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State Security Agency
REPUBLIC OF SOUTH AFRICA





Terms of Reference
Supply and Delivery of Newspapers to the State Security Agency (SSA) for a Period of Twelve (12) Months
Specifications and Requirements for the Supply and Delivery of Newspapers to the State Security Agency (SSA) 
1.
INTRODUCTION  
1.1 The State Security Agency (SSA) seeks to appoint a service provider/s to supply and deliver a range of newspapers for a period of 12 months from 01 April 2025 to 31 March 2026. 
2.
SCOPE OF WORK AND DELIVERABLES 
2.1 Service Scope

Packaging, labeling and delivery of daily, weekly and weekend newspapers to the SSA.
2.2 Newspaper Requirements
The following is a summary detail of the newspaper requirements of the SSA. The quantities may change from time to time and the service provider is required to supply such items on demand. The requirements have been grouped according to delivery points as per the following:
· Point A: Musanda: Pretoria East
· Point B: Bogare: Menlyn
· Point C: Sunnyhill;  Sandton
The successful service provider will be advised in terms of the requirements for packaging and labeling of the newspapers.
The basis of this contract shall be the surcharge, which is added to the publisher’s price for the relevant newspaper. It is indicated as a percentage of the publisher’s price and is firm for the contract period.  The surcharges will include VAT, delivery costs, handling fees, landing costs (if applicable), postage, etc.
The all inclusive surcharge must be firm/ fixed for the duration of the contract and must include all costs referred to in the above paragraph.
For example: 

Publishers rate including any applicable discount/Commission Bidder qualifies for, eg Sowetan at a cost of R1.50. This fee will not necessarily be firm/ fixed. However the fee must be confirmed in writing by the Publisher and will only be adjusted or revised by SSA upon submission of supporting documentation or proof by the publisher to the Bidder. This fee may not be more than the official publication rates or fees on the face of the publication.
Percentage surcharge including any applicable Discount/Commission (all inclusive): 

Thus (all inclusive) price charged to SSA per publication: R1.62
The service providers are to supply the publisher’s price lists with quotations in order to compare it with the quoted price on publications where the percentage surcharge is added.

The rates paid by the service provider/s for any publication shall not exceed those set by the publishers, which may be negotiated and fixed by the service provider for the duration of this contract. The service provider/s shall endeavour during ordering where possible, to secure the most advantageous rates for the benefit of the SSA.
For evaluation of quotations / bids the average surcharge percentage for all the publications combined will be used and the cheapest percentage surcharge will obtain the highest points.
2.3
Deliverables


The service provider responsibilities and/or requirements include:
2.3.1 Management of Services Rendered to the SSA

The service provider shall provide a central nodal point/person to deal with all SSA deliveries and management of services.

2.3.2 Package and Labeling

Package and labeling of newspapers shall be done in accordance with a distribution schedule for each delivery point (successful service provider to be advised).

2.3.3 Delivery Time

· The service provider shall deliver the newspapers not later than 06:00 on the morning of the day of issue – Including Saturdays, Sundays and public holidays.
· In case of delays (ie failure to deliver before 06:00) the SSA shall be notified timeously.
· In the case of newspapers not reaching their destination, the service provider shall be held responsible for the replacement or for the reimbursement of the cost thereof where applicable.  
· All publications under this contract shall be delivered as agreed upon in consultation with the SSA to ensure the target is reached.
· The SSA may request the service provider to provide any newspaper that is urgently required outside normal delivery times.
2.3.4
Incorrectly Delivered Newspapers

Payment shall not be made for an incorrect newspaper or delivery. Delivery notes should be signed by client Representative for confirmation of delivery and the service provider must retain a copy and client copy attached to invoices for payment.
2.3.5
Minimum Delivery Standards

During the performance of duties, the service provider shall provide its own resources. The service provider is expected to supply newspapers on the days stipulated above for the duration of the contract. The newspapers should be in good condition. Any defective and/or damaged newspapers shall be replaced free of charge.
2.3.6
Delivery Place
The service provider is expected to deliver the newspapers at the following delivery points (successful service provider to be advised):

· Musanda complex/gatehouse: Pretoria East
· Bogare Building, Menlyn

· Other as specified in paragraph 2.2
2.3.7
Shortages

Acknowledgement by the service provider via e-mail message, of shortages reported to the SSA.  The newspapers shall be delivered by the service provider within the same day of being contacted. Shortages unless caused by the Publishers shall not be acceptable and will be regarded as unsatisfactory performance unless accompanied by a Publisher’s apology or acknowledgement in this regard. Unsatisfactory performance may/will lead to the termination of the contract and full and final payment will only be made for what is delivered.
2.3.8
Alterations/Cancellations by the SSA

The number/volume of newspapers will change from time to time in accordance with any newspapers that may be discontinued/new entries that may enter the market, additions of new officials to the SSA or officials leaving the SSA, amongst other reasons and the SSA therefore reserves the right to increase/amend the number of its subscription during the contract period.  Additional newspapers may also be ordered for short periods and/or projects.
2.3.9
Newspapers not Published/Printed

The service provider shall inform the SSA, via e-mail message, which newspapers will not be published on any certain day, including public holidays.
2.3.10

Online Access


The service provider shall provide passwords for online newspapers where a print subscription includes online access.

2.3.11

Payment
The SSA shall pay the service provider at the agreed interval upon receipt of original invoices / statement of account.
3.

PERFORMANCE MANAGEMENT
3.1 It will be the responsibility of the service provider to deliver the agreed-upon services in accordance with the agreed-upon time schedule, in the manner(s) agreed to by all parties and with the quality of performance as stated in the agreement to be signed between the service provider and the SSA.

3.2 Any performance issues (non-delivery / shortages) on the part of the service provider will be communicated via an e-mail message to the service provider by the SSA representative within the first working day. Failure by the service provider to rectify the complaint on five occasions shall entitle the SSA to issue written notice to service provider to rectify complaints.  Issues will be presented by the SSA and the service provider will have the opportunity to explain its performance.
3.3 In the event that the service provider delivers less number of the newspapers than the number agreed upon for a period of 5 working days, which need not be consecutive days, the SSA will call upon the service provider by way of a notice to remedy the situation. If such an incident can recur for another 5 working days, the SSA may unilaterally resile from the agreement and sue for all losses incurred as a result of the cancellation of the contract. The SSA will be reimbursed for the amount of the newspapers not delivered by no later than the seventh day of the month succeeding the month on which the service provider defaulted.

3.4 Failure to provide acceptable performance by the service provider under the terms of the contract will result in termination of the contract and full resitutio in integrum.
4.
CONTRACT PERIOD

This is a twelve (12) months contract for the purchase and delivery of newspapers for SSA.  

5.
VALUE ADDED TAX

All quotations including the surcharge must be inclusive of 15% Value-Added Tax.

6.
TAX CLEARANCE CERTIFICATE

An original and valid Tax Clearance Certificate issued by the South African Revenue Services  (SARS) certifying that the taxes of the service provider are in order must be submitted. Failure to comply with this condition will invalidate the service provider.
7.
CONTRACT ADMINISTRATION

7.1
Successful service provider must advise the Acquisition Management Unit of the SSA, immediately when unforeseeable circumstances will adversely affect the execution of the contract. Full particulars of such circumstances as well as the period of delay must be furnished. 

7.2
The administration and facilitation of the contract will be the responsibility of Supply Chain Management (SCM) of SSA and all correspondence in this regard must be directed to the following address: 


The Senior Manager: Supply Chain Management, State Security Agency, Private Bag X 87, Pretoria, 0001
8.
FRONTING

8.1
The SSA, as part of government institution supports the spirit of broad based black economic empowerment and recognises that real empowerment can only be achieved through individuals and businesses conducting themselves in accordance with the Constitution and in an honest, fair, equitable, transparent and legally compliant manner. Against this background the National Treasury condemn any form of fronting.

9.
PRICE ADJUSTMENTS

SSA will only accept price adjustments to the publishers rate/fee ONLY, not exceeding 10%. The surcharge shall be or must be fixed for the period of the contract.

10.
General

Unless prior approval has been obtained from the Director General: State Security Agency, no adjustment in contract prices will be made.
11.
QUANTITIES, ORDERS AND DELIVERY 

11.1
Delivery adherence
11.1.1
Firm delivery periods must be quoted for the duration of the contract period.

11.1.2
Delivery of newspapers must be made in accordance with the instructions appearing on the official order forms emanating from the above-mentioned institutions placing the orders.

11.1.3
All deliveries or dispatches must be accompanied by a delivery note stating the official order number against which the delivery has been affected.

11.1.4
The instructions appearing on the official order form regarding the supply, dispatch and submission of invoices must be strictly adhered to. 

11.1.5
All original, monthly statements and invoices should be emailed to the address which will be provided.  

11.1.6
Deliveries not complying with the purchase order will be returned to the contractor at the contractor’s expense.


Contact Persons


Nobantu MOGOTSI







Tel: 012 427 4174







NOBANTUM@ssa.gov.za
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