TERMS OF REFERENCE

INTERIOR DESIGN AND SPACIAL PLANNING SERVICES FOR THE REDESIGN AND LAYOUT OF THE NEW HSRC PRETORIA OFFICE.


PURPOSE:

To appoint a Space Planner based in Gauteng Province that can provide the HSRC with interior design and spatial planning services for the redesign and layout of the new HSRC Pretoria Office in Pretoria CBD.

Background:

The Board in November 2019 resolved to sell the Pretoria office building. Following that resolution, the Board in February 2020 sought approval from the Minister of Higher Education, Science, and Technology, citing the following as challenges that influenced the decision: 

a. Reduction in the number of employees, thus requiring less office space. 
b. High maintenance costs and regulatory compliance of the Pretoria office infrastructure. 
c. Obsolete IT infrastructure and legacy IT systems 
d. Budget inadequacies that affected business continuity and occupational health and safety risks associated with the aging building. 

In addition, as per provisions of the PFMA, the Minister of Finance approved in June 2020 the disposal of the Pretoria building, a part of the process that put the sale in motion. 

Whilst the sale of the building is underway, a tender for new office space has been published. This new space will require the expertise of a space planner to assist the HSRC house our facilities and all our colleagues.

Scope of works:

Stage 1: - Space Planning
	  
1. Receive the Client's brief, including organisational charts and business objectives.	 
2. Interview key role players to further access detailed requirements.	 
3. Complete a site survey and prepare as-built plans in Autodesk Revit. 	 
4. Survey existing furniture and equipment relative to planned layouts.	 
5. Design new furniture relative to planned layouts.	 
6. Prepare departmental space standards – existing Vs new office furniture.	 
7. Prepare overall space budget estimates.
8. Receive client approval on budget estimates.	 
9. Prepare detailed space planning layouts for client approval.	 

Stage 2:- Design Concept and Development
	
1. Prepare detailed design concepts and development documentation.
2. Present design concept and receive client comments for final approval.
3. Compile electronic drawings for each area showing intended space provisions, planning relationships and materials and services intended to be used.
4. Prepare “photo” quality 3D’s of key areas x 10	
5. Prepare sample boards showing actual materials intended to be used.
6. Advise Client on estimated costs concerning the initial budget.
7. Advise Client on anticipated project program and potential lead times on local and imported materials.
8. Prepare BOQ for Furniture procurement	


Stage 3:- Technical Documentation

1. Prepare detailed drawings showing space provisions, floor plans, elevations and sections.
2. Prepare working drawings, detailed specifications and technical documentation necessary to assist in executing and completing the works.
3. Issue all drawings and technical documentation to the approved contractors and suppliers.

Briefing : 26 Sep 2023 @9:30 am and the Link as follows:

Microsoft Teams meeting 
Join on your computer, mobile app or room device 
Click here to join the meeting 
Meeting ID: 313 760 248 191 
Passcode: gG47Hz 
Download Teams | Join on the web
Join with a video conferencing device 
6646573@t.plcm.vc 
Video Conference ID: 125 001 083 0 
Alternate VTC instructions 
Learn More | Meeting options 
[bookmark: _GoBack]




MANDATORY REQUIREMENTS:

Criteria to be considered:

1. Experience and References:

1. Evidence of a minimum of five(5) years of experience in Corporate Interior Design and Spacial Planning services over the last five(5) years. Service providers to provide company registration documents.
· 1 - 3 years exp - 5 points
· 4 - 6  years exp -10 points
· Seven(7) years & above – 15 points 						
Points - 15 points

2. Work Experience.

a. Worked on more than five projects greater than 1000m2

b.  Worked on previous projects for other SOEs of roughly 3500m2

· Service provider to support that with not less than five(5) letters of Reference not older than three(3) years as per the above specified completed projects on business letterhead. 	
Points - 10 Points

3. Space Planner needs to be Cape Town based

· The service provider needs to provide evidence of physical location(official document with physical address)
· Utility bill
· Lease agreement
Points - 20 Points

4. [bookmark: _Hlk127270026]Project Plan

The service providers must provide a clear project plan for stages 1 and 2, indicating all design work will be completed within five(5) working days from the date of appointment, as timelines for the fitout are limited. 
Points - 45 Points

5. [bookmark: _Hlk127269955]Service providers are to provide the latest two Financial statements not older than two years. Financial statements must be either reviewed or audited.
Points - 10 Points


TOTAL POINTS: 100
Service Providers that score below the ( 80%) may not be evaluated further for Price & BEE
