTURE, A BIDDER MUST SUBMIT PROOF OF
REGITRATION FOR BCGTH ENTERPRISES;

il.CERTIFIED COPY (COPIES) OF ID-DOCUMENT(S) OF BLACK PERSON(S) ; AND

fil.A CSD FULL REPORT AND NOT SUMMARIZED PREFERABLY DRAWN PRIOR TO THE CLOSING DATE MUST BE

SUBMITTED BY BIDDERS,

ANNEXURED | QUALIFYING EXEMPTED MICRO ENTERPRISE (EME) ~ AND OR QUALIFYING SMALL ENTERPRISE {QSE) -
MUST SUBMIT A VALID B-BBEE SWORN AFFIDAVIT (VALID FOR A PERIOD OF 12 MONTHS FROM THE DATE
SIGNED BY THE COMMISSIONER) ACCOMPANIED BY CIPS BUSINESS REGISTRATION AND SHARE
CERTIFICATE. IN CASE OF JOINT VENTURE TO CLAIM POINTS, A CONSOLIDATED B-BBEE CERTIFICATE
ISSUED BY AN ACCREDITED VERIFICATION AGENCY, IRRESPECTVE OF THE SIZE OF THE COMPANIES
INVOLVED IN A JCINT VENTURE MUST BE SUBMITTED. THE DEPARTMENT CANNOT ACCEPT JOINT VENTURE
AFFIDAVIT.

ANNEXUREE | 15 THE BIDDER'S QUOTED PRICE OR FINANCIAL OFFER SUBMITTED AND ALIGNED WITH THE SCOPE OF
WORK? OR STATED iN THE BELOW TABLE OF DECRIPTION OF SERVICE/GOODS?

4. APPLICATION OF PREFERENCE POINT SYSTEM
4.1 DIFINITIONS
HISTORICALLY DISADVANTAGED INDIVIDUALS (HDI} |S DEFINED AS A SOUTH AFRICAN CITIZEN -

a) WHO, DUE TC THE APARTHEID POLICY THAT WAS IN PLACE, HAD NO VOTING RIGHTS N THE NATIONAL ELECTIONS PRIOR
TO THE INTRODUCTION OF THE CONSTITUTION OF THE REPUBLIC OF SOUTH AFRICA, 1983 {(ACT NO. 100 OF 1983) OR THE
CONSTITUTION OF THE REPUBLIC OF SOUTH AFRICA, 1993 (ACT NO. 200 OF 1993) {'THE INTERIM CONSTITUTION} AND OR

by WHO IS A WOMAN, AND/OR
¢) WHO HAS DISABILITY

4.2 WITH THE UNDERSTANDING THAT ANY PERSON WHO RECEIVED SOUTH AFRICAN CITIZENSHIP ON OR BEFORE THE
INTRODUCTION OF THE INTERIM CONSTITUTICN, WILL NOT BE DEEMED TO BE HDI.

4.3 ANY REFERENCE TO WORDS "BID” OR "BIDDER" HEREIN AND/OR IN ANY OTHER DOCUMENTATION SHALL BE CONSTRUED TO HAVE
THE SAME MEANING AS THE WORDS "TENDER” OR "TENDERER".

4.4 "A WOMAN" REFERS TO A FEMALE PERSON WHO [S A SOUTH AFRICAN CITIZEN

4.5 "DISABILITY" REFERS TO A PERSON WITH A PERMANENT PHYSICAL DISABILITY, MENTAL DISABILITY, AWARENESS DISABILITY,
WHICH LEADS TO CONFINEMENT OR DISABILITY, OR THE INABILITY TG PERFORM BODILY FUNCTIONS IN THE MANNER OR WITHIN
THE CAPACITY OF A NORMAL PERSON.

4.6 *HDI EQUITY OWNERSHIP" REFERS TO THE PERCENTAGE OF A PARTNERSHIP OR BUSINESS THAT IS OWNED BY INDIVIDUALS, OR
IN THE CASE OF A COMPANY, THE PERCENTAGE OF SHARES WHICH IS OWNED BY INDIVIDUALS WHO ARE ACTIVELY INVOLVED
IN THE MANAGEMENT DECISIONS AND DAY TO DAY OPERATIONAL ACTIVITIES OF THE COMPANY OR BUSINESS AND WHO
EXERCISES CONTROL IN THE BUSINESS IN RELATION TO THEIR OWNERSHIP AT THE CLOSE OF TENDER. WHERE INDIVIDUALS
ARE NOT ACTIVELY INVOLVED IN THE MANAGEMENT AND DAY TO DAY CPERATIONAL ACTIVITIES OF THE BUSINESS AND WHO
DOESNOT EXERCISE CONTROL iN RELATION TO THE PERCENTAGE OF THEIR OWNERSHIP, EQUITY OWNERSHIP PQINTS CANNOT
BE AWARDED.

4.7 “BLACK PEOPLE" IS A GENERIC TERM WHICH MEANS AFRICANS, COLOUREDS AND INDIANS WHO ARE CITIZENS OF THE RSA BY
BIRTH OR DESCENT OR BY NATURALISATION BEFORE 27 APRIL 1994 OR AFTER.

4.8 “SMALL ENTERPRISE" MEANS A SEPARATE AND DISTINCT BUSINESS ENTITY, TOGETHER WITH ITS BRANCHES OR SUBSIDIARIES,
IF ANY, INCLUDING COOPERATIVE ENTERPRISES, MANAGED BY ONE OWNER OR MORE PREDOMINANTLY CARRIED ON IN ANY
SECTOR OR SUBSECTOR OF THE ECONOMY.

4.9 "YOUTH" IS A GENERIC TERM WHICH MEANS PERSONS BETWEEN 14 TO 35 YEARS OF AGE.

4.10 "EXEMPTED MICRO ENTERPRISE (EME)" IN TERMS OF THE GENERIC CODES OF GOOD PRACTICE, IT REFERS TO AN ENTERPRISE
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| WITHAN ANNUAL TOTAL REVENUE OF R 10 MILLION OR LESS.

4.11 "QUALIFYING SMALL ENTERPRISE (QSE)” IN TERMS OF THE GENERIC CODES OF GOOD PRACTICE, IT REFERS TO AN ENTERPRISE
WITH AN ANNUAL TOTAL REVENUE OF BETWEEN R 10 MILLION AND R 50 MILLION

4.12"SPECIFIC GOALS "REFERS TO CONTRACTING WITH PERSONS, OR CATEGORIES OF PERSONS, HISTORICALLY DISADVANTAGED
BY UNFAIR DISCRIMINATION ON THE BASIS OF RACE, GENDER OR DISABILITY AND IMPLEMENTING PROGRAMME AS PUBLISHED
IN THE GOVERNMENT GAZETTE NO. 16085 DATED 23 NOVEMBER 1994.

4.13 80/ 20 PREFERENCE POINT SYSTEM
TENDERERS WILL BE AWARDED POINTS AS FOLLOWS:

a) TENDER PRICE : 80 POINTS

b) WOMEN OWNERSHIP - 06 POINTS

0) BLACK OWNERSHIP : 12POINTS > SPECIFIC GOALS - MAXIMUM OF 20 POINTS
d) SMME'S (EME OR QSE) - 02 POINTS

TOTAL 100 POINTS

4.14 THE POINTS SCORED FOR SPECIFIC GOALS WILL BE ADDED TO THE POINTS SCORED FOR PRICE AND THE TOTAL MUST BE
ROUNDED OFF TO THE NEAREST 2 DECIMAL PLACES

4.15 TENDER PRICE
THE FOLLOWING FORMULA WILL BE USED TO CALCULATE THE POINTS OUT OF 80 FOR PRICE IN RESPECT OF TENDER WITH A
RAND VALUE NOT EXCEEDING R 50 MILLION (INCLUSIVE OF ALL APPLICABLE TAXES). THE LOWEST ACCEPTABLE TENDER MUST
SCORE 80 POINTS FOR PRICE, AND OTHER TENDERS WHICH ARE HIGH IN PRICE MUST SCORE FEWER POINTS , ON PRO RATA
BASIS.

Pt — Pmin
Ps =80 (1 — —-—)
Pmin
WHERE -
PS = POINTS SCORED (AWARDED) FOR PRICE OF TENDER UNDER CONSIDERATION
PT = PRICE OF TENDER UNDER CONSIDERATION; AND
PMIN = PRICE OF THE LOWEST ACCEPTABLE TENDER
4.16 SPECIFIC GOALS

4.16.1 % OWNED BY PEOPLE WHO ARE WOMEN

A MAXIMUM OF SIX (06) POINTS WILL BE AWARDED TO A TENDERER WHO IS A WOMAN. EQUITY OWNERSHIP FOR WOMEN WILL BE
DETERMINED BY THE % OF THE ENTERPRISE OWNED BY SUCH A PERSON OR BY THE % OF SHARES OWNED BY MEMBER/S WHO ARE
ACTIVELY INVOLVED IN THE DAY TO DAY MANAGEMENT OF THE COMPANY OR ENTERPRISE. DOCUMENTS REQUIRED ARE DETAILED
ON ANNEXURE B ABOVE AND MUST BE SUBMITTED WITH THE RFQ/BID RESPONSE TO CLAIM POINTS.

% OF ENTERPRISE OWNED BY WOMEN-—------- %

THUS, POINTS AWARDED: 6 X %1‘;? - D

4.16.2 % OWNED BY BLACK PEOPLE

A MAXIMUM OF TWELVE (12) POINTS WILL BE AWARDED TO A TENDERER WHO IS A BLACK AND DID NOT HAVE VOTING RIGHTS
ACCORDING TO THE DEFINITION OF AN HDI. EQUITY OWNERSHIP FOR BLACKS WILL BE DETERMINED BY THE % OF THE ENTERPRISE
OWNED BY SUCH A PERSON OR BY THE % OF SHARES OWNED BY MEMBERS WHO ARE ACTIVELY INVOLVED IN THE DAY TO DAY
ACTIVITIES OF THE COMPANY OR ENTERPRISE. DOCUMENTS REQUIRED ARE DETAILED ON ANNEXURE C ABOVE AND MUST BE
SUBMITTED WITH THE RFQ/BID RESPONSE TO CLAIM POINTS.

% OF ENTERPRISE OWNED BY BLACK PERSON(S) WHO DID NOT HAVE VOTING RIGHTS................... %

THUS, POINTS AWARDED: 12 X E/i'oioo - D
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4.17 SMALL,MEDIUM AND MICRO ENTERPRISES (SMME’S)
A MAXIMUM OF TWO (2) POINTS WILL BE AWARDED TO A TENDERER WHO IS CLASSIFIED AS SMME

IS THE COMPANY CLASSIFIED AS EME OR QSE? DOCUMENTS REQUIRED ARE DETAILED ON ANNEXURE D ABOVE AND MUST BE
SUBMITTED WITH THE RFQ/BID RESPONSE TO CLAIM POINTS.

YES

2 POINTS

NO 0 POINT

418 THE DEPARTMENT CAN ONLY AWARD POINTS PROVIDED SUFFICIENT INFORMATION AND REQUIRED DOCUMENTS ARE
CORRECTLY COMPLETED AND RETURNED WITH THE PROPOSALS IN LINE WITH LIST OF RETURNABLE DOCUMENTS ON
PARAGRAPH THREE (3) ABOVE. POINTS OBTAINED FOR PRICE SHOULD BE ADDED TO POINTS OBTAINED FOR SPECIFIC GOALS.

4.19 INFORMATION ON THE DETAILED CSD FULL REPORT (DIRECTORS / SHAREHOLDERS) SHOULD BE THE SAME AND SUPPORTED
BY COPIES OF IDENTITY DOCUMENTS AND COMPANY REGISTRATION DOCUMENTS / SHAREHOLDER CERTIFICATES.

5. CRITERIA FOR BREAKING DEADLOCK IN SCORING

a) IF TWO OR MORE CF THE TENDERERS HAVE SCORED EQUAL TOTAL NUMBER OF POINTS, THE CONTRACT WILL BE AWARDED TO THE
TENDERER THAT SCORED THE HIGHEST POINTS FOR SPECIFIC GOALS:

b)  IF TWO OR MORE TENDERES SCORE EQUAL TOTAL NUMBER OF POINTS IN ALL RESPECTS, THE AWARD WILL BE DECIDED BY THE DRAWING
OF LOTS

6. DELIVERIES

a.  ALL DELIVERIES MAY BE ACCOMPANIED BY A DELIVERY NOTE OR AN INVOIGE OF AN OFFICIAL PURCHASE ORDER NUMBER AGAINST
WHICH THE DELIVERY HAS BEEN AFFECTED

b. DELIVERIES NOT COMPLYING WITH THE PURCHASE ORDER FORM MAY BE RETURNED TO THE SUPPLIER(S) AT THE SUPPLIER'S
EXPENSE.THE DEPARTMENT WILL NOT BE LIABLE FOR PAYMENT OF INCORRECTLY DELIVERED GOODS OR SERVICE

c.  BIDDERS SHOULD INDICATE THE PLANNED DELIVERY PERICD (IN DAYS) FROM THE DATE AN ORDER IS ISSUED

7. POPIA DISCLAIMER

7.1 COMPLIANCE WITH PERSONAL INFORMATION ACT, 4 OF 2013

PERSONAL INFORMATION SHARED WITH THE DEPARTMENT OF TOURISM (DEPARTMENT) SHALL BE TREATED WITH CONFIDENTIALITY
AND IN COMPLIANCE WITH THE PROTECTION OF PERSONAL INFORMATION ACT, 4 OF 2013 (POPIA) AND OTHER APPLICABLE LAWS.
FOR PURPOSES OF THIS DISCLAIMER, “PERSONAL INFORMATION” SHALL BE DEFINED AS DETAILED IN THE PROMOTION OF ACCESS
TO INFORMATION ACT, ACT 2 OF 2000 (PAIA) AND POPIA, AND “PROCESSING” AND *FURTHER PROCESSING" SHALL BE READ,
INTERPRETED AND UNDERSTOOD AS DETAILED AND DEFINED IN POPIA.

7.2 CONSENT TO PROCESSING AND FURTHER PROCESSING OF PERSONAL INFORMATION

THE DEPARTMENT MAY PROCESS AND FURTHER PROCESS RECEIVED PERSONAL INFORMATION, INTERNALLY OR EXTERNALLY, IN
THE EXECUTION OF ITS MANDATE AND/OR AS REQUIRED BY LAW. THE DEPARTMENT MAY SHARE PERSONAL INFORMATION WITH ITS
SERVICE PROVIDERS, AGENTS, CONTRACTORS, LEGAL AND OTHER PROFESSIONAL ADVISORS AUTHORISED TO PROCESS THIS
INFORMATION. THE DEPARTMENT MAY THUS PLACE RECEIVED PERSONAL INFORMATION IN THE PUBLIC DOMAIN DUE TO THE
NATURE AND REQUIREMENTS OF ITS WORK,

7.3 FURTHER PROCESSING OF PERSONAL INFORMATION

YOU FURTHER GRANT THE DEPARTMENT EXPRESS AND/OR IMPLIED PERMISSION TO FURTHER PROCESS RECEIVED PERSONAL
INFORMATION AND PLACE IT IN THE PUBLIC DOMAIN, IN THE EXECUTION OF ITS MANDATE AND STATUTORY OBLIGATIONS.

7.4 DUTY OF CARE

THE DEPARTMENT VALUES YOUR PRIVACY AND SHALL TAKE ALL REASONABLE MEASURES TO PROTECT RECEIVED PERSONAL
INFORMATION.

7.5 EXEMPTION FROM LIABILITY

THE DEPARTMENT (INCLUDING ITS OFFICIALS AND/OR EMPLOYEES) ACCEPTS NO LIABILITY WHATSOEVER, FOR ANY LOSS, DAMAGE
(WHETHER DIRECT, INDIRECT, SPECIAL OR CONSEQUENTIAL) AND/OR EXPENSES OF ANY NATURE WHATSOEVER WHICH MAY ARISE
AS ARESULT OF, OR WHICH MAY BE ATTRIBUTABLE DIRECTLY OR INDIRECTLY, FROM INFORMATION MADE AVAILABLE HEREIN, OR
ACTIONS OR TRANSACTIONS RESULTING THEREFROM
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SCOPE OF WORK (DESCRIPTION SERVIGES OR GOODS)

QUANTITY |- AMOUNT

DESCRIPTION:
APPOINTMENT OF A SERVICE PROVIDER FOR PODCAST

PRODUCTION AND MULTIMEDIA VIDEO SERVICES

The Department of Tourism hereby invites suitably qualified and
experienced service providers to submit guotations for the
provision of comprehensive multimedia specifically podcast
production, video recording, livestreaming and event
videography and photography services.

1. BACKGROUND

| The Department of Tourism has introduced a podcast as a

strategic communication platform to inform, educate and engage
stakeholders and the public on tourism policies, programmes

| and sector developments.

1in addition, the Department requires ongoing multimedia support

to produce high-quality video content for leadership messaging

.| and departmental events.

| Events can take place anywhere in the country with a strong bias

towards Cape Town and Pretaria for the bulk of the events.

2. SCOPE OF WORK

| The appointed service provider will be required to deliver three

categories of services on an as-needed basis:

121 PODCAST PRODUCTION (approximately 5 episodes)

| The service provider must:

+ Provide recording support (on-site or mobile setup)

+ Record a minimum of five podcast episodes (20-30
minutes each)

« Provide professional audio editing, mixing and mastering

+ Deliver final podcast episodes in formats suitable for web
and streaming platforms

« Produce short video clips (minimum 5 per episode) for
social media use

» Ensure consistent sound quality and branding alignment

+ Provide captioning/subtitles, overlays and other video
content as required

| Deliverables:

3 fully produced podcast episodes

(¥4
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» 25 short video clips (reels/social media cuis)

» Allraw and final files transferred to the Department

2.2 STUDIO VIDEO RECORDING (CONTROLLED
ENVIRONMENT)

The service provider must:

» Provide video recording of short-form content featuring
one principal (e.g. Minister, Deputy Minister, DG)

+ Recording duration of up to 2 hours per session

= Provide lighting, audio and camera setup

« Edit and produce final video outputs (1-3 minutes each)

« Provide captioning/subtities where required
Deliverables:

 Edited and finalised video content

+ Social media-ready versions (multiple formats)

 All raw footage archived and transferred

N 2.3 EVENT VIDEOGRAPHY AND CONTENT PRODUCT!ON

The service provider must:

+ Provide full videography coverage of Departmental events
(up to 5 hours)

+ Capture key moments, stakeholder engagement and
leadership participation

+ Produce:
o Build-up/promotional video (pre-event)
o Event highlights video (1-3 minutes)
o Three (3) themed. video reels per event
» Provide professional editing, sound design, and branding

» Ensure rapid turnaround for communication use

| Deliverables:

» Full event footage
« 1 build-up video
» 1 highlights video

+ 3 thematic video reels
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« All raw and edited content
* Livestreaming and Technical Services

o Multi-platform streaming of selected events on
platforms such as Facebook, YouTube, and X
(Twitter)

o Live sound capture and on-site broadcast
management

3. GENERAL REQUIREMENTS

« Service provider must supply all equipment (audio, video,
lighting)

+  Ability to operate nationally (travel may be required)
» Turnaround fimes:

o Podcasts: within 5 working days

o Video content: within 1-3 working days

» All content must align with Departmental branding and
communication protocols

+ Allintellectual property remains with the Department

| 4. EXPERIENCE AND CAPAGITY
| Bidders must demonstrate:

» Minimum 3 years’ experience in podcast production
and/or videography

+ Proven experience in government or public sector
communications

« Ability to deliver high-quality multimedia content under
tight deadlines

= Access to appropriate technical equipment and skilled
personnei
~ | 5. PRICING SCHEDULE

- NOTE: All pricing must include equipment, labour, editing, travel,

1 and all associated costs.

-7 | NOTE: The services outlined in this RFQ will be procured on an
-] as-and-when-required basis, and the Department does not

~ | guarantee the full utilisation of all service categories or quantities

"+ | indicated. Depending on operational priorities and programme

| needs, a greater or lesser volume of any specific service may be

~ | required over the duration of the RFQ. Estimated quantities have
_ | been provided solely to enable bidders to calculate a total

indicative value for the RFQ for evaluation purposes.
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required over the duration of the RFQ. Estimated quantities have
been provided solely to enable bidders to calculate a total

-| indicative value for the RFQ for evaluation purposes.

| For this reason, bidders are required to provide clear,
competitive and fully inclusive unit pricing for each line item, as
these rates will form the primary basis for cost comparison,
evaluation, and future service allocation.

TABLE 1: PODCAST PRODUCTION
Unit Price  Total

Description Unit  Quantity (ZAR) (ZAR)
Podcast recording (per Per
episode) episode
Audio editing & Per
mastering episode
Short video clips (min 5 Per
| per episode) episode
Subtotal: Podcast
| Services

TABLE 2. VIDEO RECORDING (CONTROLLED
ENVIRONMENT)

Unit Price  Total

Description Unit  Quantity (ZAR) (ZAR)
| Video recording session Per
{(up to 2 hours) session
| Editing and final Per
-| production session

Captioning / formatting Per

.| for social media session

Subtotal: Studio Video

~| Services

TABLE 3: EVENT VIDEOGRAPHY SERVICES

Unit Price  Total

Description Unit  Quantity (ZAR) (ZAR)

Event videography (up Per

A

* | to 5 hours) event 2
| Build-up video Per 2
| production event
| Highlights video (1-3  Per 5
min) event
- o Per
| 3 Thematic video reels event 2
Editing and final Per
production event
Subtotal: Event Video
Service
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+ Livestreaming and Technical Services Per event 2

4, EVALUATION CRITERIA
Proposals will be evaluated based on the following criteria:

+ Company experience and technical expertise in
multiimedia services

« Demonstrated capacity to deliver nationally (resources
and network)

« Proven experience in public sector and tourism-related
work

« Qualifications and experience of key personnel

« Cost competitiveness and value for money

» Proof that the work is the core business of the bidder and
not being outsourced to a 3™ party.

-1 5. DELIVERABLES AND REPORTING

» All content must be delivered in high-resolution formats
suitable for digital platforms

» Content must be shared via a secure digital platform or
drive

« Service provider must maintain an organised archive of all
materials -

« Transport and accommodation costs must be factored into the
guotation, calculated at average flight prices for the purposes of
guotation (Jhb-CT return). However final invoices will provide
proof of disbursement costs incurred.

4, EXPERIENCE AND EXPERTISE
3 Bidders must demonstrate the following:

Demonstrated knowledge and experience working with
government or public sector clients.

2 Familiarity with tourism-related communication, events, and

| campaigns will be an added advantage.

Capacity to deliver on short lead times and manage
simultaneous events.
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TOTAL PRIGE EXCLUDING VAT

. VAT@ 15 % (ONLY IF THE BIDDER/SUPPLIER 15 REGISTERED FOR VAT)

GRAND TOTAL INCLUDING VAT { TOTAL BID OR RFQ PRICE)

NB: FAILURE TO SUBMIT DULY COMPLETED FORMS AND SIGNED AUTHORISATION DECLARATION, WITH THE REQUIRED ANNEXURE(S), IN ACCORDANGE
WITH THE ABOVE PROVISIONS MAY INVALIDATE THE BID FOR SUCH GOODS OR SERVICES OFFERED.

lT&—?SM@@VV( Covrvina

NAME AND SURNAME '
DESIGNATION: CHIEF DIRECTOR

DATE:  Q4{ogf202b

........................................

........................................
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