SPECIFICATION FOR TEMPORARY SPACE -DURBAN OFFICE

APPOINTMENT OF A SERVICE PROVIDER TO RENT SERVICED FURNISHED OR CO-WORKING SPACES TO THE HSRC FROM 1 MARCH 2024 Till 31 AUGUST  2024 

The HSRC Durban Office is currently based at the Broll building on the second floor at Connect Space, 102 Stephen Dlamini Road, Musgrave Durban. The HSRC requires the service of a registered Office Space Company to rent office spaces, storerooms, and boardrooms to the HSRC. 

SCOPE OF WORK

The HSRC has to secure the services of a registered service provider, the property owner, or a company to successfully rent Co-Working spaces, offices, storerooms, parking bays, and boardrooms to the HSRC for the period 1 March 2024 until 31 August 2024. 


THE SUCCESSFUL COMPANY WOULD BE EXPECTED TO:

STANDARD REQUIREMENTS:

1. Rent 10 fully/semi-serviced open plan or shared Workstations 

2. Rent 10 fully/semi-serviced private offices seating for one/two persons. 

3. Rent 2 live Storerooms or single offices that can be used as a storeroom.

4. Rent a minimum of a 30-seater fully serviced board room for meetings for 5 days a month, when required.

5. Kitchen to have a fridge, toaster, microwave, kettle or hydro-boil cutlery, tea cups, glasses, platters, and water dispenser

6. The facility must be friendly to wheelchair users. 

7. The facility must have disability restroom.

8. Option to partition and have HSRC access only.

9. Option to have access to/rent or usage of smaller boardrooms or meeting rooms when required.

10. Secure access-controlled parking for HSRC staff members (10 dedicated parking bays) 

11. Parking to rent parking daily or hourly for visitors or additional staff (Option available)

12. Option to install HSRC printers 

13. Internet – Uncapped High-Speed Wi-Fi connectivity with ethernet/LAN cable options over the entire offered space  

14. IT support must be included
15. Fully serviced communal bathroom facilities (2 allocated to HSRC optional)

16. Fully/semi serviced Kitchen. Option to bring a fridge, microwave, milk, and tea.

17. Availability of refreshments or option to supply our own.

18. Fully serviced lounge or waiting area.

19. 24/7 Access & Security

20. Backup generator or other source of power to continue working during load shedding.
21. Cleaning of rented space must be cleaned a minimum of twice daily (optional)

22. Water and electricity charges if applicable- clearly marked (If this is billed with the rental)

23. Right to amend rental period by either increasing or decreasing the term above

24. Site inspection compulsory (HSRC Durban office staff)

25. The premises are to be in the vicinity of 5 to 20 km from the current HSRC DBN Office as stipulated above, 102 Stephen Dlamini Road, Musgrave Road.

26. Traffic from any highway/freeway should not be heard at the office, the office should be approximately 500m away from any highways/freeways.








Evaluation criteria to be considered:

1. Experience and References: 

Evidence of a minimum of 3 years experience of renting co-working Office Spaces over the last three (3) years. 
· 3- 5 years exp – 5 points
· 6 years and above exp – 15 points
Service provider to support experience stipulated above with not less than x 2 letters of References not older than three years from previous corporate clients, this must be on a letterhead clearly showing dates and times.
								   (15 points)

2. Space Requirements 

2.1 All Workstations to include a plug point, a network connection, a table, and a chair for each user.  Bidders are to provide ten(10) air-conditioned offices and an open plan area for 2 x 5 seater spaces.
Bidders provide pictures or a video link. 

· Poor (5)
· Average (10)
· Good (15)

 (15 Points)

2.2 Allocated 2 x Storerooms approximately 3 X 4 sqm which must have after-hours access for fieldwork (evenings and weekend access). 
Pictures or a video link are to be provided.
 (10 Points)
3. Security 
· Security officer and CCTV cameras with recording available for viewing 24/7 
(2 Points)
· CCTV cameras installed and visible (2 Points)
· Is there a Security officer on site 24 hours, Is there currently security at the premises (2 Points)
· Evidence of Occurrence Book or similar evidence to confirm 24-hour access to offices is available after hours and weekends. (2 Points)
· Access controlled or security person for the parking area and secure parking bays 
(2 Points)


[bookmark: _Hlk157507813](10 Points)


4. Facilities
 
· Fumigation services – bidders must provide a fumigation plan which is approved by environmental body  (10)

(10 Points)

5. Financial Statements
Service providers to provide the latest audited or reviewed Financial Statements not older than two years. 
· Adverse finding – 1 - point
· Qualified approval – 5- points
· Unqualified approval – 10 -points 

																							(10 Points)

6. Site evaluation 

	The reception area, couches, and chairs in good condition	
	2

	Security      camera with DVR backup recording for about 1 month    			
	2 

	Reserved Parking Area, clearly marked and used by HSRC staff only		
	2

	Location to amenities, shops, and takeaway/restaurant  area   		
	2

	Office Space for HSRC is accessible and easy to find, and public transport is available		
	2

	Waiting or Lounge area, noise levels, couches, and chairs in good condition
	2

	Additional visitor parking, additional parking to be available when requested		
	2

	Cleanliness of the space, offices and reception	
	2

	Back-up power evidence is sufficient to support HSRC requirements. Please include comments for scoring	
	5

	Access for Disabled persons	- ramp (please amend the points to 3 and must be combined with the row below).
	3

	 Disability restroom 						
	2

	Restroom to be cleaned not less than 3 times daily – register as evidence 
	2

	Look and feel of the building 
Exterior spaces, interior painting, parking areas, foyer. Substantiate with comments
	2

	Total =
	30 Points


	




TOTAL POINTS: 100

Service Providers that score below the (70%) may not be evaluated further for Price 



SERVICE PROVIDER TO PROVIDE EVIDENCE 

Suppliers provide a website link and supply pictures of all services offered. Ex. Co Working spaces, offices, Storerooms, parking, kitchen Bathroom facilities, Lounge areas, 24/7 Access & Security and cleaning.
Should a link not be available a brochure must be supplied by the service provider.
	
HSRC- Project Time lines

Briefing session date: Thursday  08 February 2024@10:00AM

Site viewing dates: 13 -15 February 2024 time to be confirmed

Closing date for proposals: Monday -19 February  2024@16:00PM


For Supply chain enquiries: please contact Mavis Magoleng: mmagoleng@hsrc.ac.za/0123022178. 
Kindly note all proposals to be submitted to Mavis Magoleng: mmagoleng@hsrc.ac.za
See the below link for briefing session:

https://teams.microsoft.com/l/meetup-join/19%3ameeting_MGZhYWY3ZGQtZGE5NC00OTI2LWE1NDktMDg0YmQ3MjU5ZGJh%40thread.v2/0?context=%7b%22Tid%22%3a%22161524ab-4f53-4300-a494-dcdbaeb8e86c%22%2c%22Oid%22%3a%222277f64d-55f9-4a90-b8ed-5aabaac80634%22%7d
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