TERMS OF REFERENCE


FINDING NEW PREMISES FOR HSRC TSHWANE OFFICE


[bookmark: _GoBack]The HSRC Tshwane Offices 134 Pretorius St, Pretoria Central, Pretoria is looking for new Office Accommodation in 2023. HSRC requires the services of a registered Property Practitioner as a Consultant to assist with new premises


SCOPE OF WORK

The purpose of this bid is to secure the services of a Property Practitioner as a Consultant that will be able to successfully assist in finding new premises for the HSRC Tshwane Office.

The HSRC requires the services of a registered Property Practitioner, to assist in reviewing HSRC Office requirements, preparing tender/RFP, scoring tenders, create shortlist and lease negotiation for new premises.


The successful company would be expected to:

STANDARD REQUIREMENTS:

1. Must be registered with the Property Practitioners Regulatory Authority (PPRA) 
1. Must have provided a similar or the same service in the last 5 years.
1. Must be in Tshwane or surrounds. It is also acceptable if the appointed Service Provide is not based in Tshwane that there is an agreement in place with a Tshwane based Brokerage.
1. Must have a valid Fidelity Fund Certificate(FFC).
1. Minimum three(3) years in Assessing current layout experience
1. Minimum three(3) years in Assisting in establishing new office requirements experience
1. Minimum three(3) years experience in Interviewing Interior Design Companies (On Risk) to refine requirements to determine layout and size. The minimum number of companies to be interviewed is three(3).
1. Minimum three(3) years experience in Area / Suburb research based on HSRC needs
1. Minimum three(3) years experience in Preparation of Tender document (Property Section)
1. Minimum three(3) years experience in reviewing each submission for compliance once the tender is closed. Per Submission (Capped at 10)
1. Minimum three(3) years experience in creating a shortlist based on comprehensive selection criteria (Capped at 10) Maximum of 3 properties to be shortlisted.
1. Minimum three (3) years experience in Site visits + Landlord Q&A (Per property on Shortlist)
1. Minimum three (3) years experience in Lease negotiations

The broker will not be paid by the HSRC any monies if any of the properties presented by the property practitioner is chosen by an SCM process. The broker will be paid by the prospective landlord.
In the event that the HSRC has not found suitable premises presented or award the tender to a service provided not introduced by the appointed property practitioner, the HSRC will pay an amount that is capped before the process is started for the time and labour only.


Criteria to be considered:

1. Experience and References:

· Evidence of a minimum of 3 years experience as a Property Consultant over the last three years.
· 3- 5 years exp -5 points
· 6-7 years exp -10 points
· 8 years & above 15 points

· service provider to support that with not less than x2 letters of References not older than three years from previous clients: Point –20 Points

2. Service providers to provide a clear project management plan. 50 Points

3. Service providers to provide the latest Financial statement not older than two years. 
15 Points
 
TOTAL POINTS: 100

Service Providers that scores below the (80%) may not be evaluated further for Price 
& BEE


Technical Enquiries: Ridhwaan Khan ( RKhan@hsrc.ac.za) 0671652300
  
Johannes J. Khoele: (JKhoele@hsrc.ac.za) 0765100192

SCM Related queries: Zanele Nkosi ( znkosi@hsrc.ac.za) 012 302 2065

Closing Date for Proposals: Wednesday 23 November 2022 @ 14:00pm
