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Bidders Information

Company Name

Company Registration number

VAT registration number

Contact Person

Telephone number

Cell number

E-mail address

Postal address

Physical address

CSD Supplier number

| certify that the information furnished on this form is true and correct. | further accept that, in
addition to cancellation of a contract, action may be taken against me should this declaration prove
to be false.

Name of Representative Signature Date
(Duly Authorised)
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10.

11.

12.

13.

14.

15.

16.
17.
18.
19.
20.

21.

Terms and Conditions of Request for Quotation (RFQ)

Any alteration made by the bidder must be initialled.

Submission of quotes received late (after the closing date and time) will not be considered.

The price(s) quoted shall be valid for a minimum period of 60 days from the closing date and
time of this RFQ.

Bidders must be registered on the National Treasury’s Central Suppliers Database.

The price(s) quoted must be firm and inclusive of value-added tax (VAT) where applicable.

The price(s) must include all related expenses, i.e., transport, accommodation, etc. (where
applicable).

This quotation is subject to the Preferential Procurement Policy Framework Act and the
Preferential Procurement Regulations, 2022; the General Conditions of Contract (GCC) and if
applicable any other Special Conditions of Contract.

The applicable preference point system for this tender is the 80/20 preference point system,
Failure on the part of a tenderer to submit proof or documentation required in terms of this RFQ
to claim points for specific goals, will be interpreted to mean that preference points for specific
goals are not claimed by the bidder. Kindly refer to SBD 6.1 form for additional information.
Suppliers must complete the attached SBD 4 — Bidders disclosure, failure to complete these
documents may result in the quotation being disqualified.

Quotations must be in accordance and comply with the terms of reference/specifications provided,
unless otherwise stipulated.

The official merSETA quotation form must be used to quote the offered price. Should the
allocated price page be insufficient, the tenderer may supplement the price page with an
additional pricing breakdown on the company letterhead.

Price Declaration must be completed, and should the total RFQ prices differ, the one indicated
on the price declaration shall be considered the correct price.

The successful supplier may be required to complete and sign and SLA or a written Contract
Form SBD 7.1 or SBD 7.2. (If applicable)

This document may contain confidential information that is the property of merSETA.

No part of the contents may be used, copied, disclosed or conveyed in whole or in part to any
party in any manner whatsoever other than for preparing a proposal in response to this RFQ,
without prior written permission from merSETA and the Bidder.

All Copyright and Intellectual Property herein vests with merSETA and its Bidder.

Responses to this RFQ must be submitted by email quotations@merseta.org.za.

It is the responsibility of the bidder to ensure that its response reaches merSETA on or before the
closing date and time of the RFQ.

No services must be rendered or goods delivered before acceptance of the official merSETA
appointment letter or a Purchase Order form has been received.

The merSETA reserves the right to appoint more than one supplier/service provider and
or to award the quote as whole or in part.

A full copy of General Conditions of Contract (GCC) are available and may be accessed for
reference purposes on the National Treasury website by following the link below;
(https://www.treasury.gov.za/divisions/ocpo/sc/generalconditions/general%20conditions%200f%20con

tract.pdf)
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Undertaking by Bidder

I/We hereby quote to supply all or any of the supplies and/or to render all or any of the
services described in the attached documents to merSETA on the terms and conditions. In
accordance with the specifications stipulated in the quotation documents (and which shall be
taken as part of and be incorporated into this quote) at the prices and on the terms regarding
time for delivery and/or execution inserted therein.

I/'we agree that:

(a)

(b)

(e)

the offer herein shall remain binding upon me and open for acceptance by merSETA
during the validity period indicated and calculated from the closing time of the quote;

this quote and its acceptance shall be subject to the Public Finance Management Act,
1999, the merSETA Supply Chain Management Policy and Procedures, the General
and Special Conditions of Contract as may be applicable, with which l/'we am fully
acquainted;

if I/'we withdraw my quote within the period for which I/we have agreed that the quote
shall remain open for acceptance, or fail to fulfil the contract when called upon to do
so. The merSETA may, without prejudice to its other rights, agree to the withdrawal of
my quote or cancel the contract that may have been entered into between merSETA
and l/us. I/we will then pay to merSETA any additional expenses incurred for having
either to accept any less favourable quote or, if fresh quote have to be invited, the
additional expenditure incurred by the invitation of fresh quotes and by the subsequent
acceptance of any less favourable quotes.

the merSETA shall reserve the right to recover such additional expenditure by set-off
against monies which may be due to me under this, or any other tender or contract or
against any guarantee or deposit that may have been furnished by me or on my behalf
for the due fulfilment of this or any other tender or contract. Pending the ascertainment
of the amount of such additional merSETA may sustain by reason of my default;

if my quote is accepted, the acceptance may be communicated to me by electronic
mail, to the email address supplied in my quotation document;

the law of the Republic of South Africa shall govern the contract created by the
acceptance of my quote and | choose domicilium citandi et executandi in the Republic
at (full physical address) :

I/we furthermore confirm that |/we have satisfied myself as to the correctness and validity of
my quote: that the price(s), rate(s) and preference quoted cover all of the work/item(s) and
my obligations under a resulting contract, and | accept that any mistakes regarding the
price(s) and calculations will be at my risk.
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I/'we hereby accept full responsibility for the proper execution and fulfilment of all obligations
and conditions devolving on me under this agreement, as the Principal(s) liable for the due
fulfilment of this contract.

I/'we agree that any action arising from this contract may in all respects be instituted against
me and l/we hereby undertake to satisfy fully any sentence or judgement which may be
pronounced against me as a result of such action.

I/'we confirm that I/we have declared all and any interest that | or any persons related to my
business has with regard to this quote or any related quotations by completion of the Bidder’s
Disclosure Section.

I/IWE, THE UNDERSIGNED, WHO WARRANT THAT | AM DULY AUTHORISED TO DO
SO ON BEHALF OF THE TENDERER, CERTIFY THAT THE INFORMATION SUPPLIED
IN TERMS OF THIS DOCUMENT IS CORRECT AND TRUE, THAT THE SIGNATORY TO
THIS DOCUMENT IS DULY AUTHORISED AND ACKNOWLEDGE THAT:

(1) The tenderer will furnish documentary proof regarding any tendering issue to the
satisfaction of the merSETA, if requested to do so.

(2) If the information supplied is found to be incorrect and/or false then merSETA, in
addition to any remedies it may have, may: -

a) Recover from the contractor all costs, losses or damages incurred or sustained by
merSETA as a result of the award of the contract, and/or

b) Cancel the contract and claim any damages which merSETA may suffer by having
to make less favourable arrangements after such cancellation.

Name of Representative Signature Date
(Duly Authorised)
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AUTHORITY TO SIGN

Tender/RFQ NO: Description:

Indicate the business/entity type of the tenderer by ticking the appropriate box hereunder:

Close Joint Sole
Company Corporation Partnership Venture Proprietor

The tenderer must complete the fields set out below for the relevant category applicable to them, and attach
their Registration Certificates for Companies, Close Corporations and Partnerships, or Agreements
and Powers of Attorney for Joint Ventures, or ID documents to the support data provided at the end of
this form.

I/We, the undersigned, being the Board of Directors / Members /Partners in the business trading

as:

Business Name:

Registration No:

Hereby authorise/resolved that Mr/Ms , in his/her capacity as

, is authorised to make applications and or sign on behalf of the

Company / Close Corporation / Partnership / Trust /Joint Venture, all documents in connection
with the tender, any contract resulting from our bid and any other documents and correspondence

in connection with this bid and /or contract. Resolution by Board of Directors to be attached for

Company

Signature of Signatory: Date:

Sole Proprietor: |, hereby confirm that | am the sole owner of the
business trading as: Signature

CC Member/s, Partners, JV Partner Signatures:

Name Signature Date

1.

2.

3.

4.

NB: Failure to complete, sign and date the resolution as outlined above will negatively impact and
delay contract signing. Bidders may attach a signed company resolution on a company letterhead
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SBD 4 - Bidder’s Disclosure

1. PURPOSE OF THE FORM

Any person (natural or juristic) may make an offer or offers in terms of this invitation to bid. In line
with the principles of transparency, accountability, impartiality, and ethics as enshrined in the
Constitution of the Republic of South Africa and further expressed in various pieces of legislation,
it is required for the bidder to make this declaration in respect of the details required hereunder.

Where a person/s are listed in the Register for Tender Defaulters and / or the List of Restricted
Suppliers, that person will automatically be disqualified from the bid process.

2. Bidder’s declaration

2.1 Is the bidder, or any of its directors / trustees / shareholders / members / partners or any person
having a controlling interest1 in the enterprise, employed by the state YES/NO

2.1.1 If so, furnish particulars of the names, individual identity numbers, and, if applicable, state
employee numbers of sole proprietor/ directors / trustees / shareholders / members/ partners or
any person having a controlling interest in the enterprise, in table below.

Full Name Identity Number Name of State institution

2.2 Do you, or any person connected with the bidder, have a relationship with any person who is
employed by the procuring institution? YES/NO

2.2.1 If so, furnish particulars:

2.3 Does the bidder or any of its directors / trustees / shareholders / members / partners or any
person having a controlling interest in the enterprise have any interest in any other related
enterprise whether or not they are bidding for this contract? YES/NO

2.3.1  If so, furnish particulars:

1 the power, by one person or a group of persons holding the majority of the equity
of an enterprise, alternatively, the person/s having the deciding vote or power to
influence or to direct the course and decisions of the enterprise.
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3 DECLARATION

I, the undersigned, (name) in
submitting the accompanying bid, do hereby make the following statements that | certify to be
true and complete in every respect:

3.1 | have read and | understand the contents of this disclosure;

3.2 | understand that the accompanying bid will be disqualified if this disclosure is found not to be
true and complete in every respect;

3.3 The bidder has arrived at the accompanying bid independently from, and without consultation,
communication, agreement or arrangement with any competitor. However, communication
between partners in a joint venture or consortium2 will not be construed as collusive bidding.

3.4 In addition, there have been no consultations, communications, agreements or arrangements
with any competitor regarding the quality, quantity, specifications, prices, including methods,
factors or formulas used to calculate prices, market allocation, the intention or decision to submit
or not to submit the bid, bidding with the intention not to win the bid and conditions or delivery
particulars of the products or services to which this bid invitation relates.

3.5 The terms of the accompanying bid have not been, and will not be, disclosed by the bidder,
directly or indirectly, to any competitor, prior to the date and time of the official bid opening or of
the awarding of the contract.

3.6 There have been no consultations, communications, agreements or arrangements made by the
bidder with any official of the procuring institution in relation to this procurement process prior to
and during the bidding process except to provide clarification on the bid submitted where so
required by the institution; and the bidder was not involved in the drafting of the specifications or
terms of reference for this bid.

3.7 | am aware that, in addition and without prejudice to any other remedy provided to combat any
restrictive practices related to bids and contracts, bids that are suspicious will be reported to the
Competition Commission for investigation and possible imposition of administrative penalties in
terms of section 59 of the Competition Act No 89 of 1998 and or may be reported to the National
Prosecuting Authority (NPA) for criminal investigation and or may be restricted from conducting
business with the public sector for a period not exceeding ten (10) years in terms of the Prevention
and Combating of Corrupt Activities Act No 12 of 2004 or any other applicable legislation.

I certify that the information furnished in paragraphs 1, 2 and 3 above is correct.
I accept that the state may reject the bid or act against me in terms of paragraph

6 of PFMA SCM Instruction 03 of 2021/22 on preventing and combating abuse in
the Supply Chain Management System should this declaration prove to be false.

Signature Date

Position Name of bidder

2 Joint venture or Consortium means an association of persons for the purpose of
combining their expertise, property, capital, efforts, skill and knowledge in an
activity for the execution of a contract.
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SBD 6.1 Preference Points Claim Form
in terms of the Preferential Procurement Regulations 2022

This preference form must form part of all tenders invited. It contains general information and serves as
a claim form for preference points for specific goals.

NB:

1.1

1.2

1.3

1.4

1.5

1.6

BEFORE COMPLETING THIS FORM, TENDERERS MUST STUDY THE GENERAL
CONDITIONS, DEFINITIONS AND DIRECTIVES APPLICABLE IN RESPECT OF THE
TENDER AND PREFERENTIAL PROCUREMENT REGULATIONS, 2022

GENERAL CONDITIONS

The following preference point systems are applicable to invitations to tender:

the 80/20 system for requirements with a Rand value of up to R50 000 000 (all applicable taxes
included); and

the 90/10 system for requirements with a Rand value above R50 000 000 (all applicable taxes
included).

To be completed by the organ of state

The applicable preference point system for this tender is the 80/20 preference point system.

Points for this tender (even in the case of a tender for income-generating contracts) shall be
awarded for:

(a) Price; and

(b) Specific Goals.

To be completed by the organ of state:

The maximum points for this tender are allocated as follows:

PRICE 80

SPECIFIC GOALS 20
TOTAL POINTS FOR PRICE AND SPECIFIC GOALS

Failure on the part of a tenderer to submit proof or documentation required in terms of this tender
to claim points for specific goals with the tender, will be interpreted to mean that preference points
for specific goals are not claimed.

The organ of state reserves the right to require of a tenderer, either before a tender is adjudicated
or at any time subsequently, to substantiate any claim in regard to preferences, in any manner
required by the organ of state
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3.1.
3.1.1

3.2.

3.21.

DEFINITIONS

(a) “tender” means a written offer in the form determined by an organ of state in response to
an invitation to provide goods or services through price quotations, competitive tendering
process or any other method envisaged in legislation;

(b) “price” means an amount of money tendered for goods or services, and includes all
applicable taxes less all unconditional discounts;

(c) “rand value” means the total estimated value of a contract in Rand, calculated at the time
of bid invitation, and includes all applicable taxes;

(d) “tender for income-generating contracts” means a written offer in the form determined
by an organ of state in response to an invitation for the origination of income-generating
contracts through any method envisaged in legislation that will result in a legal agreement
between the organ of state and a third party that produces revenue for the organ of state,
and includes, but is not limited to, leasing and disposal of assets and concession contracts,
excluding direct sales and disposal of assets through public auctions; and

(e) “the Act” means the Preferential Procurement Policy Framework Act, 2000 (Act No. 5 of
2000).

FORMULAE FOR PROCUREMENT OF GOODS AND SERVICES
POINTS AWARDED FOR PRICE
THE 80/20 OR 90/10 PREFERENCE POINT SYSTEMS

A maximum of 80 or 90 points is allocated for price on the following basis:

80/20 or 90/10
Pt—Pmin Pt—P min
Ps=80(1-"00 ) or Ps=90(1-200 )
Where:
Ps = Points scored for price of tender under consideration
Pt = Price of tender under consideration
Pmin = Price of lowest acceptable tender

FORMULAE FOR DISPOSAL OR LEASING OF STATE ASSETS AND INCOME
GENERATING PROCUREMENT

POINTS AWARDED FOR PRICE

A maximum of 80 or 90 points is allocated for price on the following basis:

80/20 or 90/10
Pt—Pmax Pt—Pmax
Ps = 80 (1 4T ) or  Ps=90 (1 4T )
Where:
Ps = Points scored for price of tender under consideration
Pt = Price of tender under consideration

Pmax = Price of highest acceptable tender
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4, POINTS AWARDED FOR SPECIFIC GOALS

4.1. In terms of Regulation 4(2); 5(2); 6(2) and 7(2) of the Preferential Procurement Regulations,
preference points must be awarded for specific goals stated in the tender. For the purposes of
this tender the tenderer will be allocated points based on the goals stated in table 1 below as may
be supported by proof/ documentation stated in the conditions of this tender:

4.2. In cases where organs of state intend to use Regulation 3(2) of the Regulations, which states
that, if it is unclear whether the 80/20 or 90/10 preference point system applies, an organ of state
must, in the tender documents, stipulate in the case of—

(a) an invitation for tender for income-generating contracts, that either the 80/20 or 90/10
preference point system will apply and that the highest acceptable tender will be used to
determine the applicable preference point system; or

(b) any other invitation for tender, that either the 80/20 or 90/10 preference point system will
apply and that the lowest acceptable tender will be used to determine the applicable
preference point system, then the organ of state must indicate the points allocated for
specific goals for both the 90/10 and 80/20 preference point system.

Table 1: Specific goals for the tender and points claimed are indicated per the table below.
(Note to organs of state: Where either the 90/10 or 80/20 preference point system is applicable,
corresponding points must also be indicated as such.

Note to tenderers: The tenderer must indicate how they claim points for each preference point system.)

Number of points
claimed (80/20
system)

(To be completed by
the tenderer)

Number of points allocated
The specific goals allocated points in terms of (80/20 system)
this tender (To be completed by the
organ of state)

Tenderer who has 51% to 100% black people ownership

Tenderer who has 30% to 100% black women ownership

Tenderer who has 30% to 100% White women ownership

6
4
Tenderer who has 30% to 100% black youth ownership 4
2
4

Tenderer who has 20% or more owners with disability

Total Points allocated to Specific Goals 20

DECLARATION WITH REGARD TO COMPANY/FIRM

4.3. Name of company/firm

4.4. Company registration nUMber: ... ...
TYPE OF COMPANY/ FIRM [TICK APPLICABLE BOX]

Partnership/Joint Venture / Consortium
One-person business/sole propriety
Close corporation

Public Company

Personal Liability Company

(Pty) Limited

Non-Profit Company

State Owned Company

~ == == =
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4.5. I, the undersigned, who is duly authorised to do so on behalf of the company/firm, certify that
the points claimed, based on the specific goals as advised in the tender, qualifies the company/
firm for the preference(s) shown and | acknowledge that:

i) The information furnished is true and correct;

i)  The preference points claimed are in accordance with the General Conditions as
indicated in paragraph 1 of this form;

i) In the event of a contract being awarded as a result of points claimed as shown in
paragraphs 1.4 and 4.2, the contractor may be required to furnish documentary proof to
the satisfaction of the organ of state that the claims are correct;

iv)  If the specific goals have been claimed or obtained on a fraudulent basis or any of the
conditions of contract have not been fulfilled, the organ of state may, in addition to any
other remedy it may have —

(a) disqualify the person from the tendering process;

(b)  recover costs, losses or damages it has incurred or suffered as a result of
that person’s conduct;

(c) cancel the contract and claim any damages which it has suffered as a
result of having to make less favourable arrangements due to such
cancellation;

(d)  recommend that the tenderer or contractor, its shareholders and directors,
or only the shareholders and directors who acted on a fraudulent basis,
be restricted from obtaining business from any organ of state for a period
not exceeding 10 years, after the audi alteram partem (hear the other side)
rule has been applied; and

(e) forward the matter for criminal prosecution, if deemed necessary.

TENDERER’S SIGNATURE

SURNAME AND NAME:

DATE:

ADDRESS:
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Specifications/Description of Goods/Services Required

1. BACKGROUND
The merSETA is the Manufacturing, Engineering and Related Services Education and Training
Authority established to promote the Skills Development Act, (Act No. 97 of 1998). It facilitates
skills development in the following sub-sectors: metal and engineering, automotive manufacturing,

motor retail and component manufacturing, new tyre manufacturing and plastics industries.

2, OBJECTIVE
The merSETA hosts its Annual General Meeting (AGM) every year during the organisation's third
quarter (October—December). The purpose of the AGM is to present the merSETA’s Annual Report
containing information about the organisation’s performance and strategy for the previous financial

year.

The merSETA will be hosting its Hybrid AGM in October 2026 (TBC) and requires a service
provider who specialises in hosting Hybrid events to expand the reach of the event to a larger

audience that would not be able to attend the physical event.

The service provider will be expected to run the registration and RSVP process so that stakeholders
use one platform to register and login to the Hybrid AGM. Attendees who will be physically
attending (Approx. 250) should, once registered, receive venue details. The RSVP/registration
details will be directed to the Hybrid AGM mailbox. This should be included in the software/platform

the service provider will use for the event.

The physical registration process should be paperless using a digital system for attendees. The

printed tag should have a QR code to scan the digital programme for the day.

The service provider will be required to also include the service of a Presidential Autocue (include
all line items such as operator, crew, meals and other necessary features for two days including

the dry run).

3. PROJECT/ CONTRACT

This is a once-off contract valid from the date of signature to the conclusion of the project.

Date: 11 August 2026

Time: 11H00 am

Venue: Auto Boardroom

Address : Metropolitan Park, Block C

: 8 Hillside Road ,Parktown, Johannesburg ,2193
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SCOPE OF PROJECT
The service provider will be required to liaise with stakeholders throughout the country. The

merSETA therefore requires a high-tech service provider with competencies to run the AGM feed,

incoming and outgoing, across the country.

The service provider must ensure that the merSETA AGM is one (1) event, but two (2) experiences.

The provider must include all elements that will ensure physical attendees are able to see virtual

attendees’ interactions and virtual attendees must be able to see physical attendees from time to

time, although the focus will be on the speakers. A stable connection, seamless streaming,

videography and two-way communication is paramount.

The main objective of the project therefore is:

5.1.To ensure that the merSETA AGM is one (1) event, but two (2) experiences:

5.2.

The preferred bidder will be required to provide and manage a registration/RSVP platform

in terms of which:

5.2.1 Registrations must be processed through the hybrid Annual General Meeting
mailbox;

5.2.2 Attendees who registered to physically attend will, once registered, receive
venue details. The physical registration should be a digital process (printouts will
be the stakeholder tag with a QR code to scan and view the programme);

523 To enable participants not included in the initial invitation to register on the

platform to be able to participate in the hybrid Annual General Meeting; and

524 The physical registration process should be paperless using a digital system for
attendees. The printed tag should have a QR code to scan the digital programme

for the day.

OUTCOMES AND DELIVERABLES

6.1
6.2
6.3

6.4
6.5

6.6
6.7

Produce a conceptual framework document to be approved by the merSETA.
Provide a detailed project plan for approval by merSETA.
Provide enhanced content engagement by producing an effective and interactive platform
to ensure live streaming of sessions and seamless two-way communication (e.g., polls,
comments, Q&A, online feedback, etc.).
Use relevant interactive software to enhance the experience for virtual attendees.
Provide technical expertise and equipment for hybrid events, including:
o Bidder must provide a list of equipment to be used during the event;
o Bidder must provide a contingency plan in case of technical/power/network failure
or any other issue for event continuity.
Ensure a stable connection for virtual attendees at all times; and

Enhance the physical event to create a seamless virtual experience.
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6.8  All setup to be completed by 15h00 and dry runs to be completed until 21h00 a
day before the event.
6.9 Deliverables Specification but not limited to:
6.9.1. Sound system
e PA requirements
¢ Digital Mixer with 4 outputs separated to feed channels separately (main
out, Aux, Subgroup, etc)
e Wireless transmitter
e USB audio support.
e Powered speakers — JBL/Yamaha/QSC or equivalent.
e Stage monitor speakers
e Cordless mics x 4 Shure/Sennheiser or equivalent.
6.9.2 Live streaming
e Detailed project plan for approval by the end user, the merSETA, including
a full description listing different types of equipment to be used.
e Provide a platform for 500 online attendees e.g Zoom.
e Live streaming on social media (Facebook and YouTube).
e Design animation and lower thirds for the streaming.
o Use relevant interactive software to enhance the experience for virtual
attendees.
o Provide technical expertise and equipment for hybrid events.
e Feed LED screen and TVs with the streaming and presentations.
.6. 9.3 TV Screens and LED Screens
e 65-inch TV screens x4 with stands trussing with base and cover socks
e 65-inch comfort monitor
e 6m wide x 3m high LED
o All feeding cables with splitters.
6.9.4 Stage Setup
e To house the LED screen and accommodate Speakes.
e 7mlong x 3m wide by 0.5m height

o White or Black colour with draping

CONTENT OF SUBMISSIONS
71 Provide a detailed pricing schedule.
Failure to provide pricing schedule disqualifies the submission.

7.2 Proof of registration on the Central Supplier Database hosted by National

Page 15 of 27



7.3
7.4

7.5
7.6

7.10

Treasury.

Fully completed and signed vendor, SBD 4, and 6.1 forms.

Providers to indicate if there will be any subcontracting and also indicate the

percentage (%) on the SBD 6.1 form.

Certified ID copies of all directors of the company.
Certified copy of valid BBBEE certificate, CIPC BBBEE certificate or affidavit.
BBBEE Certificate issued by CIPC will be verified with CIPC.

In instances of a joint venture /consortium the Joint Venture Certificate must be included

(indicating the percentage of duties for all companies in the joint venture). The consolidated

joint venture B-BBEE Certificate must be submitted in order to claim points. However, for

a subcontractor the B-BBEE certificate of both the contractor and subcontractor must be

submitted.

Submissions required in response to the functionality requirements are also reflected under

Item 8: Requirements.

MANDATORY REQUIREMENTS

8.1

8.4

The service provider must have four (4) years of experience in hosting successful virtual

and hybrid events. (Experience must be shown by submission of a company profile

highlighting the company’s virtual and hybrid events management).

8.3.1

8.3.2

8.3.3

8.34

The service provider must submit four (4) references of clients where work in
hosting virtual and hybrid events was undertaken. The reference letters must be
on the referring company’s letterhead and must be dated and verifiable (inclusive
of the referring company’s contact details such as email address and telephone
number). The reference letters must also indicate the period that the project (virtual
and hybrid event hosting) took place. T8.3The service provider must prove
capacity to undertake a project of this nature and capacity to complete the project
by the due date. ( core project team) Project Manager with three (3) year’'s events
management experience reflected in the CV (CV must indicate that the said person
is the project manager).

Technical Lead with relevant qualifications or certification with three (3) years’
experience in video and sound engineering or similar (CV must reflect the relevant
qualification and experience in video and sound engineering or similar).

Two Technical Assistants with relevant qualifications or certification ir, or
certification with two (2) years’ experience in video and sound engineering or
similar.

Videographer with relevant qualification or certification with two (2) years’
experience in videography (CV must reflect the relevant qualification and

experience).

Providers must submit samples in the form of videos where the provider hosted hybrid

event/s. The video must showcase critical components (i.e.., the type of software used

and how two-way communication between the physical and virtual attendees was
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conducted. Failure to submit sample of the video will result in disqualification.

8.5 Providers must submit a project plan for implementation of this project. The plan must

clearly indicate the timelines (i.e., when the planning of the project will commence and
conclude, such as by weekly/ monthly etc.). The planning of the project t cannot exceed
three (3) months in each year. The plan must outline how outcomes and deliverables listed

in Section 6 will be met.

Note: Only videos of providers having met all the functionality requirements will proceed
to a presentation phase during which providers will be required to present and

demonstrate the video to evaluate technical ability.

Note: Providers’ presentations and demonstrations of videos will be evaluated and scored

against the checklist/evaluation sheet under section 9 below.

Note: A Compulsory virtual briefing session will be held on the ............

9. SCORING GRID (TO BE LINKED WITH EVALUATION PROCESS UNDER 13)

No

Criteria Score

1

The service provider must have four (4) years’ 4 Years and Above 10

experience i in hosting successful virtual and 2 — 3 years 5

hybrid events . (experience must be shown by <1 year 0
submission of a company profile highlighting the
company'’s virtual and hybrid events

management experience).

The service provider must submit four (4) 4 or more Reference 10
references of clients where work in hosting Letters

virtual and hybrid events was undertaken. The 3 Reference Letters .
< 3 Reference Letters 0

reference letters must be on the referring
company’s letterhead and must be dated and
verifiable (inclusive of the referring company’s
contact details such as email address and
telephone number). The reference letters must
also indicate the period that the project (virtual

and hybrid event hosting) took place.

The service provider must prove capacity to
undertake a project of this nature and capacity

to complete the project by the due date. (core

project team)

3.1

Project Manager with three (3) year’s events Project manager with 3

management experience reflected in the CV (CV | Years’ experience in
events management:
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must indicate that the said person is the project | CV reflecting 3 years and 15
manager and also the required experience). above experience
CV reflecting less than 3 0
years
3,2 | Technical Lead with relevant qualification or CV reflecting relevant 10
o . . . qualification or
certification with three (3) years’ experience in certification with 3 years
video and sound engineering or similar (CV g‘r\/”:ce’]fleez’i(::rr:i“gevant g
must reflect that the said person is the Technical qualification or
Lead and also the relevant qualification and certification with less than
experience in video and sound engineering or 3 years of experience
similar).
3.3 | Two Technical Assistants with relevant | CVs reflecting relevant 10
qualification or certification, with two (2) years’ | qualification or
experience in video and sound engineering or | certification in Sound
similar (CVs must reflect that the said persons are Engineering or similar
Technical Assistants, as well as the relevant CVs reflecting no relevant 0
o o ) qualification or
qualification or certification with two (2) years certification with less than
experience in Sound Engineering or similar). 2 years of experience
3.4 | Videographer with relevant qualification or | CV reflecting relevant 10
certification with two (2) years’ experience in | qualification or
videography (CV must reflect that the said person | certification with 2 years
is the Videographer with the relevant qualification of experience in
. videography
and experience).
CVs reflecting no relevant 0
qualification or
certification with less than
2 years of experience
4 Providers must provide a Project Plan for Project Plan provided and 15
implementation of this service. The plan must clearly implementation is 3
indicate the timelines (weekly/monthly) of this project months or less.
that cannot exceed three (3) months to complete. The | No Project Plan and 0
plan must outline how outcomes and deliverables implementation of more
listed in Section 6 will be met. than 3 months
5 Video Sample Score of 20 to 25 20
To be evaluated on the below Evaluation Sheet for
Assessment. Scores one (1) to five (5) will be used Score of 15 to 20 5
for the assessment.
Score of 10 to 15 3
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10.

1.

12,

Score of 5to0 10 0

Evaluation sheet for Assessment of the Sample video average scores to be used

Video Quality Poor Fair Good Excellent
1. Blurring 1-2 3 4 5
2. Flickering 1-2 3 4 5
3. Colour Contrast 1-2 3 4 5
4. Sound Quality 1-2 3
Seamless editing 1-2

related to subject

matter
6. Lighting 1-2 3 4 5
7. Ads Usage, titles and 1-2 3 4 5
lower Thirds

BUDGET (COST ESTIMATION)
The 80/20 evaluation criteria will be utilised. This evaluation criteria refers to 80% for Price and
20% for B-BBEE.

PAYMENT TERMS

The merSETA undertakes to pay valid invoices in full within 30 (thirty) days from receipt of the
correct invoice and for work done to its satisfaction upon presentation of a substantiated claim. The
merSETA shall not pay for any unproductive or duplicated time spent by the Provider on any

assignment because of staff changes, inefficiencies, or rework.

Note: Payment will be structured according to agreed milestones, as finalised in the SLA.

EVALUATION PROCESS - COMPLIANCE WITH MINIMUM REQUIREMENTS
All bids duly lodged will be evaluated on functionality and price.

The evaluation of the bid will be conducted in two stages namely:

- Submission (Functionality)

- Submission (Video Sample)

- Equipment list (full name description) to be used or equivalent for the hybrid meeting
(including but not limited to) e.g Allen & Heath QU-16C
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PA System, video cameras, drone, gimbals, network, LED Screens, digital registration

machine/system

The evaluation criteria and weighting for measuring functionality are shown below:

Criterion Weighting Minimum thresholds

Years’ Experience 10% 5%
Reference Letters 10% 5%
Capacity to Deliver - Project Manager 15% 15%
Capacity to Deliver - Technical Lead 10% 10%
Capacity to Deliver — Technical Assistants 10% 10%
Capacity to Deliver — Videographer 10% 10%
Project Plan (Including role players during hybrid 15% 12.5%
meeting)

Video Sample 20% 12.5%
Total 100% 80%

The overall minimum threshold for functionality will be 80% where all individual thresholds are

adhered to.

The evaluation of submitted bids will be conducted in as follows:
Firstly, the bids will be evaluated for functionality based on the evaluation criteria and the minimum
threshold as shown in the table above. Any bid that fails to meet the overall minimum threshold or

has not received the minimum score for any individual component thresholds will be disqualified.

Thereafter, only the qualifying bids will be evaluated in terms of the 80/20 preference points system,
where 80 points will be allocated to price only and 20 points will be allocated in line with the bidder’s

B-BBEE status level of contribution.

This will be carried out in accordance with the PPPF Act and as follows;
B-BBEE Status Level of Contributor Number of Points

1 20

18

14

12

8

6

| O | WO N
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13.

14.

7 4
8 2

Non-compliant contributor 0

NOTES TO PROVIDERS

This section outlines basic requirements that must be met. Failure to accept these conditions or

part thereof will result in your proposal being excluded from the evaluation process.

14.1 Short listed Providers may be invited to present and discuss details of their proposals.

14.2  Providers should complete the merSETA RFQ documents; Vendor Application forms; SBD
4, and 6.1 forms before their submissions will be considered.

14.3  Proposal documents should be presented to merSETA marked “RFQ FOR THE merSETA
HYBRID ANNUAL GENERAL MEETING".

14.4 The merSETA will not be liable to reimburse any costs incurred by the bidder during the RFQ
process

14.5 Providers should identify any work they are currently carrying out or competing for which
could cause a conflict of interest and indicate how such a conflict would be avoided.

14.6  Providers will be required to attend a compulsory virtual briefing session. Failure to attend

the compulsory virtual briefing session will result in disqualification.

DISCLAIMER

The merSETA reserves the right not to appoint a provider for this RFQ. The merSETA further
reserves the right to split the RFQ with more than one provider or award a portion of this RFQ to
other providers. The merSETA shall rescind a bid award or contract should a provider be found to
have violated Supply Chain Practices. The merSETA does not bind itself to accept the lowest

quotation.
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Key information for Bidders

1. Quotation Response: Returnable Documents

1.1 Prospective bidders must ensure that they submit a quotation/proposal that fully complies with
the specifications and requirements outlined above. The quotation must;

a

(2] O

o

e

)
)
)
)
)

f)
g)

Total price must include all related expenses, i.e. transport/delivery costs.
Price(s) quoted must be firm and must be inclusive of VAT when applicable
References where similar work was undertaken (if required);

Central Supplier Database registration number

A copy of BBBEE Certificate and;

Fully completed and signed Standard Bidding Documents (SBD) Forms.

Any certification required by the specifications as applicable to the specific procurement.

1.2 Prospective bidders must ensure that that their tax matters are in order in line with the Treasury
Regulations and reflect accordingly on CSD. It is therefore a condition of this RFQ that the tax
matters of the bidder be in order at the time of award.

2. RFQ Submission

2.1 Bid documents may be emailed to guotations@merseta.org.za on or before the closing date
and closing time.

2.2 The merSETA will only consider bid documents received on or before the closing date and time,
regardless of the method used to provide them.

3. Late submissions of the RFQ

3.1 Submission of quotation(s) received late (after the closing date and time) will not be considered.

4, Compliance with Specifications

4.1 ltis expected that the service provider, upon submission of the quotation, will fully address the
technical/functional requirements of the specification.

5. Payment Terms

5.1 The merSETA undertakes to pay valid invoices in full within 30 (thirty) days from statement date
for work done to its satisfaction upon presentation of a substantiated claim. The merSETA shall
not pay for any unproductive or duplicated time spent by the service provider on any assignment
because of staff changes, inefficiencies or rework.
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6.

Evaluation Process

The RFQ will be evaluated using a three (03) evaluation approach:

Stage 1: Compliance with Administrative and Mandatory Requirements.
Stage 2: Evaluation of Compliance to Specifications
Stage 3: Price and Preference goals

6.1 First stage: Compliance with Administrative and Mandatory Requirements
Bidder completed all RFQ Forms
Bidder registered on National Treasury CSD (Provide a valid CSD Number)

a)
b)
c)
d)
e)
f)
9)

Pricing Schedule
SBD 4 — Bidders disclosure

SBD 6.1. Preference Points Claim form

SBD 7.1 Contract forms
Any other mandatory required

6.2 Second Stage: Compliance to Specifications or Functionality Scoring (if applicable)

The purpose of the technical evaluation criteria (functionality or compliance to specification) is
to determine capacity and technical responsiveness of each proposal by assessing the quality
thereof. Below is a detailed breakdown of the scoring criteria. Bidders from the second stage
who have complied with the specifications or achieved required minimum threshold points will
be eligible to progress to the next stage to be evaluated on points for Price and Specific Goals.

6.3 Third Stage: Price and Preference goals

a) After the evaluation of mandatory/administrative requirements, functionality and or
compliance to specification, the next stage of evaluation of the bids will be in respect of
price and preferential points only.

b) In compliance with the Preferential Procurement Regulations 2022, the 80/20 preference
point system is applicable: points for this bid shall be awarded for Price (80) and 20)
Preference as defined in SBD 6.1

c) Preferential goals and applicable points for this RFQ in terms of Preferential Procurement
Regulations 2022, are indicated in the table below:

Specific goal Points Example of Submission Tick if Indicate document that
provided has been submitted
Black People Ownership — 6 Valid B-BBEE certificate/Affidavit
51% or more or CIPC B-BBEE Certificate, or
CIPC Certificate or ID or CSD
Black Women Ownership — 4 Valid B-BBEE certificate/Affidavit
30% or More or CIPC B-BBEE Certificate, or
CIPC Certificate or ID or CSD
Black Youth Ownership — 4 Valid B-BBEE certificate/Affidavit
30% or More or CIPC B-BBEE Cetrtificate, or
CIPC Certificate or ID or CSD
White Women Ownership — 2 Valid B-BBEE certificate/Affidavit
30% or More or CIPC B-BBEE Cetrtificate, or
CIPC Certificate or ID or CSD
People with Disability (PwD) 4 Valid B-BBEE certificate/Affidavit or
Ownership CIPC B-BBEE Certificate, or CIPC
Certificate or ID or CSD
Total Points allocated 20

d) Failure on the part of a bidder to submit proof or documentation required in terms of this
RFQ to claim points for specific goals, will be interpreted to mean that preference points for
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7.

specific goals are not claimed by the bidder.

e) The merSETA reserves the right to require a bidder, either before a bid is adjudicated or at
any time subsequently, to substantiate any claim in regard to preferences, in any manner
required by merSETA.

f) merSETA reserves the right to conduct negotiations with the qualifying bidder/s regarding
any terms and conditions, including price(s), of a proposed contract where applicable
merSETA reserves the right not to accept the lowest financial offer or any offer.

The merSETA Rights

7.1 The merSETA reserves the right, at any time prior to the closing date, to amend any bid condition,
the bid validity period, the RFQ specifications, or to extend the closing date. Where bidder
particulars are available, merSETA shall notify affected bidders in writing and publish such
amendment on its website. Bidders remain responsible for monitoring the website prior to
submission.

7.2 The merSETA shall not be obliged to accept the lowest-priced bid or any bid, whether in whole
or in part. Award shall be made to the bidder that, in merSETA’s sole discretion, demonstrates
the requisite capability and submits a bid that is functionally compliant and financially
advantageous to merSETA.

7.3 The merSETA reserves the right to award this bid in whole or in part.

7.4 merSETA reserves the right to conduct site inspections at the bidder’s premises or client sites,
where deemed necessary.

7.5 merSETA reserves the right to require any information, agreement, or supporting document
necessary to verify a bid. By submitting a bid, the bidder consents to such verification, including
FICA and related background checks on the bidding entity and its directors, trustees,
shareholders, or members.

7.6 In addition to the references submitted, merSETA reserves the right to consider its own past
experience with any bidder that has supplied similar goods/ rendered similar services to merSETA
within the preceding five (5) years.
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Pricing Schedule: Firm Prices

NOTE 1:

a) Only firm prices will be accepted. Non-Firm prices (including prices subject to rates of
exchange variations) will not be considered

b) In cases where different delivery points influence the pricing, a separate pricing schedule
must be submitted for each delivery point

Company Name:

RFQ number: RFQ/MAR/26/27/110 Closing Date & Time | 14 August 2026

OFFER TO BE VALID FOR 60 DAYS CALENDER DAYS FROM THE CLOSING DATE OF QUOTE.

BASIC GOODS/GENERAL SERVICES PRICE TABLE

Item | DESCRIPTION QUANTITY UNIT PRICE TOTAL
no.
1. HYBRID ANNUAL GENERAL MEETING 1
Delivery
costs/charges
SUB TOTAL
VAT @ 15%
GRAND TOTAL
(Price in SA Rands with all applicable taxes included)
Does the offer comply to specification? Yes / NO
If not, furnish details of deviation in space provided for “Remarks”

Remarks:

| (full name) , in my capacity
as , the duly authorised
representative of (business name) hereby

declares that the offer is in accordance with the specification, and the offer complies with the

conditions/clauses contained in this RFQ document.

Signature of duly
authorised company Date:
representative
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SBD 7.1 Contract Form - Purchase of Goods/Works
PART 1 (TO BE FILLED IN BY THE BIDDER)

This form must be filled in duplicate by both the successful bidder (part 1) & the purchaser (part 2).
Both forms must be signed in the original so that the successful bidder and the purchaser would
be in possession of originally signed contracts for their respective records.

1. | hereby undertake to supply all or any of the goods and/or works described in the attached bidding
documents to merSETA in accordance with the requirements and specifications stipulated in the
above mentioned RFQ number at the price/s quoted. My offer/s remain binding upon me and open
for acceptance by the purchaser during the validity period indicated and calculated from the closing

time of bid.
2. The following documents shall be deemed to form and be read and construed as part of this
agreement:
(i) Bidding documents, viz

- Invitation to bid;
- Proof of tax compliance status;
- Pricing schedule(s);
- Specification(s) or Terms of Reference;
- Preference claim form for Preferential Procurement in terms of the Preferential
Procurement Regulations;
- Bidder’s Disclosure form;
- Special Conditions of Contract;
(i) General Conditions of Contract; and
(iii) Other (specify)

3. | confirm that | have satisfied myself as to the correctness and validity of my bid; that the price(s)
and rate(s) quoted cover all the goods and/or works specified in the bidding documents; that the
price(s) and rate(s) cover all my obligations and | accept that any mistakes regarding price(s) and
rate(s) and calculations will be at my own risk.

4. | accept full responsibility for the proper execution and fulfiiment of all obligations and conditions
devolving on me under this agreement as the principal liable for the due fulfilment of this contract.

5. | declare that | have no participation in any collusive practices with any bidder or any other person
regarding this or any other bid.

6. | confirm that | am duly authorised to sign this contract.

NAME (PRINT)

WITNESSES
CAPACITY

1
SIGNATURE

2.
NAME OF TENDERER

DATE:
DATE
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SBD 7.1 Contract Form - Purchase of Goods/Works
PART 2 (TO BE FILLED IN BY THE PURCHASER)

1. I

in my capacity as

accept your quotation under reference number

2. An official order indicating delivery instructions is forthcoming.

3. | undertake to make payment for the goods/works delivered in accordance with the terms and
conditions of the contract, within 30 (thirty) days after receipt of an invoice accompanied by the

delivery note.

GOODS/SERVICE DESCRIPTION

PRICE

(ALL APPLICABLE TAXES INCLUDED)

DELIVERY PERIOD

TOTAL PREFERENCE POINTS CLAIMED

POINTS CLAIMED FOR SPECIFIC GOAL 1

POINTS CLAIMED FOR SPECIFIC GOAL 2

POINTS CLAIMED FOR SPECIFIC GOAL 3

POINTS CLAIMED FOR SPECIFIC GOAL 4

POINTS CLAIMED FOR SPECIFIC GOAL 5

dated
for the supply of goods/works indicated hereunder and/or further specified in the annexure(s).

4. | confirm that | am duly authorised to sign this contract.

SIGNED AT DATE:

NAME (PRINT): SIGNATURE:
OFFICIAL COMPANY STAMP WITNESSES

DATE:
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