SPECIFICATION FOR PROVISION OF PRINTING AND DISTRIBUTION OF CUSTOMER INVOICES AND STATEMENTS FOR THE PERIOD UP TO 6 MONTHS
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CNR MOUNTAIN MILL AND EAST LAKE ROAD
WORCESTER 
6850
023 346 8000
______________________________________________________________________

SPECIFICATION FOR PROVISION OF PRINTING AND DISTRIBUTION OF CUSTOMER INVOICES AND STATEMENTS FOR THE PERIOD UP TO 6 MONTHS 
______________________________________________________________________

1. PURPOSE 
The Breede Olifants Catchment Management Agency (BOCMA) is a water resources management institution established by the National Water Act 36 of 1998. The BOCMA is obligated to charge CMA charges and issue invoices and statements monthly to all registered water users. The BOCMA may from time to time requests the service provider to issue any other communication related to customer care services other than the invoices and statements. 

2. BACKGROUND 
The BOCMA is obligated to collect Water Resource Management charges from all registered water users as per National Water Act section 56 to 60 and in adherence with the National Water Pricing Strategy. The provision of the printing and distribution of customer invoices and statements is done monthly, quarterly, and bi-annually basis. The invoices and statements must be delivered through email and post office.     



3. AIMS AND OBJECTIVES 
The primary objective of the appointment is to ensure that all invoices and statements are distributed to all customers on time. Additional requirements will also entail providing the Agency with a detailed report of services rendered which includes but not limited to report on successful and unsuccessful transmissions. 

4.  SCOPE OF WORK/ DELIVERABLES
The BOCMA requires the services of a suitably qualified service provider (SP) to submit proposals to provide printing and distribution of customer invoices and statements. The SP will be required to:
· Data Migration of +/- 8500 customer data from existing service provider.
· Set up design on all stationery intended for use.
· Deliver promptly through agreed methods invoices to all customers. 
· Provide the Agency with reports detailing both successful and unsuccessful transmissions; and
· Manage customer distribution list by ensuring that all customers receive invoices and statements on time.

5. PROJECT PERIOD
The project will be executed over a period of 6 months, starting from date of appointment. 

6.  OWNERSHIP AND INTELLECTUAL PROPERTY
All products resulting from this contract will remain the property of the BOCMA 

7.  EVALUATION PROCESS
  	The bid will be evaluated and adjudicated on three (3) different levels as follows:
· Phase 1 – Compliance/Mandatory requirements
· Phase 2 – Functional requirements
· Phase 3 – Price and Specific goals as per PPR 2022

Phase 1: Compliance/ mandatory Requirements

Documents that must be submitted for Compliance/ Mandatory Requirements

	Document that must be submitted
	Yes/No
	Non-submission will result in disqualification

	Permission in terms of POPI Act to utilise information contained in documents for procurement purposes
	 
	Complete and sign the supplied pro forma document.

	Invitation to Bid – SBD 1
	
	Complete and sign the supplied pro forma document. 

	Bidder’s Disclosure – SBD 4
	
	Complete and sign the supplied pro forma document.

	Preference Point Claim Form – SBD 6.1
	
	Non-submission will lead to a zero (0) score on Specific goals. 

	SBD 8
	
	Document to be completed and signed.

	SBD 9
	
	Document to be completed and signed. 

	Valid proof to claim the specific goals Points 
	
	Non-submission will lead to a zero (0) score on specific goals. 

	Registration on Central Supplier Database (CSD)
	
	Bidder must be registered as a service provider on the CSD. 



NB: No Bid will be awarded to any person whose tax matters have not been declared in order by South African Revenue Service.
NB: No award will be made to an entity which is not registered on the CSD (Central Supplier Database) with National Treasury.




Phase 2:  Functionality Requirements
The evaluation of bidders of functionality will be done in terms of the evaluation criteria as indicated in Table 1 below. Only formal written quotations that meet the minimum threshold of 70 out of 100 points for functionality will proceed to the next stage. The evaluation of functionality will be evaluated in accordance with the functionality criteria below and applicable values.

 Table 1: Functionality Evaluation Criteria
	Qualification criteria
	Description
	Points

	Company Experience 
	The company has positive references and proven experience in printing and distribution of invoices and statements for a substantive customer base. 

10 points for each positive reference (4 references= 40 points maximum)

Proof: Reference letters on client letterhead with contactable references 
	40

	Project Implementation Plan
	The company demonstrates that they have a logical methodology the project from inception, implementation and close off. A detailed methodology should cover extensively the following areas:
· Inception phase (this phase should include methodology to migrate data and system set up) – 10 points
· Implementation phase (this phase should include monitoring and reporting of set out deliverables) – 10 points
· Closeout – 10 points

Proof: A clearly presented report that details all the areas noted above. No submission of methodology will attract zero points.

NB: Plan should not exceed 5 pages using Arial, font 11, single spacing.
	30

	Value preposition
	Company demonstrates innovative prepositions report on how to effectively manage big data, manage change in customer information and modality to correct failed deliveries.

· Sector relevant proposal on how to manage big data – 10 points
· Sector relevant proposal on how to manage change in customer data – 10 points
· Sector relevant proposal on modality to correct failed deliveries – 10 points

Proof: A clearly presented report that details all the following areas noted above. No submission of methodology will attract zero points.

NB: Plan should not exceed 5 pages using Arial, font 11, single spacing.
	30

	Total
	100

	Minimum required score
	70



 Phase 3: Price and Specific Goals Evaluation in terms of 80/20 Preference Points System as per PPR 2022

· Only quotations that achieve the minimum qualification score of 70 points for functionality will be evaluated further in accordance with the 80/20 preference points system.
	Phase 3:      Preferential Point System  
	Points

	Price
	80

	Specific Goals 
	20

	Total
	100



· Submit valid proof to claim specific goals where % Black ownership and % black woman ownership will be indicated. Failure to submit proof will not disqualify the service provider but you will not score any points for Specific goals 



· Pricing and Specific goals evaluation 

· The following 80/20 criteria will be used for the evaluation of the proposals:
 
· Pricing: 80 points 
· Specific Goals: 20 points
    
·  Specific goals:
	
	80/20 Preference point system

	51% or more black owned
	10

	51% or more black women owned
	10

	Less than 51% black owned
	5

	Less than 51% black women owned
	5

	0% black owned
	0

	Maximum points
	20



· Please provide proof for specific goals.

· Failure to submit proof for specific goals will not disqualify you but you will not score any points for specific goals.

       

8.  PRICING SCHEDULE
The proposed total pricing rates must be inclusive of VAT. Prices/ rates are to be indicated on per unit/ item basis as required by table 3 below, which constitutes the pricing schedule for this proposal. A detailed quotation shall be submitted on company letterhead.



Table 2: Pricing Schedule

	Item No.
	Description
	
	Pricing Schedule

	
	
	Quantity
	Price per unit 
	Total @ +- 8500

	1. 
	Data Migration of +/- 8500 customer data (data provided in excel format)
	Once off
	
	

	2. 
	Artwork for A4 customer invoices, statement, and envelope layout
	Once off
	
	

	3. 
	Postage fee per envelope(Service provider to accommodate price increase in the postage fee)
	8500
	
	

	4. 
	Branded envelope
	8500
	
	

	5. 
	Emailing cost per invoice and statement 
	8500
	
	

	6. 
	Printing per A4 colour page with artwork
	8500
	
	

	7. 
	Disbursements
	No other disbursement costs are permissible for this project
	

	8. 
	Sub-Total ex Vat
	
	

	9. 
	Vat @ 15%
	
	

	10. 
	GRAND TOTAL
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9.  SERVICE LEVEL AGREEMENT (where applicable)
· The acceptance of any proposal is only valid issuance of an approved order and acceptance letter by the service provider. 
· This document is not to be edited or altered as it forms part of the contract. Any contract amendments are to be raised with the BOCMA for legal consideration.


10.    SPECIAL OF CONDITIONS
· Awarding of the bid will be subject to the service provider’s express acceptance of the general conditions of the contract.
· The successful service provider agrees to keep confidential all records and information and not to disclose such records or information to any third party without the prior written consent of BOCMA. 
· The BOCMA reserves the right to terminate the contract if there is clear evidence of non-performance and/or inability to deliver.
· No supplier shall use material or designs of other manufacturers without patent rights.
· BOCMA reserves the right not to make an appointment or to appoint the lowest bidder.

11.   SUBMISSION OF PROPOSALS

All quotations and supporting documents should be sent electronically or hand-delivered on or before the stipulated closing time to:

Mr. Sikhumbuzo Shabangu

Manager: Revenue
CNR Mountain Mill and East Lake Road 
Worcester 
6850
E-mail: sshabangu@bocma.co.za  and / or  nmafanya@bocma.co.za
           
   Contact Persons

	Technical Enquiries                                      
	SCM Enquiries

	Revenue Management 
Mr. Sikhumbuzo Shabangu
Tel.023 346 8000 or
E-mail: sshabangu@bocma.co.za
	Supply Chain Management/Administrative enquiries 
Ms Noxolo Mafanya
Tel: 023 346 8000
E-mail :nmfanya@bocma.co.za





RETURNABLE SCHEDULES
(All ANNEXUREs must be completed and returned by the Supplier(s) when submitting the bid.)
	RETURNABLE SCHEDULE 1: Invitation to Bid (SBD 1)

	RETURNABLE SCHEDULE  2: Declaration of Interest (SBD 4)

	RETURNABLE SCHEDULE  3: Preference Points Claim Form (SBD 6.1)

	RETURNABLE SCHEDULE  4: Supplier(s)’s Past Supply Chain Management Practices (SBD 8)

	RETURNABLE SCHEDULE  5: Certificate of Independent Bid Determination (SBD 9)  




TERMS AND GENERAL CONDITIONS

(a) All submissions must be received by the Breede - Olifants Catchment Management Agency no later than 12h00, Tuesday 26 September 2023. Respondents must submit their Quotation before the closing date and time. No late submissions will be considered;
(b) All submissions and subsequent information received will become the property of the Breede-Olifants Catchment Management Agency and will not be returned;
(c) Failure to complete all supplementary information will result in submissions being deemed null and void and shall be considered “non-responsive” and therefore not considered; 
(d) The contact persons reflected above shall be the only point of contact for this contract. Failure to observe this requirement might lead to immediate disqualification of the respondent;




(e) The Breede-Olifants CMA reserves the right not to accept any submission

(f) Service Providers must comply with Regulation 13(c) of the Public Service Regulations, 2016 which states that “an employee in the public service shall not conduct business with any organ of state or be a director of a public or private company conducting business with an organ of state, unless such employee is in an official capacity a director of a company listed in ANNEXURE 2 and 3 of the PFMA”

(g) Submission of a Request for Quotation and its subsequent receipt by the Breede-Olifants CMA does not represent a commitment on the part of the Breede-Olifants CMA to proceed further with any Respondent or any project;

(h) No costs incurred by the Respondents in the preparation of their submission will be reimbursed;

(i)  Quotations must remain valid for a period of 30 days (calculated from closing date of the RFQ).
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[bookmark: _GoBack]	(a) It must be stressed that any queries relating to this request must be addressed only to sshabangu@bgcma.co.za for Technicalities  and nmafanya@bgcma.co.za  Supply Chain Management Unit Contact Number: 023  346 8000. The queries must be in writing addressed to the above-mentioned officials. 

(b) Respondents are not to communicate in any manner or form whatsoever with members of Breede-Olifants Catchment Management Agency’s personnel about the RFQ until the preferred Supplier(s) has been selected and the procurement process completed;


(c)Respondents are advised that should there be any contact with Breede-Olifants Catchment Management Agency’s staff and the Adjudication/Awarding  Team which could in any way be seen or deemed to constitute a conflict of interest, bribe or otherwise influence the process and the outcome thereof, will result in immediate disqualification;

(d) Misrepresentation of information presented to the Breede-Olifants Catchment Management Agency, be it on capability statement or empowerment credentials will also lead to disqualification of the respondent. 

image1.jpeg
>

BREEDE-OLIFANTS

CATCHMENT MANAGEMENT AGENCY




