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	Date Received
	

	Received By
	

	Validation
	

	Approved/Declined by
	

	Capture Date
	

	Vendor No
	


General Information

1. Please note that submission of this form to SAPO does not in any manner imply automatic registration or awarding of contracts.

2. The information provided in this form will be treated as confidential and will not be disclosed to any third party.

3. The information will be used only for the purpose of assessing your enterprise in terms of our policy.

4. South African Post Office reserves the right to request additional information or documents, or to perform audit procedures to substantiate or verify any of the answers provided in the questions.

5. A copy of the completed form must be signed on behalf of your business by a duly authorised signatory.

6. Please complete the supplier questionnaire in full and attach all relevant documents as per Part A.
Part A: DOCUMENTS TO BE SUBMITTED
CRITICAL

Non – submission of the following supporting documentation will render your supplier questionaire invalid.
· Company registration documents
· Certified share certificates

· Certified ID copies of shareholders 

· Valid Tax clearance certificates

· Valid BBBEE certificates

· Signed Joint venture/ consortium agreement (where applicable)
· Companies with complex shareholding structures are requested to provide group structure or organogram.

Kindly ensure that the following documentation is attached and tick appropriately:

	1. Equity Ownership 
	

	Public and Private companies: (Pty’s) Ltd
Certified Share Certificates

Shareholders agreement

Certificate of Incorporation and CM29 / CM9 (Name Change)

Certified ID copies of shareholders

JSE Listed companies must submit a letter from the Accountant as proof of listed  shares
	

	Close Corporations: cc
CK1 and/or CK2

Members agreement

Certified ID copies of shareholders
	

	Joint Ventures / Consortiums: 
Ownership documents of each JV / Consortium partner

Joint Venture / Consortium agreement

Certified ID copies of shareholders
	

	2. Valid Tax clearance certificate 
	

	3. Valid BBBEE accreditation certificate (SANAS accredited)
	

	4. Audited copies of financial statement by external auditors/registered accountant /Letter from the Auditors if enterprise less than 12 months old.
	

	5. Original cancelled cheque or original deposit slip or original letter from the bank
	

	6. Company letterhead
	

	7. Company Profile
	

	8. Electronic Funds Transfer
	


Part B: GENERAL PARTICULARS  

1. Particulars of Enterprise

	Registered Name of the Enterprise
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	

	Trading Name
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	

	Company/Close Corporation /Trust Registered Number
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	

	Vat Registration Number
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	

	Income Tax Reference Number
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	

	PAYE Reference Number
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	

	Physical Trading Address
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Province of Operation
	

	

	Postal Address
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	

	E-mail address
	

	

	Business Tel number

Business Fax number
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	

	Particulars of contact person
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Initials and Surname
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	

	Designation
	

	

	Direct Telephone Number
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	

	Direct Fax number
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	

	Cell phone number
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	E-mail address
	

	


2. Is your company registered in SAPO database?                                

	Yes
	No


   If yes, indicate supplier vendor no.                                                   
	


2. Type of business:

	
	Partnership                                                                   
	
	Sole Trader


	
	Close Corporation 
	
	Company Pty Ltd


	
	State Owned Enterprise                                                            


	
	Other (Specify)
	


3. Indicate the business sector in which your company is involved/ operating: 

	
	Transportation
	
	Cleaning Equipment and Supplies



	
	Security and Safety Services and Supplies
	
	Information Technology


	
	Stationery and Printing

	
	Professional Services


	
	Properties & Infrastructure                            


	
	Other Trade  (Specify)
	


4. If State Owned Enterprise please specify services:

	


5. Principal Business Activity and Types of Services Provided:

	


	6. Since when has the enterprise been in operation?
	
	Months/Years


	7. What is your company ‘s annual turnover (previous financial year)?
	R


	8. Is your company ISO accredited? 
	YES
	NO


	10.1 If Yes, specify:
	


Part C: DIRECT EMPOWERMENT
1. Ownership

	2. What percentage equity is owned by blacks?

	
	
	
	% owned

	 List the names and percentage (%)  of each  black shareholder in the spaces provided below
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	

	3. What percentage equity is owned by black women?
	
	
	
	% owned

	 List the names and percentage (%)  of women  black shareholders in the spaces provided below
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	

	4. What percentage equity is owned by the youth?
	
	
	
	% owned

	List the names and percentage (%)  of youth shareholders in the spaces provided below
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	

	5. What percentage equity is owned by people living with disabilities?

	
	
	
	% owned

	List the names and percentage (%)  of people with disabilities in the spaces provided below
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	


· Companies with complex shareholding structures are requested to provide group structure or organogram.
Part D: DECLARATION

	I, the undersigned hereby declare, in my capacity as
	

	and duly authorised thereto, that the information furnished is true and correct and I hereby indemnify the South African Post Office from any loss and/or damages howsoever caused that I or any other party may suffer as a result of the said information being correct. 


	DULY AUTHORISED TO SIGN FOR AND ON BEHALF OF ENTERPRISE/ORGANISATION:

	Name:
	Signature:
	Date:
	Telephone

	
	
	
	

	Address:



	

	COMMISSIONER OF OATH:

	Name:
	Signature:
	Date:
	Telephone

	
	
	
	

	Address:




� Africans, Coloureds and Indians who are South African citizens


� As described in the Employment Equity Act
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