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DEPARTMENT OF EMPLOYMENT AND LABOUR 
TERMS OF REFERENCE FOR REQUEST FOR QUOTATION FOR A SERVICE PROVIDER TO PROVIDE PROFESSIONAL INDEPENDENT AUDIT SERVICE 
ON LABOUR ACTIVATION PROGRAMME
(ONCE OFF ENGAGEMENT PROJECT)



Table of Contents
1.	ACRONYMS / TERMINOLOGY USED	3
2.	BACKGROUND	4
3.	PROBLEM STATEMENT	5
4.	PURPOSE	5
5.	SCOPE OF WORK	6
6.	TOOLS OF TRADE	8
7.	KNOWLEDGE, SKILLS AND EXPERTISE OF SERVICE PROVIDER	8
8.	SPECIAL REQUIREMENTS	9
9.	ADDITIONAL REQUIREMENTS	9
10.	PROPOSAL SUBMISSION REQUIREMENTS	10
11.	PRICING SCHEDULE	10
12.	MANDATORY REQUIREMENTS	11
13	GENERAL CONDITIONS OF CONTRACT			13
14.	LEGAL REQUIREMENTS OF THE CONTRACT			13
15 	SCM REQUIREMENTS			13



1. [bookmark: _Toc152764943]ACRONYMS / TERMINOLOGY USED

	Acronym / Terminology
	Explanation

	PFMA
	Public Finance Management Act

	TR
	Treasury Regulations 

	Department
	Department of Employment and Labour Head Office is located at Pretoria CBD. The Department has 9 provincial offices, 125 Labour Centres, 30 Satellite Offices and 447 Visiting Points across the 9 provinces.

	UIF
	Unemployment Insurance Fund

	LAP
	Labour Activation Programme

	Accounting Officer
	Director-General of the Department of Employment and Labour

	SCM
	Supply Chain Management

	ICT
	Information and Communication Technology

	Professional Bodies
	Institute of Internal Auditors (IIA), South African Institute of Chartered Accountants (SAICA) 





2. [bookmark: _Toc152764944]BACKGROUND

2.1 Section 48(1) of the Unemployment Insurance Act 63 of 2001 (“UI Act”) -  the UIF Board may advise the Minister of Employment and Labour on policies for minimising unemployment and the creation of schemes to alleviate the effects of unemployment;
2.2 Section 18 of the UI Act - Director General may refer UIF beneficiaries for vocational training as a pre-condition to qualify for unemployment benefits.
2.3 Section 5(d) of the Unemployment Insurance Amendment Act, No.10 of 2016 – the Fund must be used for financing of the retention of contributors in employment and the re-entry of contributors into the labour market and any other scheme aimed at vulnerable workers
2.4 The Global recession of 2008 led to a rise in South African unemployment which resulted in, (i) High levels of vulnerability for individuals, families and communities and (ii) Worsened poverty
2.5 In response to the challenge, the Active Labour Market Programmes were introduced by Government to mitigate the impact of Unemployment and Poverty.
2.6 The Unemployment Insurance Fund (“UIF”) took a decision in 2010 to introduce Active Labour Market interventions due to the loss of jobs by UIF contributors, many of whom had minimal hope of being re-integrated into the Labour Market. 

2.7 The objectives of the Labour Activation Programmes are to:
2.7.1 enhance employability of the unemployed – through the training of the unemployed 
2.7.2 enable entrepreneurship – through enterprise development 
2.7.3 preserve jobs - Temporary employer/employee relief scheme (at CCMA) for distressed companies and business turnaround and recovery programme (at Productivity South Africa.
2.7.4 collaborate with Government Departments and entities to massify jobs and enterprise creation efforts 
2.7.5 Training of workers in distressed companies should be linked to the skills needs of the employer, as far as is possible.
2.7.6 Various training options may apply, depending on the nature of the business, the positions of workers whose jobs are at risk & the future economic opportunities for the employer.
2.7.7 The menu of training options may include learnerships & skills programmes. Training may also include generic workplace skills, such as ABET courses & other generic skills that may further personal development.


3. [bookmark: _Toc152764945]PROBLEM STATEMENT
3.1 Due to the size, complexity and inherent risk exposure of the Programme (LAP), various administrative challenges have emerged which poses a threat in the achievement of the Labour Activation Programme. The programme has also been beset by the allegations of corruption and maladministration. It is on this basis that the Accounting Officer seeks to identify the gaps and improve the Programme control environment by instituting interventions, identifying improvement areas to enhance accountability over Programmes initiatives. 

4. [bookmark: _Toc152764946]PURPOSE
4.1 The purpose of this document is to establish the Terms of Reference for the procurement of an independent Audit services to provide assurance on the adequacy and effectiveness of controls, risk management, governance processes and provide recommendations in the implementation of the LAP. The review (audit) will assist the Accounting Officer in the effective discharge of their responsibilities.
4.2 PFMA requires the Accounting Officer to maintain an efficient and effective controls by evaluating them and determine their effectiveness and efficiency, and by developing recommendations for enhancement or improvement. The controls subject to evaluation encompass the following:
(a) compliance with laws, regulations and controls
(b) safeguarding of assets;
(c) reliability and integrity of financial and operational information;
(d)  the effectiveness of operations; and
(e) the information systems environment

4.3 In executing the assigned duties/ functions and enhancing accountability, the Accounting Officer objective is to procure professional Audit services, to provide assurance on the adequate and effective controls in place to deliver on Labour Activation Programmes. This is to improve strengthen the control environment and enhance accountability on the use of UIF resources.











  
5. [bookmark: _Toc152764947]SCOPE OF WORK


5.1 The appointed service provider will be required to perform an independent assurance and advisory service (where required) of audit engagement within Labour Activation Programme.

5.2 The scope of work for the appointed service provider will also include work aimed at answering the following questions based on the selected sample of projects: 

5.2.1 Whether all processes and procedures as well as the applicable prescripts were complied with in the execution of the project?
5.2.2 Are there any gaps in the implementation or control measures of the programme?
5.2.3 What measures could be introduced to strengthen the control environment and performance of the programme?  
5.3 The appointed service provider must demonstrate the capability to perform the engagement in line with the Professional Auditing Standards and Practices, and Code of Ethics as issued by the Professional Institutions/ Bodies.(i.e. SAICA, IIA)
5.4 The successful service provider will be appointed to conduct an audit on the LAP process which include mainly Compliance and Financial Audit types, however may contain elements of different types of audits, such as Operations (Performance) as part of the process. 
5.5 The appointed service provider will be expected to compile a draft and final internal reports to communicate the results to the Accounting Officer and key stakeholders (i.e. UI Commissioner, Project Manager, LAP Committee, UI Board). The report shall contain findings and recommendations.  
5.6 The appointed service provider will be required to travel in and around Pretoria between the Department’s Head Office in Pretoria CBD and the UIF offices for purposes of gathering data for the enquiry and the report. The appointed service provider may source other reports and reference other materials to conclude the report. Should a need arise, that travel costs be incurred beyond the offices mentioned above, costs will be incurred in line with the Departmental policies and rates as issued by the Department of Transport.

	Audit project
	Audit Objective
	Period
	Focus area (Scope)

	LABOUR ACTIVATION PROGAMME 

	Assurance service on the design and implementation of the Labour Activation Programme (i.e Employability, Job Preservation & Business Turnaround and recovery) processes
	01 April 2022 – to date 
	To assess the effectiveness and adequacy of key controls regarding the employability, job preservation & Business turnaround and recovery

Governance:
Assess the adequacy and effectiveness of the following:
1. LAP committee’s composition and reporting to the Board
2. Adequacy and approval of the terms of reference of LAP committees
3. Mandate of the Board and oversight to LAP committees
4. Approval of policies, procedures, SLA’s and circulars to guide the implementation of the LAP.
 
Risk Management
Assess the adequacy and effectiveness of risk management processes in relation to the LAP.
 
Internal Controls
Assess the adequacy and effectiveness of key controls relating to the following:
1. Conduct a gap analysis
2. Identify control gaps (defects) in the internal controls which might result in possible malpractices
3. Review that the awarding of LAP projects is in line with approved policies, procedures, relevant laws, legislations and regulations;
4. Review of service level agreements between UIF and beneficiaries to evaluate reporting, monitoring and compliance to the SLA;
5. Review of the adjudication committee when recommending training providers for compliance to specifications and set criteria as advertised;
6. Submissions compiled for approval of funds;
7. Review of LAP prepayment processes on monthly financial statements and disclosures thereof.







6. [bookmark: _Toc152764948]TOOLS OF TRADE

6.1 The service provider is expected to ensure that the allocated team members have their own tools of trade namely, but not limited to:
a) Computer equipment (i.e Laptops).
b) Reliable internet connection (data, 3G card, Wi-Fi router, etc.).
c) Cell phone, airtime, etc.
d) Stationery (pens, pencils, notepads, ruler, eraser, calculator, etc.).
e) Backup storage (external hard drive, cloud storage, etc.).
f) Access and knowledge of current audit developments (e.g. access to reputable audit library).
g) Data analytics and Computer Assisted Audit Techniques (CAATs) software.
h) Valid licence, access and use of a reputable Audit Management software.
i) Valid licence, access and use of reputable virtual meeting hosting and / or attendance software.
j) Any other tools relevant in performing audit engagements.

7. [bookmark: _Toc152764949]KNOWLEDGE, SKILLS AND EXPERTISE OF SERVICE PROVIDER

7.1 The service provider must possess the required knowledge, skills and expertise in performing relevant types of reviews/audits (i.e Compliance, Financial) inclusive of the following:
a) Knowledge of the DEL & UIF mandate, Acts, Legislations 
b) Knowledge and skills of Compliance, Financial and other related types of audits
c) Knowledge and skills of business process flow;
d) Computer, Analytical, Project Management skills
e) Audit Quality Management Assessment.
f) Data analytics tools

7.2 The service provider is required to have good Project Management skills relating to audits.

7.3 The service provider should have a balanced mix of qualifications and professional certifications to be able to fulfil the Scope of Work outlined in paragraph 5.

7.4 Human Resources - Submit CV’s of the project team with relevant certified qualifications and professional certifications (e.g.  CIA, CISA, CISM, CGAP, CCSA, CA etc.) in Audit or related qualifications

7.5 The service provider is expected to be affiliated Professional Bodies and have valid and up to date membership, i.e Institute of Internal Auditors (IIA), SAICA and other’s.

8. [bookmark: _Toc152764950]SPECIAL REQUIREMENTS

8.1 The service provider to be appointed will be required to perform all of the following:
a) Ensure compliance with the Accounting and Auditing Standards, Professional Code of ethics and industry methodologies.
b) Ensure competency and objectivity in the performance of their duties to maintain the required degree of reliance by other assurance providers (external auditors -Auditor General).
c) Ensure that due diligence is applied throughout the audit process and ensure all final reports submitted to the Department must be reviewed by the service provider’s senior management before submission to Project Manager.
d) Ensure that all work performed conforms to the Professional Standards and the approved Audit Methodology’s.
e) All working papers including audit project administrative documentation should be made available and for uploading on the Department’s Management system upon completion of each review. (i.e. all work performed as part of this contract shall become the intellectual property of the Department.)


9. [bookmark: _Toc152764951]ADDITIONAL REQUIREMENTS

The following is also required from the service provider/s to be appointed:
9.1 The successful and or appointed service provider’s staff should maintain their objectivity thereby remaining independent of the activities they audit/review.
9.2 The experience as well as levels / ranks of the audit team assigned to the Department must be clearly identified in the proposals submitted and must remain in service, for the full duration of the contract unless prior written permission for change(s) has been granted by the Accounting Officer or delegated official.
9.3 The successful and or appointed service provider must ensure that all information and records during this audit (review) are a property of the Department and should not be disclosed.

9.4 The successful and or appointed service provider must ensure compliance with the POPI Act.

10. [bookmark: _Toc152764952]PROPOSAL SUBMISSION REQUIREMENTS

The service provider must furnish the following information as part of their proposals:
10.1 Resume of the company, indicating:
a) Address of Head office;
b) Main business area;
c) Current commitments of the service provider with regards to other services;

10.2 The financial standing of the company from an approved Financial Institution.

10.3 A Pricing Schedule (inclusive of VAT) must be completed and be included as part of the proposal. 

11. [bookmark: _Toc152764953]PRICING SCHEDULE

Quotations must provide a detailed breakdown of all costs per activity and indicate the hourly rate of each member of the team and their time allocation.
11.1 This serves as a guideline for pricing.  Please note that the hourly contract price, including VAT should also be completed as part of the quotation. 

11.2 All proposals must contain:
a) A fee structure for the person(s) allocated to the task / audit engagement and his/her capacity.
b) All hourly fees quoted in the proposal must be VAT inclusive.

11.3 The quoted hourly prices should be in line with the following:
a) Prescripts (amongst others National Treasury Guidelines.)
b) Hourly rates stipulated by the relevant professional bodies (e.g. IIA, ISACA, SAICA, etc.).

11.4 Service providers must note that the hourly price quoted must include:
a) Hourly cost in respect of the audit engagement stipulated in this document.
b) Disbursement costs will be paid according to the departmental policy, should actual business travel be required. NB! These disbursement costs will NOT apply with the normal daily travel to and from work, i.e. Department of Employment and Labour Head Office in Pretoria.

Note: The audit assigned will be based at head office (DEL HQ), should there be a need to extend the scope outside the headquarters, the disbursement conditions will be considered.

For example Table 1:
	Audit
	Capacity
	No. of Persons
	Hourly Rate
	Hourly Rate
(incl. VAT)
	Number of Hours
	Total Project Rate

	Audit on LAP
	Partner/ Director
	X
	xxx.xx
	xxx.xx
	X
	xxx.xx

	
	Senior Manager
	X
	xxx.xx
	xxx.xx
	X
	xxx.xx

	
	Manager
	X
	xxx.xx
	xxx.xx
	X
	xxx.xx

	
	Senior Auditor
	X
	xxx.xx
	xxx.xx
	X
	xxx.xx

	
	Auditor
	X
	xxx.xx
	xxx.xx
	X
	xxx.xx



11.5 Estimated hours allocated to the service provider for the project are 450 hours for a period no longer than a month.
11.6 Please note that the hours above are an estimate and may be amended at the discretion of the Project Sponsor.	

12. [bookmark: _Toc152764954][bookmark: _Toc135918493]MANDATORY REQUIREMENTS

[bookmark: _Toc152763346][bookmark: _Toc152764955]INSTRUCTION
(1) The bidder must comply with ALL the requirements by providing substantiating evidence in the form of documentation or information, failing which will be regarded as “NOT COMPLY”.
(2) 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, the Department reserves the right to treat substantiation evidence that cannot be located in the bid response as “NOT COMPLY”.
(3) The bidder must complete the declaration of compliance as per the section below by marking with an “X” either “COMPLY”, or “NOT COMPLY” with ALL of the technical mandatory requirements, failing which will be regarded as “NOT COMPLY”.

The bidder must comply with ALL the MANDATORY REQUIREMENTS in order for the bid to proceed to the final stage of the evaluation (80/20). Failure to provide any of the mandatory documents/requirements will lead to automatic disqualification of the supplier’s bid.
	The bidder declares by indicating with an “X” in either the “COMPLY” or “NOT COMPLY” column that –
(a) The bid complies with each and every TECHNICAL MANDATORY REQUIREMENT as specified in the below SECTION; AND
(b) Each and every requirement specification is substantiated by evidence as proof of compliance.




	EACH SECTION BELOW MUST BE CLEARLY INDICATED BY A MARKER AND/OR HEADING
	COMPLY  (mark with an “X”)
	NOT COMPLY (mark with an “X”)
	Page 
Reference

	Resource CVs and qualifications - Experience not less than 5 years - certified copies of qualification as proof
	
	
	

	Track record of Auditing assurance and consulting services in the review of Business Processes to ensure Compliance with prescripts and legislation (provide proof)
	
	
	

	Detailed list of current and completed contracts over the past 3 years; with Contactable references: (minimum 3) including company, nature of contract, contact person and contact numbers.
	
	
	

	Capacity of the service provider to deliver quality services in time and understanding of project management. Human Resources - Submit CV’s of the project team with relevant skills in Audit or related fields (i.e. ICT Audit, Finance / Accounting, Risk Management, etc.).
	
	
	

	Project plan in line with the requested services 
	
	
	

	Service Provider methodology and approach/work plan. The service provider will be required to provide a project plan to achieve the objectives of audit project that includes key milestones and deliverables.
	
	
	



NB!! Please note that all reference letters provided must be relevant to the provision of Auditing Services Compliance, Financial, Performance (Operations) and must meet the following:
12.1 Must not be older than 3 years  
12.2 Must be signed; 
12.3 Must be on an official letterhead; 
12.4 All references must be contactable;
12.5 All reference letters must reflect the date / period services were rendered, nature and quality of services rendered by the bidder.

13. [bookmark: _Toc472611029][bookmark: _Toc152764956]GENERAL CONDITIONS OF CONTRACT 
Any award made to a bidder(s) under this bid is conditional, amongst others, upon – 
13.1 [bookmark: _Toc468740593][bookmark: _Toc472611030][bookmark: _Toc152764957]The bidder(s) accepting the terms and conditions contained in the General Conditions of Contract as the minimum terms and conditions upon which Department of Employment and Labour is prepared to enter into a contract with the successful bidder (s).
13.2 [bookmark: _Toc468740594][bookmark: _Toc472611031][bookmark: _Toc152764958]The bidder submitting the General Conditions of Contract to Department of Employment and Labour together with its bid, duly signed by an authorised representative of the bidder.

14. [bookmark: _Toc152764959]LEGAL REQUIREMENTS OF THE CONTRACT
14.1 Bidder/s must comply with basic Labour Relations Act/s, E.g. OHS, Basic Conditions of Employment Act (BCEA), Minimum Wage, UIF and COIDA.
[bookmark: _Toc152764960]14.2 	The Department will conduct an IES Inspection to ensure compliance with all the labour laws including Security Vetting. 
[bookmark: _Toc152764961]14.3 	The Department also reserves the right to cancel an award should the service provider be found to be non-compliant on Security Vetting and other Labour laws.

15. SCM REQUIREMENTS 

Also note our requirements below:
1. Quotes must be valid for at least for 30 calendar days 
1. Quotes must be on the official company letterhead
1. VAT inclusive
1. CSD Registration Report attached
1. Complete the attached SBD 4
1. Complete the attached SBD 6.1 
1. *NO verbal/telephonic enquiries will be accepted, ALL enquiries must be directed to rfq.request@labour.gov.za ONLY! 
1. *Any non-compliance in this regard will be viewed in a very serious light and may lead to the disqualification of your bid for quotation!! 




Important Terms and Conditions!
 
As per the Preferential Procurement Regulations of 2022 in terms of the 80/20 Points system, the 20 points for Specific goals for the Department are allocated as follows: 
 
1. 100% Women Ownership = 5 points;
1. 100% SMME/ Exempted Micro Enterprise =6 points  
1. 100% owned by HDI =4 points 
1. 100% owned by Disabled individuals =3 points; 
1. Locality (Gauteng Province) = 2 points (Registered address on CSD will serve as proof) 
1. Information from point 1 to 5 will be verified through the company’s CSD report. 
 
 
NB – Please note that all quotations should be forwarded to rfq.request@labour.gov.za on or before 13 December 2023 @11h00.
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