[image: SITA_Logo_for_documents]








STATE INFORMATION TECHNOLOGY AGENCY (SOC) LTD
Registration number 1999/001899/30
	
BID SPECIFICATION
	[bookmark: _Hlk106722396]RFB REF. NO:
	RFB 2581-2022

	DESCRIPTION
	[bookmark: _Hlk106722223][bookmark: _GoBack]Appointment Of A Reputable Stationery Supplier To Supply & Deliver Durable, High Quality Stationery Consumables To SITA For A Period Of 3 Years.

	PUBLICATION DATE:
	01 July 2022

	VENDOR BRIEFING SESSION
	A Non-Compulsory Virtual Briefing Session will be held as follows: 
Date: 08 July 2022
Time: 11:00am (South African Time)
Venue: Online (MS Teams). Bidders are requested to indicate in writing on the below email address of their intension to attend the briefing session on or before 07 July 2022 @ 15:00 pm, following which a link will be shared via email to allow attendance of the briefing session: lekoetsi.makwela@sita.co.za

	CLOSING DATE FOR QUESTIONS / QUERIES
	14 July 2022

	RFB CLOSING DETAILS
	DATE: 25 July 2022 
TIME: 11:00 am (SOUTH AFRICAN TIME)

	PUBLIC OPENING OF RFB RESPONSES
	N/A

	RFB VALIDITY PERIOD
	120 DAYS FROM THE CLOSING DATE


[bookmark: _Hlk56671764]PROSPECTIVE BIDDERS MUST REGISTER ON NATIONAL TREASURY’S CENTRAL SUPPLIER DATABASE PRIOR TO SUBMITTING BIDS.


Contents
ANNEX A: INTRODUCTION	3
1.	PURPOSE AND BACKGROUND	3
1.1.	PURPOSE	3
1.2.	BACKGROUND	3
2.	SCOPE OF BID	3
2.1.	SCOPE OF WORK	3
2.2.	DELIVERY ADDRESSES	11
3.	TECHNICAL REQUIREMENT OVERVIEW	11
3.1.	PRODUCT REQUIREMENT	11
3.2.	PROJECT AND SERVICES REQUIREMENTS	11
3.3.	PROJECT DELIVERY SCHEDULE AND PERFORMANCE	11
4.	BID EVALUATION STAGES	12
ANNEX A.1:	ADMINISTRATIVE PRE-QUALIFICATION	13
5.	ADMINISTRATIVE PRE-QUALIFICATION REQUIREMENTS	13
5.1.	ADMINISTRATIVE PRE-QUALIFICATION VERIFICATION	13
5.2.	ADMINISTRATIVE PRE-QUALIFICATION REQUIREMENTS	13
ANNEX A.2:	TECHNICAL MANDATORY, FUNCTIONALITY AND PROOF OF CONCEPT REQUIREMENTS	14
6.	TECHNICAL MANDATORY	14
6.1.	INSTRUCTION AND EVALUATION CRITERIA	14
6.2.	TECHNICAL MANDATORY REQUIREMENTS	14
6.3.	DECLARATION OF COMPLIANCE	15
ANNEX A.3:	SPECIAL CONDITIONS OF CONTRACT (SCC)	16
7.	SPECIAL CONDITIONS OF CONTRACT	16
7.1.	INSTRUCTION	16
7.2.	SPECIAL CONDITIONS OF CONTRACT	16
7.3.	DECLARATION OF ACCEPTANCE	24
ANNEX A.4:	COSTING AND PRICING	25
8.	COSTING AND PRICING	25
8.1.	COSTING AND PRICING EVALUATION	25
8.2.	COSTING AND PRICING CONDITIONS	25
8.3.	DECLARATION OF ACCEPTANCE	26
ANNEX A.5:	TERMS AND DEFINITIONS	27
9.	ABBREVIATIONS	27
10.	DEFINITIONS	27
11.	MANDATORY REQUIREMENT EVIDENCE	28


[bookmark: _Toc105338831]ANNEX A: INTRODUCTION
[bookmark: _Toc105338832][bookmark: _Toc435315878]PURPOSE AND BACKGROUND
[bookmark: _Toc105338833]PURPOSE
[bookmark: _Toc435315879]
The purpose of this RFB is to invite suppliers (hereinafter referred to as “bidders”) to submit bids for the supply and delivery of Stationery to SITA Centurion to enable Facilities Management to provide all SITA Employees with stationery in al SITA Buildings for a period of three (3 years).
[bookmark: _Toc105338834]BACKGROUND

SITA is seeking a stationary Service Provider to provide stationary for the next 3 years. In line with approved Facilities Management and Logistics (FML) operating model i.e. Warehousing and Logistics Management a centralised and bulk purchasing and requisition model will be implemented making provision for the following:
· The aim of this stationery contract is to achieve economies of scale, which should result in more cost-effective prices and service delivery. 
· [bookmark: _Toc39728364]Stationery requests and invoices will be facilitated by SITA Centurion Office services. 
· [bookmark: _Toc39728365]Just in Time delivery service level standards will be negotiated.
· Quality Management & stock control will be monitored by SITA Centurion bulk store for all SITA buildings, these items will be maintained according to minimum and maximum stock levels.
[bookmark: _Toc105338835]SCOPE OF BID
[bookmark: _Toc105338836]SCOPE OF WORK
The scope of this requirements will cover, but not limited to the following, as the full technical details are outlined in this section (section 2.1) and the Pricing schedule. 
[bookmark: _Toc338146282][bookmark: _Toc338146580][bookmark: _Toc338148716][bookmark: _Toc338150363][bookmark: _Toc338157519][bookmark: _Toc338159049][bookmark: _Toc338146283][bookmark: _Toc338146581][bookmark: _Toc338148717][bookmark: _Toc338150364][bookmark: _Toc338157520][bookmark: _Toc338159050][bookmark: _Toc248110345][bookmark: _Toc515549498]The Scope will include the following items: 

	

No
	

Item Description:
	

Specifications:

	
	
	

	
	
	

	1
	 "Sign Here” Flags 
	1 pct. contains 5 pads

	2
	12mm 0.47" < Tape M-K231S white
	For Brother machine

	3
	3M Post it Flags Neon assorted 
	Film index - Multi colour

	4
	A4 Examination Pads 
	Faint line

	5
	A4 Hard Cover Book
	192 pages 

	6
	A4 Hard Cover Book
	A4 size

	7
	ABC File dividers
	Multi-colour Pastel - 26 tabs/set

	8
	Batteries AA 
	 (4/pct.)

	9
	Batteries AAA
	(4/pct.)

	10
	Binder Clip foldback 
	25mm (18 per box)

	11
	Binder Clip foldback 
	32mm (10 per box)

	12
	Binder Clip foldback 
	41mm (9 per box)

	13
	Binder Clip foldback 
	51mm (6 per box)

	14
	Binding covers/ Transparencies
	Acetate clear sheet A4 -200 micron (pct. of 100)

	15
	Calculator 
	Large (190mm x130mm)

	16
	Carry folder 
	Carry Folders (A4)

	17
	Colour divider sets (Polypropylene) 
	 Size A4
Tabs marked A-Z 

	18
	Colour divider sets (Polypropylene) 
	Size A4
Tabs marked 1-10

	19
	Colour divider sets (Polypropylene)
	Tabs marked 1-31 (A4)

	20
	Colour dividers - pastel (yellow & green)
	Cardboard soft - Tabs marked 1-10 (A4)

	21
	Correction Fluid
	Correction Pen Bottle 

	22
	Drawing Pins 
	100 per box

	23
	E-Pay Envelopes
	SITA specific printing (sample available)-250 per box (A4) 

	24
	Eraser (pencil)
	Box of 12

	25
	File - secretary files /Project files 
	Transparent top and bright colour back (A4)

	26
	File dividers A-Z - index A4
	Index A4

	27
	File dividers A4 colours 
	Multi-colour Pastel - 9 tabs/set

	28
	File dividers White A4 - 9 tabs/set
	 White A4 - 9 tabs/set

	29
	File fasteners for A4 files
	50 per box

	30
	File folder 
	14 x 9 x 9 Assorted colours (100/pct.) (A4)

	31
	File Lever Arch- Board and 2 holes
	 A4 50mm(5 pads per pack).

	32
	File Lever Arch- Board and 2 holes
	A4 75mm(5 pads per pack).

	33
	Flip Chart Paper
	A1 with holes (5 pads per pack).

	34
	Flip Chart stand
	Legs individual height adjustable & drywipe service with integrated pen tray 

	35
	Glue 
	clear 25ml

	36
	Glue Prestik, or equivalent
	25g 

	37
	Glue Pritt or equivalent
	 stick 10g

	38
	Heavy Duty Punch 2 Hole
	Giant Punch W63C

	39
	Highlighter (each)
	 Pink 

	40
	Highlighter (each)
	 Blue 

	41
	Highlighter (each)
	Yellow 

	42
	Highlighter (each)
	Purple 

	43
	Highlighter (each)
	Orange 

	44
	Highlighter (each)
	Green 

	45
	Highlighters (pack of 8 colours)
	8 colours in a pack

	46
	Laminating film pockets small (for access cards)
	10cmx 6cm - 100 per box

	47
	Lever arch labels
	fluorescent colours - green & Blue (12 each per pack)  326x 69mm

	48
	Magic Clipper
	4.8mm x 6.4mm

	49
	Magic Clipper refills
	4.8mm x 6.4mm (50 per box)

	50
	Mouse Pad and wrist support (Blue)
	Mouse Pad and wrist support (Blue)

	51
	Office Equipment & whiteboard cleaner
	237 ml 

	52
	P Touch 1280 
Labelling Machine
	12 mm black on white Laminated Tze Tape

	53
	P Touch 1280
Labelling Machine
	18 mm black on white Laminated Tze Tape

	54
	P Touch PT90 Labelling Machine 
	P Touch PT90 Labelling Machine 

	55
	P Touch Tze-335
Labelling Machine
	12 mm "white on Black" Laminated Tze Tape

	56
	Paperclips
	small 100 @ box - colours

	57
	Paperclips 
	giant @ box

	58
	Pen (each)
	Black Medium

	59
	Pen (each)
	Blue Medium

	60
	Pen (each)
	Red Medium

	61
	Pen (each)
	Green Medium

	62
	Pencil (each)
	 HB

	63
	Pencil Clutch (each)
	 SL Super Grip 

	64
	Pencil Leads (per unit)
	 0.5mm HB

	65
	Metal Pencil Sharpener (each)
	1 hole - standard

	66
	Clear Plastic pockets/ sleeves 
	A4 Clear 100 @ pack

	67
	Post-it note pads, or equivalent 
	76 x76 mm pad

	68
	Punch
	2 holes Medium duty 

	69
	Punch
	4 holes Medium duty 

	70
	Punch Large - 2 holes
	Large 110228

	71
	Rollerball Pens (Black) each
	0.5 mm ball/liquid ink roller ball

	72
	Rollerball Pens (Blue) 
each
	0.5 mm ball/liquid ink roller ball

	73
	Rollerball Pens (Green) each
	0.5 mm ball/liquid ink roller ball

	74
	Rollerball Pens (Red) each
	0.5 mm ball/liquid ink roller ball

	75
	Rulers (each)
	plastic clear 30cm

	76
	Scissors (each)
	 Office 18cm

	77
	Self-inking standard stamps (as per design requested)
	Stock stamp/ easy to replace ink pad - rotatable date

	78
	Self-inking standard stamps (Private & Confidential)
	Stock stamp/ easy to replace ink pad

	79
	Self-inking standard stamps (Received)
	Stock stamp/ easy to replace ink pad

	80
	Self-inking standard stamps (Urgent)
	Stock stamp/ easy to replace ink pad

	81
	Clear Sellotape, or equivalent
	 clear 12mm x 66m roll

	82
	Shredder Oil sheets
	Pack of 12 - to oil shredding machines

	83
	Slide binders black
	(12 binders per packet) 5mm

	84
	Slide binders black
	(10 binders per packet) 10mm

	85
	Slide binders black
	(10 binders per packet) 15mm

	86
	Staples per unit
	No 56

	87
	Stapler 
	Desktop stapler /for Executive

	88
	Stapler 
	Heavy Duty Giant

	89
	Stapler remover
	Metal 

	90
	Staples per unit
	No66 

	91
	Stapler 26/6 Metal
	Power stapler- desktop stapler

	92
	Sticky Notes 
	400 sheet cube, 5 assorted neon colours

	93
	Suspension File 
	7005 fullscap

	94
	Swing lock folder
	Swing clip action - various colours

	95
	Packaging Tape (Buff)
	Packing tape (width 75mm length - 66 m)

	96
	Tidy File (sealable green storage boxes) 
	370x305x252mm - Stor-mor storage box - corrugated and collapsible

	97
	USB Flash Memory stick
	8GB

	98
	USB Flash Memory stick
	16GB

	99
	USB Flash Memory stick
	32GB

	100
	White board markers
(each)
	 non-permanent blue

	101
	White board markers 
(each)
	non-permanent black

	102
	White board markers 
(each)
	non-permanent red

	103
	White Board Markers 
	Set of 4 different colours (non-permanent)

	104
	White board markers 
	non-permanent green

	105
	Whiteboard markers 
	permanent black


[bookmark: _Toc105338837]DELIVERY ADDRESSES

The goods or services must be supplied or provided at the following physical address:

	[bookmark: _Hlk68098489]No
	Site Name
	Physical Address

	1
	SITA Centurion Office
	1 John Vorster Drive, Centurion



TECHNICAL REQUIREMENT OVERVIEW

[bookmark: _Toc435315884][bookmark: _Toc105338839]PRODUCT REQUIREMENT
 Included in the same list as under Scope of Work in section 2.1 

[bookmark: _Toc435315886][bookmark: _Toc105338840]PROJECT AND SERVICES REQUIREMENTS
See Annex A.3: Special Conditions of Contract.
[bookmark: _Toc105338841]PROJECT DELIVERY SCHEDULE AND PERFORMANCE          
An SLA will be signed between SITA and the bidder stating the below: 

a) Supply & deliver all items within (7) seven working days of receiving an official order from SITA and must adhere to delivery request times as agreed to by both parties.
Bidder will be requested to adhere to acceptable quality standards as indicated in the Quality Management Terms & Conditions.
The quality of stationery must be guaranteed.
Bidder must adhere to all requirements stated in the specification.
Facilities Management department will not deviate on price and agreed quality of stationery.
All requests for stationery to be prompted by an official SITA stationery order and must be delivered to the requestor, to the applicable delivery address, (as supplied under point 2.2. above), within 7 working days of the order being placed.
No partial deliveries of orders will be accepted.

[bookmark: _Toc435315887][bookmark: _Toc105338842]BID EVALUATION STAGES
1. The bid evaluation process consists of several stages that are applicable according to the nature of the bid as defined in the table below.
2. The bidder must qualify for each stage to be eligible to proceed to the next stage of the evaluation.

	Stage
	Description
	Applicable for this bid

	Stage 1	
	Administrative pre-qualification verification
	YES

	Stage 2A
	Technical Mandatory requirement evaluation
	YES

	Stage 2B
	Technical Functional requirement evaluation
	NO

	Stage 2C
	Demonstration / Proof of Concept
	NO

	Stage 3
	Special Conditions of Contract verification
	YES

	Stage 4	
	Price / B-BBEE evaluation
	YES


[bookmark: _Toc435315888][bookmark: _Toc105338843]ADMINISTRATIVE PRE-QUALIFICATION
[bookmark: _Toc105338844][bookmark: _Toc435315889]ADMINISTRATIVE PRE-QUALIFICATION REQUIREMENTS
[bookmark: _Toc105338845]ADMINISTRATIVE PRE-QUALIFICATION VERIFICATION
1. The bidder must comply with ALL of the bid pre-qualification requirements in order for the bid to be accepted for evaluation.
If the Bidder failed to comply with any of the administrative pre-qualification requirements, or if SITA is unable to verify whether the pre-qualification requirements are met, then SITA reserves the right to – 
(a) Reject the bid and not evaluate it, or
(b) Accept the bid for evaluation, on condition that the Bidder must submit within 7 (seven) days any supplementary information to achieve full compliance, provided that the supplementary information is administrative and not substantive in nature.
[bookmark: _Toc435315890][bookmark: _Toc105338846]ADMINISTRATIVE PRE-QUALIFICATION REQUIREMENTS
1. Submission of bid response: The bidder has submitted a bid response documentation pack –  
1. that was delivered at the correct physical or postal address and within the stipulated date and time as specified in the “Invitation to Bid” cover page, and;
1. in the correct format as one original document, one copy and two copies on memory stick / USB.
1. Attendance at compulsory briefing session: A Non-Compulsory Virtual Briefing session will be held. The bidder has to 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: The bidder is, in terms of National Treasury Instruction Note 3 of 2016/17, registered as a Supplier on National Treasury Central Supplier Database (CSD).

[bookmark: _Toc435315891]
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[bookmark: _Toc105338847]TECHNICAL MANDATORY, FUNCTIONALITY AND PROOF OF CONCEPT REQUIREMENTS
[bookmark: _Toc105338848][bookmark: _Toc435315892]TECHNICAL MANDATORY
[bookmark: _Toc105338849]INSTRUCTION AND EVALUATION CRITERIA
1) [bookmark: _Toc435315893]The bidder must comply with ALL the requirements as per section 6.2 below by providing substantiating evidence in the form of documentation or information, failing which it 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, SITA 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 section 6.3 below by marking with an “X” either “COMPLY”, or “NOT COMPLY” with ALL of the technical mandatory requirements, failing which it will be regarded as “NOT COMPLY”.
4) The bidder must comply with ALL the TECHNICAL MANDATORY REQUIREMENTS in order for the bid to proceed to the next stage of the evaluation.
1. No URL references or links will be accepted as evidence.
[bookmark: _Ref455335758][bookmark: _Toc105338850]TECHNICAL MANDATORY REQUIREMENTS
[bookmark: _Toc435315895]
	TECHNICAL MANDATORY REQUIREMENTS
	Substantiating evidence of compliance
(used to evaluate bid)
	Evidence reference
(to be completed by bidder)

	(1) BIDDER EXPERIENCE AND CAPABILITY REQUIREMENTS
The bidder must have supplied and distributed  Stationery with an estimated minimum value of R1million per project per year in the last five (5) years.
	

Provide a reference details from at least two (2) customers to whom supply and distribution of Stationery with an estimated minimum value of R1million per project per year was delivered in the last five (5) years.



NB: SITA reserves the right to verify the information.

	

<provide unique reference to locate substantiating evidence in the bid response – see Annex B, section 11.1>

	1. PRODUCT /SERVICE FUNCTIONAL REQUIREMENT
The bidder must confirm compliance to the functional Product / Service Functional requirements for the supply and delivery of durable, high quality stationery consumables to SITA.

	


The bidder must confirm that they comply with the Product / Service Functional Requirements for the supply and delivery of durable, high quality stationery consumables to SITA by completing Annex C: Addendum 1.
	


<provide unique reference to locate substantiating evidence in the bid response – see Annex B, section 11.2 and ANNEX C, Adendum 1>


[bookmark: _Toc435315904][bookmark: _Ref455335890][bookmark: _Toc105338851]DECLARATION OF COMPLIANCE
	
	Comply
	Not Comply

	The bidder declares by indicating with an “X” in either the “COMPLY” or “NOT COMPLY” column that –

4. The bid complies with each and every TECHNICAL MANDATORY REQUIREMENT as specified in SECTION 6.2 above; AND
4. Each and every requirement specification is substantiated by evidence as proof of compliance.
	
	


[bookmark: _Toc435315906]


[bookmark: _Toc435315921][bookmark: _Toc105338852]SPECIAL CONDITIONS OF CONTRACT (SCC)
[bookmark: _Toc105338853]SPECIAL CONDITIONS OF CONTRACT
[bookmark: _Ref455588818][bookmark: _Ref455588837][bookmark: _Toc105338854]INSTRUCTION
1. 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.
1. [bookmark: _Ref455588887]SITA reserves the right to –
6. Negotiate the conditions, or
6. Automatically disqualify a bidder for not accepting these conditions. 
6. Vary quantities dependant on SITA’s requirements. Orders will be placed on an as and when basis.
1. [bookmark: _Toc435315923][bookmark: _Ref455338564]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 7.1 (2) above.
1. The bidder must complete the declaration of acceptance as per section 7.3 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.
[bookmark: _Ref455589115][bookmark: _Ref455589123][bookmark: _Ref455589162][bookmark: _Toc105338855]SPECIAL CONDITIONS OF CONTRACT
1. CONTRACTING CONDITIONS
9. Formal Contract. The Supplier must enter into a formal written Contract (Agreement) with SITA Facilities Management & Logistics Department.
9. Right of Award. SITA reserves the right to award the contract for required goods or services to multiple Suppliers.
9. 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.
9. Payment terms. All approved invoices will be paid by SITA within thirty days (30) of the date of delivery as indicated on the invoice.
9. The onus is on the awarded supplier to source and supply ALL items as specified in the tender, at quoted bid prices provided.
9. The supplier warrants that all goods supplied under this contract shall have no defect, arising from design, material or workmanship, or from any act or omission of the supplier, that may develop under normal use of the supplied goods. 
9. The goods supplied shall conform to the standards mentioned in the bidding documentation and specification, and failure to comply will result in a rejection of the item delivered.
1. THE SUPPLIER TO:
a) Provide high quality and cost-effective stationery items.
b) The bidder will provide weekly invoices, credit notes, delivery notes and statements to SITA Centurion. 
c) The bidder will provide invoices, credit notes, delivery notes and statements to SITA Centurion with the following information:
i. Name, contact details and Physical address;
ii. Invoice/credit note or delivery note number;
iii. Invoice/credit note or delivery note date;
iv. BPA number;
v. VAT registration number of the bidder;
vi. Recipient Name and address;
vii. Name and signature of recipient;
viii. Name and signature of supplier delivering.
1. DELIVERY ADDRESS
 The supplier must deliver the required products or services at
	No
	Site Name
	Physical Address

	1
	SITA Centurion Office
	1 John Vorster Drive, Centurion



1. SCOPE OF WORK AND DELIVERY SCHEDULE
12. All requests for stationery to be prompted by an official SITA stationery order and must be delivered to the requestor, to the applicable delivery address, (as supplied under point 2.2. above), within 7 (seven) working days of the order being placed.
12. No partial deliveries of orders will be accepted.

1. SERVICES AND PERFORMANCE METRICS
The Supplier is responsible to provide the following services as specified in the Service Breakdown Structure (SBS): 
	SBS
	Service Element
	Service Level

	1. 
	On time delivery		
	
		
	All deliveries (including deliveries to SITA regional offices) must be delivered within the agreed time at the SITA delivery address 

	2. 
	Number of out of stock items/ availability of stock items	
	Must amount to less than 5% off the total order and must be placed on back order and delivered within 2 (two) working days


	3. 
	Number of returned/rejected items
	Less than 5% returned/rejected items and must be placed on back order and delivered within 2 working days 


	4. 
	Invoice/ credit note – document management
	The bidder will provide invoices, credit notes, delivery notes and statements to SITA Centurion with the following information:

a) Name, contact details and Physical address
b) Invoice/credit note or delivery note number
c) Invoice/credit note or delivery note date
d) BPA number
e) VAT registration number of the bidder
f) Recipient Name and address
g) Name and signature of recipient
h) Name and signature of supplier delivering


	5. 
	Respond to SITA formal order for stationery within 24hrs by confirming the order.

	24 hours



An SLA will be signed between SITA and the Bidder which will include the Service Breakdown Structure above as well as the following: 
(a) Supply & deliver all items within (7) seven working days of receiving an official order from SITA and must adhere to delivery request times as agreed to by both parties.
(b) Bidder will be requested to adhere to acceptable quality standards as indicated in the Quality Management Terms & Conditions.
(c) The quality of stationery must be guaranteed.
(d) Bidder must adhere to all requirements stated in the specification.
(e) Facilities Management department will not deviate on price and agreed quality of stationery.
(f) All requests for stationery to be prompted by an official SITA stationery order and must be delivered to the requestor, to the applicable delivery address, (as supplied under point 2.2.), within 7 working days of the order being placed.
(g) No partial deliveries of orders will be accepted.
(h) Bidder needs to comply to all SLA requirements i.e. lead-times and returns needs to be collected and replaced by supplier at the Centurion Central store.
1. [bookmark: _Toc435315901]CERTIFICATION, EXPERTISE AND QUALIFICATION
(a) The Supplier represents that, 
(i) it has the necessary expertise, skill, qualifications and ability to undertake the work required in terms of the Statement of Work or Service Definition and;
(ii) it is committed to provide the Products or Services; and
(iii) Perform all obligations detailed herein without any interruption to the Customer.
(b) [bookmark: _Toc448483301][bookmark: _Toc448483304]The Supplier must provide the service in a good and workmanlike manner and in accordance with the practices and high professional standards used in well-managed operations performing services similar to the Services;
(c) The Supplier must perform the Services in the most cost-effective manner consistent with the level of quality and performance as defined in Statement of Work or Service Definition.
1. LOGISTICAL CONDITIONS
(a) [bookmark: _Toc448483118]Hours of work for deliveries is between 8h30 and 14h30 on weekdays – (Monday to Friday).
(b) The Supplier must provide an Account Manager (not full time), to attend to contract related matters.
(c) Support and Help Desk. The supplier must provide the contact details.
SECURITY SCREENING AND 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. Copies of qualifications. 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.         
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. [bookmark: _Toc448483285]GUARANTEE AND WARRANTIES 
The Supplier warrants that:
(a) [bookmark: _Toc448483286]The warranty of goods supplied under this contract remains valid for three (3) months after the goods, or any portion thereof as the case may be, have been delivered to and accepted at the final destination indicated in the contract.
(b) as at Commencement Date, it has the rights, title and interest in and to the Product or Services to deliver such Product or Services in terms of the Contract and that such rights are free from any encumbrances whatsoever; 
(c) [bookmark: _Toc448483287]the Product is in good working order, free from Defects in material and workmanship, and substantially conforms to the Specifications, for the duration of the Warranty period;
(d) [bookmark: _Toc448483288]during the Warranty period any defective item or part component of the Product be repaired or replaced within 5 (five) working days after receiving a written notice from SITA;
(e) [bookmark: _Toc448483289]the Product possesses all material functions and features required for SITA’s Operational 
Requirements;
(f) [bookmark: _Toc448483294]all third-party warranties that the Supplier receives in connection with the Products including the corresponding software and the benefits of all such warranties are ceded to SITA without reducing or limiting the Supplier’s obligations under the Contract;
(g) [bookmark: _Toc448483296]no actions, suits, or proceedings, pending or threatened against it or any of its third-party suppliers or sub-contractors that have a material adverse effect on the Supplier’s ability to fulfil its obligations under the Contract exist;  
(h) [bookmark: _Toc448483297]SITA is notified immediately if it becomes aware of any action, suit, or proceeding, pending or threatened to have a material adverse effect on the Supplier’s ability to fulfil the obligations under the Contract;
(i) [bookmark: _Toc448483298]any Product sold to SITA after the Commencement Date of the Contract remains free from any lien, pledge, encumbrance or security interest;
(j) [bookmark: _Toc448483299]SITA’s use of the Product and Manuals supplied in connection with the Contract does not infringe any Intellectual Property Rights of any third party; 
(k) [bookmark: _Toc448483300]the information disclosed to SITA does not contain any trade secrets of any third party, unless disclosure is permitted by such third party;
(l) [bookmark: _Toc448483302]it is financially capable of fulfilling all requirements of the Contract and that the Supplier is a validly organized entity that has the authority to enter into the Contract; 
(m) [bookmark: _Toc448483303]it is not prohibited by any loan, contract, financing arrangement, trade covenant, or similar restriction from entering into the Contract;
(n) [bookmark: _Toc448483305]the prices, charges and fees to SITA as contained in the Contract are at least as favourable as those offered by the Supplier to any of its other customers that are of the same or similar standing and situation as SITA; and
(o) [bookmark: _Toc448483306]any misrepresentation by the Supplier amounts to a breach of Contract. 
1. 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.
(iii) Right to Audit: SITA reserves the right, before entering into a contract, to conduct or commission an external service provider to conduct probity to ascertain whether a qualifying bidder has the technical capability to provide the goods and services as required by this tender.
(d) “The parties in this Agreement agree that the offer price of all the equipment shall be at the wholesale price or below wholesale price as agreed with the OEM. Should, at any time during the existence of the agreement that the offered price which is higher than the wholesale price or as agreed with the OEM, SITA client shall be entitled to such wholesale price with the exclusion of the mark-up which the reseller may have charged”.
NOTE: These conditions will form part of the contract obligations and suppliers are expected to comply in order for SITA to conclude an agreement with the potential suppliers. Failure to comply during finalisation of a contract may result to disqualification.
1. [bookmark: _Toc340574974]COUNTER CONDITIONS
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. [bookmark: _Toc268861714][bookmark: _Toc268873770][bookmark: _Toc340574975]FRONTING
19. [bookmark: _Toc268781587][bookmark: _Toc268861715]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 any form of fronting.
19. [bookmark: _Toc268781588][bookmark: _Toc268861716]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. BUSINESS CONTINUITY AND DISASTER RECOVERY PLANS
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. SUPPLIER DUE DILIGENCE
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 Supplier will be verified and any misrepresentation thereof may disqualify the bid or Contract in whole or parts thereof.

[bookmark: _Toc435315924][bookmark: _Ref455338474][bookmark: _Toc105338856]DECLARATION OF ACCEPTANCE
	
	ACCEPT ALL
	DO NOT ACCEPT ALL

	1. The bidder declares to ACCEPT ALL the Special Condition of Contract as specified in section 7.2 above by indicating with an “X” in the “ACCEPT ALL” column, OR
1. The bidder declares to NOT ACCEPT ALL the Special Conditions of Contract as specified in section 7.2 above by - 
23. Indicating with an “X” in the “DO NOT ACCEPT ALL” column, and;
23. Provide reason and proposal for each of the conditions that is not accepted. 
	
	

	Comments by bidder:
Provide reason and proposal for each of the conditions not accepted as per the format:
Condition Reference:
Reason:
Proposal:




[bookmark: _Toc435315925][bookmark: _Toc105338857]COSTING AND PRICING
[bookmark: _Ref455599421][bookmark: _Toc105338858][bookmark: _Toc435315926]COSTING AND PRICING
[bookmark: _Toc105338859]COSTING AND PRICING EVALUATION
(1) [bookmark: _Toc435315929][bookmark: _Ref455341462]In terms of Preferential Procurement Policy Framework Act (PPPFA), the following preference point system is applicable to all Bids:
(a) the 80/20 system (80 Price, 20 B-BBEE) for requirements with a Rand value of up to R50 000 000 (all applicable taxes included); or 
(b) the 90/10 system (90 Price and 10 B-BBEE) for requirements with a Rand value above R50 000 000 (all applicable taxes included).
(2) This bid will be evaluated using the preferential point system of 80/20, subject to the following conditions –
(a) If the lowest acceptable bid price is up to and including R50 000 000 (all applicable taxes included) then the 80/20 preferential point system will apply to all acceptable bids; or 
(b) If the lowest acceptable bid price is above R50 000 000 (all applicable taxes included) then the 90/10 preferential point system will apply to all acceptable bids;
(3) The bidder must complete the declaration of acceptance as per section 8.3 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. 
(4) 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. 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.
[bookmark: _Toc105338860]COSTING AND PRICING CONDITIONS
1. [bookmark: _Toc435315930][bookmark: _Ref455338328][bookmark: _Ref455597629]SOUTH AFRICAN PRICING
The total price must be VAT inclusive and be quoted in South African Rand (ZAR).	
2. TOTAL PRICE
(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 costs must be clearly specified.	
NOTE (1): SITA reserves the right to negotiate pricing with the successful bidder prior to the award as well as envisaged quantities.
NOTE (2): The quantities in the pricing schedule is to ensure a competitive bidding process and may vary dependant on SITA’s requirements. Orders will be placed on an as and when basis.

3. [bookmark: _Toc57764329][bookmark: _Toc61897851]BID PRICING SCHEDULE
Bidders must complete the bid pricing schedule in the Excel spreadsheet format provided and include this as part of their submission.

[bookmark: _Toc105338861]DECLARATION OF ACCEPTANCE
	
	ACCEPT ALL
	DO NOT ACCEPT ALL

	1. The bidder declares to ACCEPT ALL the Costing and Pricing conditions as specified in section 8.2 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 section 8.2 above by - 
25. Indicating with an “X” in the “DO NOT ACCEPT ALL” column, and;
25. 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.






[bookmark: _Toc95153947][bookmark: _Toc105338862][bookmark: _Toc51687858][bookmark: _Toc55568543][bookmark: _Toc57764342][bookmark: _Toc61897856]TERMS AND DEFINITIONS
[bookmark: _Toc74780929][bookmark: _Toc105338863]ABBREVIATIONS
B-BBEE	Broad-Based Black Economic Empowerment
CD 		Compact Disk
CSD 		Central Supplier Database
EME 		Exempted Micro Enterprises
ICT 		Information and Communication Technology
PPPFA	Preferential Procurement Policy Framework Act
QSE 		Qualifying Small Business Enterprises 
RFQ 		Request for Quotation
SCM 		Supply Chain Management
SMME 	Small Medium Micro-sized Enterprise
SITA 		State Information Technology Agency
TCV 		Total Contract Value
[bookmark: _Toc74780930][bookmark: _Toc105338864]DEFINITIONS
Not applicable.
ANNEX B: BIDDER SUBSTANTIATING EVIDENCE
[bookmark: _Toc51626306][bookmark: _Toc51687859][bookmark: _Toc55568544][bookmark: _Toc57764343][bookmark: _Toc61897857][bookmark: _Toc105338865][bookmark: _Toc61897858][bookmark: _Toc51626308]MANDATORY REQUIREMENT EVIDENCE
[bookmark: _Toc51626309][bookmark: _Toc51687862][bookmark: _Toc55568546][bookmark: _Toc57764345][bookmark: _Toc61897860]11.1 BIDDER EXPERIENCE AND CAPABILITY REQUIREMENTS
The bidder must have supplied and distributed Stationery to at least two (2) customers with an estimated minimum value of R1million per project per year in the last five (5) years.
Complete table below, noting that:
(a) Provide a reference details from at least two (2) customers to whom supply and distribution of Stationery with an estimated minimum value of R1million per project per year was delivered in the last five (5) years.
(b) Project end-date must be current or not older than five (5) years from date this bid is advertised,
(c) Scope of work must be related.
Table 1: References
	No
	Company name
	Reference Person Name, Tel and/or email
	Project Scope of work 
	Project Start and End-date

	1
	<Company name>
	<Person Name>
<Tel>
<email>
	<Provide scope details from a customer for a project to whom the supply and 
distribution of 
Stationery was 
delivered>
	Start Date:
End Date:

	2
	<Company name>
	<Person Name>
<Tel>
<email>
	<Provide scope details from a customer for a project to whom the supply and 
distribution of 
Stationery was 
delivered>
	Start Date:
End Date:



[bookmark: _Toc76391558][bookmark: _Toc77115055][bookmark: _Toc79620749][bookmark: _Toc97891266][bookmark: _Toc98022132][bookmark: _Toc102310258]11.2	PRODUCT / SERVICE FUNCTIONAL REQUIREMENTS 
The Bidder must confirm that they comply with the Product / Service Functional Requirements for the supply and delivery of durable, high quality stationery consumables to SITA by completing Annex C: Addendum 1 and attach it here.
NOTE: Failing to comply with all the aspect of this section will result in disqualification.
Yes = Comply
No =  not comply (Thus, disqualified)
ANNEX C : ADDENDUM 1
PRODUCT / SERVICE FUNCTIONAL REQUIREMENT
The bidder must confirm that they comply with the Product / Service Functional Requirements for the supply and delivery of durable, high quality stationery consumables to SITA
by completing Annex C: Addendum 1 as indicated in the table below as this will be legal contractual binding:

1.0 SOPE OF WORK ITEM REQUIREMENTS TABLE:

	

No

	

Item Description
	

Specifications

	1
	 "Sign Here” Flags 
	1 pct. contains 5 pads

	2
	12mm 0.47" < Tape M-K231S white
	For Brother machine

	3
	3M Post it Flags Neon assorted 
	Film index - Multi colour

	4
	A4 Examination Pads 
	Faint line

	5
	A4 Hard Cover Book
	192 pages 

	6
	A4 Hard Cover Book
	A4 size

	7
	ABC File dividers
	Multi-colour Pastel - 26 tabs/set

	8
	Batteries AA 
	 (4/pct.)

	9
	Batteries AAA
	(4/pct.)

	10
	Binder Clip foldback 
	25mm (18 per box)

	11
	Binder Clip foldback 
	32mm (10 per box)

	12
	Binder Clip foldback 
	41mm (9 per box)

	13
	Binder Clip foldback 
	51mm (6 per box)

	14
	Binding covers/ Transparencies
	Acetate clear sheet A4 -200 micron (pct. of 100)

	15
	Calculator 
	Large (190mm x130mm)

	16
	Carry folder 
	Carry Folders (A4)

	17
	Colour divider sets (Polypropylene) 
	 Size A4
Tabs marked A-Z 

	18
	Colour divider sets (Polypropylene) 
	Size A4
Tabs marked 1-10

	19
	Colour divider sets (Polypropylene)
	Tabs marked 1-31 (A4)

	20
	Colour dividers - pastel (yellow & green)
	cardboard soft - Tabs marked 1-10 (A4)

	21
	Correction Fluid
	Correction Pen Bottle 

	22
	Drawing Pins 
	100 per box

	23
	E-Pay Envelopes
	SITA specific printing (sample available)-250 per box (A4) 

	24
	Eraser (pencil)
	Box of 12

	25
	File - secretary files /Project files 
	transparent top and bright colour back (A4)

	26
	File dividers A-Z - index A4
	Index A4

	27
	File dividers A4 colours 
	Multi-colour Pastel - 9 tabs/set

	28
	File dividers White A4 - 9 tabs/set
	 White A4 - 9 tabs/set

	29
	File fasteners for A4 files
	50 per box

	30
	File folder 
	14 x 9 x 9 Assorted colours (100/pct.) (A4)

	31
	File Lever Arch- Board and 2 holes
	 A4 50mm (5 pads per pack)

	32
	File Lever Arch- Board and 2 holes
	A4 75mm (5 pads per pack)

	33
	Flip Chart Paper
	A1  with holes (5 pads/pct.)

	34
	Flip Chart stand
	legs individual height adjustable & drywipe service with integrated pen tray 

	35
	Glue 
	clear 25ml

	36
	Glue Prestik, or equivalent
	25g 

	37
	Glue Pritt or equivalent
	 stick 10g

	38
	Heavy Duty Punch 2 Hole
	Giant Punch W63C

	39
	Highlighter (each)
	 Pink 

	40
	Highlighter (each)
	 Blue 

	41
	Highlighter (each)
	Yellow 

	42
	Highlighter (each)
	Purple 

	43
	Highlighter (each)
	Orange 

	44
	Highlighter (each)
	Green 

	45
	Highlighters (pack of 8 colours)
	8 colours in a pack

	46
	Laminating film pockets small (for access cards)
	10cmx 6cm - 100 per box

	47
	Lever arch labels
	fluorescent colours - green & Blue (12 each per pack)  326x 69mm

	48
	Magic Clipper
	4.8mm x 6.4mm

	49
	Magic Clipper refills
	4.8mm x 6.4mm (50 per box)

	50
	Mouse Pad and wrist support (Blue)
	Mouse Pad and wrist support (Blue)

	51
	Office Equipment & whiteboard cleaner
	237 ml 

	52
	P Touch 1280 
Labelling Machine
	12 mm black on white Laminated Tze Tape

	53
	P Touch 1280
Labelling Machine
	18 mm black on white Laminated Tze Tape

	54
	P Touch PT90 Labelling Machine 
	P Touch PT90 Labelling Machine 

	55
	P Touch Tze-335
Labelling Machine
	12 mm "white on Black" Laminated Tze Tape

	56
	Paperclips
	small 100 @ box - colours

	57
	Paperclips 
	giant @ box

	58
	Pen (each)
	Black Medium

	59
	Pen (each)
	Blue Medium

	60
	Pen (each)
	Red Medium

	61
	Pen (each)
	Green Medium

	62
	Pencil (each)
	 HB

	63
	Pencil Clutch (each)
	 SL Super Grip 

	64
	Pencil Leads (per unit)
	 0.5mm HB

	65
	Metal Pencil Sharpener (each)
	1 hole - standard

	66
	Clear Plastic pockets/ sleeves 
	A4 Clear 100 @ pack

	67
	Post-it note pads, or equivalent 
	76 x76 mm pad

	68
	Punch
	2 holes Medium duty 

	69
	Punch
	4 holes Medium duty

	70
	Punch Large - 2 holes
	Large 110228

	71
	Rollerball Pens (Black) each
	0.5 mm ball/liquid ink roller ball

	72
	Rollerball Pens (Blue) 
each
	0.5 mm ball/liquid ink roller ball

	73
	Rollerball Pens (Green) each
	0.5 mm ball/liquid ink roller ball

	74
	Rollerball Pens (Red) each
	0.5 mm ball/liquid ink roller ball

	75
	Rulers (each)
	plastic clear 30cm

	76
	Scissors (each)
	 Office 18cm

	77
	Self-inking standard stamps (as per design requested)
	Stock stamp/ easy to replace ink pad - rotatable date

	78
	Self-inking standard stamps (Private & Confidential)
	Stock stamp/ easy to replace ink pad

	79
	Self-inking standard stamps (Received)
	Stock stamp/ easy to replace ink pad

	80
	Self-inking standard stamps (Urgent)
	Stock stamp/ easy to replace ink pad

	81
	Clear Sellotape, or equivalent
	 clear 12mm x 66m roll

	82
	Shredder Oil sheets
	Pack of 12 - to oil shredding machines

	83
	Slide binders black
	(12 binders per packet) 5mm

	84
	Slide binders black
	(10 binders per packet) 10mm

	85
	Slide binders black
	(10 binders per packet) 15mm

	86
	Staples per unit
	No 56

	87
	Stapler 
	Desktop stapler /for Executive

	88
	Stapler 
	Heavy Duty Giant

	89
	Stapler remover
	Metal 

	90
	Staples per unit
	No66 

	91
	Stapler 26/6 Metal
	Power stapler- desktop stapler

	92
	Sticky Notes 
	400 sheet cube, 5 assorted neon colours

	93
	Suspension File 
	7005 fullscap

	94
	Swing lock folder
	Swing clip action - various colours

	95
	Packaging Tape (Buff)
	Packing tape (width 75mm length - 66 m)

	96
	Tidy File (sealable green storage boxes) 
	370x305x252mm - Stor-mor storage box - corrugated and collapsible

	97
	USB Flash Memory stick
	8GB

	98
	USB Flash Memory stick
	16GB

	99
	USB Flash Memory stick
	32GB

	100
	White board markers
(each)
	 non-permanent blue

	101
	White board markers 
(each)
	non-permanent black

	102
	White board markers 
(each)
	non-permanent red

	103
	White Board Markers 
	Set of 4 different colours (non-permanent)

	104
	White board markers 
	non-permanent green

	105
	Whiteboard markers 
	permanent black



NOTE: Failing to comply with all the aspect of this section will result in disqualification.
Yes = Comply
No =  not comply (Thus, disqualified)


I, the bidder (Full names)…………………………..………………………………………………….representing (company name)…………………………………………………………….. Hereby confirm that I comply with ALL of the above Product/Service Requirements for the Scope of Work Item requirements, which will be provided to SITA for the duration of the contract and understand that it will form part of the contract and is legally binding.

Thus done and signed at ……………………………………. On this………day of……………….20…. 

……………………………….								
Signature
Designation:
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