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BID SPECIFICATION
ANNEXURE 1
	RFQ NUMBER:
	RFQ 4701-AH-2022 

	RFQ DESCRIPTION:
	Appointment of a cleaning and hygiene service provider for the SITA Bloemfontein office building for a period of 36 months.

	Briefing session –
	Virtual briefing session 
22 November @ 10:00
Email: nosipho.moya@sita.co.za for the link


	RFQ Closing Details
	28 November 2022
Time: 11:00am (South African Time)

quotations@sita.co.za

	RFQ Validity Period
	120 Days from the Closing Date

	RFQ type
	RFQ Ad-Hoc
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ANNEX A: INTRODUCTION
1. PURPOSE AND BACKGROUND
The purpose of this request is to invite competent service providers (hereinafter referred to as “bidders”) to submit a bid for the provision of cleaning and hygiene services for the SITA Bloemfontein Office for a period of 36 months. 
Cleaning and hygiene services are required to ensure that SITA complies with the provision of the Health and Safety Amendments Act, No.181 of 1993 and to the SHE Policy of SITA.

Therefore, it is imperative that a cleaning and hygiene contract be in place to prevent the disruption of operability within SITA’s working environment and for SITA to conform to the Safety, Health and Environmental Act 85 of 1993. SITA is required to provide a high-quality service by ensuring its customers have uninterrupted access to IT systems and Infrastructure and to conform to Building Regulations as well as audit requirements and the Safety Heald and Environmental Health.    
2. SCOPE OF BID
2.1  SCOPE OF WORK
The Bidder must have at all times the following minimum Cleaner(s) on site, 

· Bloemfontein Office: 1x Female Cleaner 

· In full Safety wear and uniform (provided by Bidder at own costs) 

· Provide Identification Card/s 

· Be on site before 08:00 till 16:00, five days a week (excluding weekends and public holidays) 

· Attendance register to be kept at all times and cleaning personnel to adhere to all policies and procedures. 

· To make use of SITA’s access systems and registers, on a daily basis. 

The Bidder must keep available for inspection by representatives of the SITA, proper staff files as well as all appropriate documents of all cleaning personnel who are employed for the rendering of the service. 

The Bidder will be responsible for the procurement, safe storage and use of material, consumables and equipment that is SABS approved and Eco friendly, and will be required to replenish amongst others the following essentials on an ongoing basis for the duration of the contract; 

· Cleaning and hygiene consumables: Toilet and hand paper rolls: Kitchen Towels, dusters kitchen towels &swabs, Toilet seat wipes, liquid hand soap, P-mats, heavy duty plastic bags and dustbin liners, and all other SABS approved / Eco friendly chemicals ((sanitizer, dishwashing liquid, bleach, multipurpose cleaner etc), product and material required in order to perform their daily cleaning duties.
· Cleaning and hygiene equipment: At least (but not limited) Cleaning Trolleys (Double bucket with carrying baskets), Appropriate mops and brooms, dusters and spray bottles, low noise / silent dry vacuum cleaner, movable wet floor and other warning signage and required safety wear and hygiene dispensers not limited to paper towel dispensers, toilet paper holders, hand soap, Air mist dispensers, waste dispensers, SHE/Sanitary bins.
The cleaning and hygiene service include and not limited to:  

a) Cleaning of frontline areas /reception/entrances/foyers

b) Cleaning of work spaces/ office Areas (cellular / open Plan)

c) Cleaning of conference/meeting rooms and boardrooms

d) Cleaning of interior and exterior ablution facilities

e) Cleaning of boulevard / common areas 

f) Cleaning of various floor types, passages and stairs and ramps

g) Cleaning of windows and walls up to the level of 2 metres

h) Cleaning of office furniture and equipment

i) Cleaning of paintwork, glass and metalwork

j) Deep cleaning of carpets, couches and office chairs

k) Provision of all cleaning material, tools and cleaning equipment

l) Provision of hygiene consumables and equipment 

m) Provision and maintenance of SHE Bins/Sanitary bins

n) Sanitary waste disposal

o) Replenish and cleaning and hygiene dispensing units 

p) Adhoc cleaning of the storerooms

q) General housekeeping of the office

r) Adhoc supervised cleaning of the Data Centre

s) Monthly deep cleaning of all ablution facilities

t) Waste removal/disposal and recycling

u) Clean and refill water coolers

v) Preparation of meeting venues

w) Cleaning of blinds

x) Emergency cleaning and decontamination of offices
The following table summarizes the minimum stock levels of cleaning & hygiene consumables per month and not limited to:
TABLE 1

	SUPPLIER OF CLEANING AND HYGIENE CONSUMBLES/MATERIAL
	

	Description
	Quantity

	SINGLE PLY GOOD QUALITY TOILET PAPER
	1 X 72 Bale

	GOOD QUALITY BLACK REFUSE BAGS (large)
	2 x 20 Bag

	SANITIZING DISINFECTANT WIPES 100'S
	100 SHEETS (BUCKET)

	AIRFRESHNER
	3 x Can

	SURFACE SPRAY TO CLEAN DESKS (275ml) (FURNITURE POLISH)
	

	MULTIPURPOSE CLEANER
	 1 x 5 litre

	TOILET BOWL CLEANER
	2 x 5 litre

	HAND WASH (FORM)
	1 x 4 litre

	DISHWASHER
	1 x 6 litre

	PAPER HANDTOWELS
	2 (1000 SHEETS PER ROLL)

	BLEACH
	1 x 5 litre

	HAND SANITISER
	2 (AS PER DISPENZER SIZE)

	MALE URINAL SCREENS/PMATS
	1

	THICK HOUSEHOLD GLOVES
	1

	SCOURERS
	2

	DEO BLOCKS
	1 (QUATERLY)

	WINDOW CLEANER
	500 ml


The following table summarizes the minimum cleaning equipment and tools required for the duration of the contract and not limited to:
TABLE 2

	Description
	Quantity

	MINIMUM 400 GRAM MOPS
	3

	MOP TROLLEYS
	1 (ONCE OFF)

	BROOMS
	2

	VACUUM CLEANERS
	1 (ONCE OFF)

	DUST PAN AND BRUSH
	2

	DISHCLOTHS FOR DRYING OF DISHES
	1 (QUATERLY)

	SWABS FOR WASHING DISHES
	2 (QUATERLY)

	DUSTER CLOTHS
	5 (QUATERLY)

	TOILET BRUSHERS
	5 (YEARLY)

	WINDOW WASHER WITH EXTENDABLE HANDLE
	1

	LONG FEATHER DUSTERS
	2

	SCRUBBING BRUSHES
	1 (ONCE OFF)

	SHORT FEATHER DUSTERS
	2

	STEP LADDER
	1


The following table summarizes the hygiene dispensers and sanitary bins required for the duration of the contract and monthly refills & replacement

TABLE 3
	 HYGIENE DISPENSERS AND SANITARY BINS: 

	description
	Quantities

	SUPPLY, INSTALLATION (ONCE OFF) AND MAINTENANCE OF HYGIENE DISPENSERS & MONTHLY REFILLS AND SANITARY BINS 
	

	i. WALL WASTE BIN
	2

	ii. TOUCH FREE HAND PAPER TOWEL CABINET  
	2 

	iii. SHE PACKET DISPENSER
	3

	iv. FOAM SOAP DISPENSER
	2

	v. SEAT SANITIZER DISPENSER
	2 

	vi. SANITARY BIN (with liners)
	3

	vii. HAND SANITISER DISPENSER 
	2


The Bidder must undertake to provide an additional staff for the rendering of the service on an adhoc basis and relief personnel must be made available for cleaner personnel that goes on any type of leave at the bidder’s costs. 

The Bidder to ensure that Daily check sheets must be fitted in each rest room/ toilet area, as these facilities must be services/cleaned /replenished every two hours on a daily basis. The check sheets to be placed on file, archive and kept on site. 

The Bidder must ensure that cleaning services do not affect SITA’s daily routines and processes. The successful service provider must ensure that enough back-up cleaning material specifically the toilet paper, hand paper towels and hand soaps are kept on site in case of sudden shortage. The service provider will also avail a Supervisor who will do a weekly inspection on the quality and standard of cleaning and hygiene services rendered.
2.2.
PROPOSED SERVICE DELIVERY / CONTRACTING MODEL 
The service provider will be required to sign a memorandum of agreement with SITA Bloemfontein Office to perform Cleaning and Hygiene Services for a period of thirty-six months.
a) The Bidder must have at all times the following minimum cleaners (Excluding Supervisors) on site at SITA Free State Bloemfontein office 55 Meriam Makeba Street, Fidel Castro Building, 1st Floor, Bloemfontein
i. 1 x Female cleaner.

ii. An attendance registers to be kept at all times and cleaning personnel will adhere to all policies and procedures and complete/make use of SITA’s access systems and registers, on a daily basis. Access event reports to be submitted to the client, when required.

b) Bidders must provide all personnel with the following while on duty:

a. Safety wear, uniforms etc.

b. Identification cards.

These must be provided by the Bidder at own cost.

c) The Bidder must keep available for inspection by representatives of the State, proper staff files as well as all appropriate documents of all cleaning personnel in his service who are employed for the rendering of the service.

d) Bidders will be responsible for the procurement, safe storage and use of materials, consumables and equipment that is SABS approved and Eco friendly and will be required to replenish amongst others the following essentials on an on-going basis for the duration of this contract:

a. Toilet and hand paper rolls.

b. Toilet seat wipes

c. Liquid hand soap.

d. P mats (Urinal mats) in all urinals and to be replaced minimum every 25 days or when required

e. Wall mounted Programmable Auto shot Air mist (Aerosol) dispensers in all toilet areas (2 x per large rest room/toilet areas).

f. Air mist replacement canisters and batteries on an on-going basis/when required.

g. Heavy duty plastic bags and dustbin liners, for removal of waste from the complex to the respective designated waste areas, per building.

h. All other SABS approved/ECO friendly chemicals, products and material required, in order to perform their daily cleaning duties.

i. All other hygiene dispensers when not functioning in order to perform their hygiene duties

e) The Bidder must have adequate and at least (but not limited to) the following type of cleaning equipment on site, in order to execute their daily cleaning duties:

a. Cleaning trolleys (Double bucket with carrying baskets)

b. Appropriate mops, brooms, squeegees, Tele pole Squeegees, dusters, spray bottles.

c. Low noise/silent dry vacuum cleaners for usage in office accommodation, board room etc. areas

d. Wet & Dry vacuum cleaners for usage in services areas, loading zones, service passages and related areas

e. Movable Wet floor and other warning signage

f. Required Safety wear

f) The Bidder must undertake to provide an additional staff as requested for the rendering of the service on an ad-hoc basis and a relief personnel must be made available for cleaner personnel that go on any type of leave.

g) All personnel employed by the Bidder must be able to communicate in English and must not be younger than 18 years of age.

h) Bidder to ensure that Daily check (2 hourly) sheets must be fitted in each rest room/toilet area, as these facilities must be serviced/cleaned/replenished every two hours on a daily basis. The check sheets to be placed on file, archived and kept on site.

i) Bidders must deep clean all carpets, chairs and upholstery once every three months (4 times per annum) by means of a Dry Biodegradable Compound (Low moist granule), which is evenly spread over carpets/upholstery/chairs and either brushed/scrubbed into the fabric and afterwards vacuumed.
j) This service will ensure usage after 15-30 minutes and must be performed on a pre-arranged basis with SITA Facility Management, after normal working hours and over weekends. A schedule will be provided to SITA when the cleaning will commence and end and a sign off between the Bidder and the relevant Facilities Supervisor/ and or relevant SITA delegated authority
k) “Irrespective of the above requirement, ad hoc spot cleaning with regard to carpets/upholstery/chairs etc. must be conducted as and when required by hand, using the prescribed process, for the duration of this contract.

l) The bidder must ensure that cleaning services do not affect SITA’s daily routines and processes.
m) Bidder must service the sanitary bins and dispose the sanitary waste according to the OHS Act, 85 of 1993 and the National Environmental Management: Waste Act, 59 of 2008 and/or any other applicable OHS regulations in South Africa.

n) The bidder to provide two weeks after appointment a full/comprehensive safety file, which is compliant with the OHS Act. The Safety File must be kept on site, for the duration of this contact.
2.3   SERVICE RENDERING AND MEETINGS

The Cleaner must be clothed in full uniform, depicting the name of the company.

The Project Manager/ Site Manager/ Supervisor of the appointed cleaning company must attend the following meetings organized by SITA. 

a. Occupational Health and Safety (OHS) Meeting;

b. Ad-hoc meetings organised as an when necessary; 

c. Progress review meetings to be held on monthly basis. 
2.4 DELIVERY ADDRESS
(1) The cleaning and hygiene services must be supplied or provided at the following physical address.
	No
	Physical Address

	1
	SITA Free State Bloemfontein office 
55 Meriam Makeba Street, Fidel Castro Building, 1st Floor

Bloemfontein


3. BID EVALUATION STAGES
(2) The bid evaluation process consists of several stages that are applicable according to the nature of the bid as defined in the table below.
	Stage
	Description
	Applicable for this bid

	Stage 1

	Administrative pre-qualification verification
	YES

	Stage 2
	Technical Mandatory requirement evaluation
	YES

	Stage 3
	Special Conditions of Contract verification
	YES

	Stage 4

	Price / B-BBEE evaluation
	YES


(3) The bidder must qualify for each stage to be eligible to proceed to the next stage of the evaluation.
ADMINISTRATIVE PRE-QUALIFICATION

4. ADMINISTRATIVE PRE-QUALIFICATION REQUIREMENTS

4.1 ADMINISTRATIVE PRE-QUALIFICATION VERIFICATION
(4) The bidder must comply with ALL of the bid pre-qualification requirements in order for the bid to be accepted for evaluation.

(5) 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.
4.2  ADMINISTRATIVE PRE-QUALIFICATION REQUIREMENTS

(6) Submission of bid response: The bidder has submitted a bid response documentation pack –  
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 (refers to the Bid Document on the format for submission of bids).
(7) Attendance of briefing session:  Non-compulsory virtual briefing session will be held on the 22 November 2022. Bidders to email nosipho.moya@sita.co.za to obtain the link. 
(8) Registered Supplier. The bidder is, in terms of National Treasury Instruction Note 4A of 2016/17, registered as a Supplier on National Treasury Central Supplier Database (CSD).
(9) TARGETED PROCUREMENT/TRANSFORMATION. This tender shall be for the participation of EMEs or QSEs with a B-BBEE status level One (1) to Level (four) 4. SITA will verify this requirement using the bidder B-BBEE sworn affidavit or SANAS accredited certificate

TECHNICAL MANDATORY, FUNCTIONALITY AND PROOF OF CONCEPT REQUIREMENTS

5. TECHNICAL MANDATORY

5.1  INSTRUCTION AND EVALUATION CRITERIA
(10) The bidder must comply with ALL the requirements by providing substantiating evidence in the form of documentation or information, failing which it will be regarded as “NOT COMPLY”.
(11) 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”.

(12) 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”.
(13) The bidder must comply with ALL the TECHNICAL MANDATORY REQUIREMENTS in order for the bid to proceed to the next stage of the evaluation.
5.2  TECHNICAL MANDATORY REQUIREMENTS
	TECHNICAL MANDATORY REQUIREMENTS
	Substantiating evidence of compliance 
	Evidence reference

	1) The bidder must be registered with the Department of Labour for Compensation for Occupational Injuries and Diseases (COIDA)

	Provide a copy of a valid registration certificate/letter, indicating clearly (a) the regulator or professional body’s name, (b) the bidder’s name and (c) the date it was issued and (d) if applicable, the expiry date.
	(to be completed by bidder)
Complete Annex A:6
SITA reserves the right to verify the information provided

	2) The bidder must have provided similar service scope of work for a minimum period of (2) two years.

	The Bidder must provide a minimum of one (1) and maximum of three (3) letters of affirmation from Business or Government customers to whom the project or service was delivered. Each letter must be dated, signed and on a letterhead of the customer and indicates:

a. The customer Company name and physical address;

b. Customer contact person’s name, telephone number and email address;

c. For a Business customer, the Company Registration Number as registered with Companies and Intellectual   Property Commission (CIPC);

d. Project or Service - scope of work;

e. Project Start and End Date;
OR 

REFERENCE TABLE
The reference table must be on the bidder’s letterhead, must be dated, signed with full names and the position occupied and provide contact details.

Follow the template attached on page 31&32. Annexure A7 Table 1 
	Complete Annex A7, Table 1>
SITA reserves the right to verify the information provided


5.3  DECLARATION OF COMPLIANCE

	
	Comply
	Not Comply

	The bidder declares by indicating with an “X” in either the “COMPLY” or “NOT COMPLY” column that –
a) The bid complies with each and every TECHNICAL MANDATORY REQUIREMENT as specified in SECTION 6.2 above; AND
b) Each and every requirement specification is substantiated by evidence as proof of compliance.
	
	


7.  TECHNICAL FUNCTIONALITY

Not Applicable for this Bid
8.   PROOF OF CONCEPT

Not Applicable for this Bid
8.1 INSTRUCTION AND EVALUATION CRITERIA
  Not Applicable for this Bid
8.2
PROOF OF CONCEPT REQUIREMENTS
	PROOF OF CONCEPT REQUIREMENTS
	Evidence and evaluation criteria

(used to evaluate bid)

	“NOT APPLICABLE FOR THIS BID”
	


SPECIAL CONDITIONS OF CONTRACT (SCC)
6. SPECIAL CONDITIONS OF CONTRACT

5.4 INSTRUCTION
(14) 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.

(15) SITA reserves the right to –
a. Negotiate the conditions, or
b. Automatically disqualify a bidder for not accepting these conditions. 
(16) 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 9.1(2) above.
(17) The bidder must complete the declaration of acceptance as per section 9.3 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.

5.5 SPECIAL CONDITIONS OF CONTRACT
CONTRACTING CONDITIONS
a. Public Indemnity Insurance. The bidder must provide proof of sufficient public indemnity   insurance against any claims, costs, loss and/or damage ensuing from his obligations for no less than R1 million per site.

b. Department of Labour. The bidder must be registered with the Department of Labour for   UIF.

c. Formal Contract. The Supplier must enter into a formal written Contract (Agreement) with SITA.
d. Right of Award. SITA reserves the right to award the contract for required goods or services to multiple Suppliers.
e. 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.
f. CONTRACT DURATION. This contract will be valid for a period of 36 Months. SITA reserves the right to extend the validity of the contract by an additional 24 months.
g. The bidder must comply with the minimum wage for cleaners according to the bargaining council.
h. In the event of flooding or any other emergency incident, which may occur the contractor will be asked to provide SITA with a written quotation to rectify/repair the identified problem. SITA will then follow the procurement process subjected to SITA’s procurement policies and procedures.
(18) DELIVERY ADDRESS. The supplier must deliver the required products or services at:
The physical locations as specified on section 2.2 (1). Bidders to note that this is a leased office accommodation and at any time it may be relocated and or reduced.
(19) SCOPE OF WORK AND DELIVERY SCHEDULE

The Supplier is responsible to perform the work as outlined in the following Work Breakdown Structure (WBS):
	5.5.1 GREEN PRACTICES:

The bidder must ensure adherence to environmental best practices in carrying out the work for conserving the global & local environment. Such practices shall include but will not be limited to conducting waste separation & recycling programs and replacing all chemical based cleaning agents by other natural/organic alternatives.
	Bidder to supply datasheets of all environmentally friendly cleaning materials to be utilized for the duration of the contract. 



	5.5.2 SANITARY BINS SERVICE

The bidder must provide, service sanitary bins and adhere to the sanitary waste disposal regulations and also comply with the OHS Act, 85 of 1993 and the National Environmental Management: Waste Act, 59 of 2008.
	SANITARY BINS SERVICE

The bidder must provide and service sanitary bins and adhere to the sanitary waste disposal regulations and also comply with the OHS Act, 85 of 1993 and the National Environmental Management: Waste Act, 59 of 2008.

	5.5.3 EMPLOYEE SPECIFICATIONS

· Bidders employees must present an acceptable image/appearance which implies that they may not sit, lounge about, smoke, eat or drink while on duty, except in designated areas allocated to them for this purpose.

· Bidder must provide personnel who are medically fit to execute duties as specified

· Bidders employees are not permitted to trade or conduct any private business within the SITA premises
· The bidder must provide at own cost all personnel with the following while on duty:  
· Safety wear, uniforms etc. (depicting the name of the company) & Identification cards
	

	5.5.4 NUMBER OF EMPLOYEES

The bidder must have at all times 1x cleaner on site from 08:00 to 16:00.
The bidder must undertake to provide a reasonable number of additional staffs as requested for the rendering of the service on ad-hoc basis and relief personnel must be made available for cleaner personnel that go on any type of leave.
Cleaning schedule check sheets must be fitted in each rest room/toilet area, as these facilities must be serviced every two hours. The check sheets must be signed by the cleaner and supervisor and be archived and kept on site.  
	An attendance registers to be kept at all times and /make use of SITA’s access systems and registers, on daily basis.
 Access events reports to be submitted to the client when required.

The bidder must make provision for cleaners to work on weekends and Public holidays if and when requested as per the scope of work.  

	5.5.5 AFFILIATION REQUIREMENTS:

The affiliation membership must be valid for the duration of the contract 
	

	5.5.6 CLEANING MATERIAL/CONSUMABLES & EQUIPMENT STORAGE:

The bidder will be responsible for the procurement, safe guarding and use of materials, consumables and equipment that is SABS approved and Eco-friendly and will be required to replenish those on an ongoing basis for the duration of the contract. 
	


	5.5.7 DISPENSERS:

The bidder must ensure that all soap, toilet, hand roll, Air mist dispensers and holders are fully functional at all times and similar defective devices must be reported within 24 hours to the Contract manager.


	Record to be kept of all defective dispensers/holders with date of reporting, name of employee reporting the defect and signature of SITA delegated official


	5.5.8 WINDOW CLEANING:

The bidder will be responsible for the cleaning of all high elevated glass windows and panes, beyond the reach of a Tele pole Squeegee, and which requires specialist cleaning methods such as the using of scaffolding, ropes, swing scaffolding.

The applicable glass roofs, boulevards, corner gardens etc. to be cleaned bi-annually or when required.
	The bidder will provide a quotation to SITA for approval and once accepted /approved by SITA, the bidder will proceed with this requirement by means of a separate works order and invoice. This arrangement is over and above the monthly fixed service fee



	5.5.9 OHS COMPLIANCE: 
The bidder to provide, (one) 1 month after award, a full comprehensive safety file which is compliant with the OHS act. The Safety file and must be kept on site, for the duration of the contract.


	


	WBS
	Statement of Work
	Delivery Timeframe

	1. 
	· Office Cleaning and Hygiene Service in SITA Bloemfontein office
· Sanitary bin service  

· Deep cleaning of carpets and couches 

· Deep cleaning of chairs  
	· 08:00am -16:00pm
· every second week

· quarterly

· Bi-annually


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

	1. 
	· Office Cleaning and Hygiene Service in SITA Bloemfontein Office
· Sanitary bin service  

· ‘Deep cleaning of carpets and couches 

· Deep cleaning of chairs    
	· SOP - Professional service
· SOP - Professional service

· SOP - Professional service

· SOP - Professional service
	· Commercial industry cleaning
· Specialised service

· Specialised service

· Specialised service  


(21) SUPPLIER PERFORMANCE REPORTING

a) Quarterly supplier performance evaluations

(22) 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) 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;

(23) LOGISTICAL CONDITIONS
(a)
Hours of work: 8 hours per day 08:00 – 16:00 
(b)
Access to SITA premises: In the event that SITA grants the Supplier permission to access SITA's Environment including hardware, 
software, internet facilities, data, telecommunication facilities and/or network facilities remotely, the Supplier must adhere to SITA's 
relevant policies and procedures (which policy and procedures are available to the Supplier on request) or in the absence of such policy and procedures, in terms of, best industry practice.

(c)
Tools of Trade. The Supplier must provide equipment and chemicals to be used for cleaning services as specified in Section 2.

(d)
On-site and Remote Support. The Supplier must provide cleaning personnel per site as specified in Section 2.

(e)
Support and Help Desk. The Supplier must provide Service Manager/Supervisor (not full time), however he/she must always be available as and when required to attend to contract related matters.

(24) REGULATORY, QUALITY AND STANDARDS

a) The Supplier must for the duration of the contract ensure compliance to OHSA
b) The Supplier must provide within two weeks after appointment a full/comprehensive safety file, which is compliant with the OHS act. The Safety File must be kept on site, for the duration of this contact.
(25) SECURITY SCREENING AND SECURITY 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) Copy(ies) of qualification(s) 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.      
(26) 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;
(x) 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;
(xi) 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;
(xii) 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.

(27) GUARANTEE AND WARRANTIES. The Supplier warrants that:
a) as at Commencement Date, it has the rights, title and interest in and Services to deliver such Services in terms of the Contract and that such rights are free from any encumbrances whatsoever; 

b) the heavy-duty vacuum cleaners are in good working order, free from Defects in material and workmanship, and substantially conforms to the Specifications, for the duration of the Warranty period;

c) the service is supportive of SITA’s Operational Requirements;

d) Service is continued during the term of the Contract;

e) 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;  

f) 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;

g) 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; 

h) the information disclosed to SITA does not contain any trade secrets of any third party, unless disclosure is permitted by such third party;

i) 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; 

j) it is not prohibited by any loan, contract, financing arrangement, trade covenant, or similar restriction from entering into the Contract;

k) 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

l) any misrepresentation by the Supplier amounts to a breach of Contract. 
5.6 DECLARATION OF ACCEPTANCE

	
	ACCEPT ALL
	DO NOT ACCEPT ALL

	(28) The bidder declares to ACCEPT ALL the Special Condition of Contract as specified in section 9.2 above by indicating with an “X” in the “ACCEPT ALL” column, OR
(29) The bidder declares to NOT ACCEPT ALL the Special Conditions of Contract as specified in section 9.2 above by - 
a) Indicating with an “X” in the “DO NOT ACCEPT ALL” column, and;

b) 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:


COSTING AND PRICING
6 COSTING AND PRICING

6.1 COSTING AND PRICING EVALUATION
(30) 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);  

(31) This bid will be evaluated using the PPPFA preferential points scoring system of 80/20
(32) The bidder must complete the declaration of acceptance as per section 10.3 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. 

(33) 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.

6.2 COSTING AND PRICING CONDITIONS
(34) The bidder must submit the Pricing Schedule(s) as prescribed in section 10.4 
(35) SOUTH AFRICAN PRICING. The total price must be VAT inclusive and be quoted in South African Rand (ZAR).

(36) 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.

6.3 DECLARATION OF ACCEPTANCE

	
	ACCEPT ALL
	DO NOT ACCEPT ALL

	(37) The bidder declares to ACCEPT ALL the Costing and Pricing conditions as specified in section 10.2 above by indicating with an “X” in the “ACCEPT ALL” column, or

(38) The bidder declares to NOT ACCEPT ALL the Costing and Pricing Conditions as specified in section 10.2 above by - 

a) Indicating with an “X” in the “DO NOT ACCEPT ALL” column, and;

b) 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.

Condition Reference:

Reason:

Proposal:


6.4 BID PRICING SCHEDULE
Note:

a) Bidder must complete the pricing as per the attached Pricing Schedule.

b) Line Prices are all VAT EXCLUDING, and TOTAL PRICE is VAT INCLUSIVE

Terms and definitions
7. ABBREVIATIONS

BEE

Black Economic Empowerment

COIDA
Compensation for Occupational Injuries and Diseases Act
CSD 

Central Supplier Database

Etc. 

et cetera

ICT

Information and Communication Technology

PPPFA
Preferential Procurement Policy Framework Act

RFB

Request for Bids

RFQ

Request for Quotations

SITA

State Information Technology Agency

SMME
Small Medium Micro Enterprises

SOC

State Owned Company

UIF

Unemployment Insurance Fund

BIDDER SUBSTANTIATING EVIDENCE

This section is reserved for the bidder to provide information related to the substantiating evidence or comments in the format as required by the bid specification (e.g. text, graphical representation, diagrams, statistical reports, lists, reference letters, copies of product of solution documentation, certificates, licences, memberships, etc.). 
Note: The evidence provided in this section will be used by the bid evaluation committee to evaluate the bid. Therefore, each piece of substantiating evidence must be cross referenced to requirements specification section.
ANNEX A7: BIDDER SUBSTANTIATING EVIDENCE
1. MANDATORY REQUIREMENT EVIDENCE

7.1. BIDDER CERTIFICATION / AFFILIATION/LEGAL REQUIREMENTS
Provide a copy of a valid registration certificate/letter, indicating clearly (a) the regulator or professional body’s name, (b) the bidder’s name and (c) the date it was issued and (d) if applicable, the expiry date.

7.2.  BIDDER EXPERIENCE AND CAPABILITY REQUIREMENTS
The Bidder must provide a minimum of one(1) and maximum of three (3) letters of affirmation from Business or Government customers to whom the project or service was delivered. Each letter must be dated, signed and on a letterhead of the customer and indicates:

a. The customer Company name and physical address;

b. Customer contact person’s name, telephone number and email address;

c. For a Business customer, the Company Registration Number as registered with Companies and Intellectual   Property Commission (CIPC);

d. Project or Service - scope of work;

e. Project Start and End Date;

OR 

Complete REFERENCE table below, noting that:

(39) The reference letter must be on the bidder’s letterhead, must be dated, signed with full names and the position occupied and provide contact details.

Follow a template below: 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> 

and/or with Company Registration Number as registered with Companies and Intellectual   Property Commission (CIPC);
	<Person Name>

<Tel>

<email>
	< Provide details of the project scope for services that were rendered> 
	Start Date:

End Date:


Sign by: 

Date of signature:
Name and Surname:

Position:

Contact number:
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