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                                                     TERMS OF REFERENCE
    
                                         APPOINTMENT OF A FREELANCE SERVICE 
                                 PROVIDER TO RENDER  PHOTOGRAPHY  SERVICES

                              REFERENCE NUMBER:   PAC/PHOTOGRAPHY/2021


INTRODUCTION

The Performing Arts Centre of the Free State (PACOFS) is a schedule 3A public entity of the Department of Sport, Arts and Culture.  It is a playhouse (theatre) based in the Free State Province, which was established in terms of the Cultural Institutions Act of 1998.


PURPOSE

The purpose of this Request for Proposals (RfP) is to source quotations from photographers  to render ad hoc services as and when required for a 12 month period.



SPECIFICATIONS FOR  PHOTOGRAPHY  FREELANCERS

Can you please submit your hourly rate for photography of the following:

	
SERVICE
	+ HOURS REQUIRED
	
HOURLY RATE

	Cost of photography services at key PACOFS productions and events (includes behind-the-scenes, on stage and post production / during interval 
	
+  x 4 hours per day
	

	Cost of photography services for various in-house activities (eg. Staff group photographs, in-house CSI initiatives)
	
	



NOTE:   Editing and delivery of high-resolution content must be within seven (7) working days of the event or production.  Capacity for same-day or real-time delivery of low-res, soft copies for social media required.  Please submit the above pricing schedule on a company letterhead.


FUNCTIONALITY


	NO 
	CRITERIA
	WEIGHT

	1
	Experience and track record (attach proof to demonstrate track record and years of experience in photography)
 
· 2 years or more (10 points)
· 5 years or more (20 points)
· 10 years or more (30 points)

	
30

	2
	Formal qualifications in photography (attach certified copy)
· Degree  or 3 year Diploma (20)
· Certificate  (10)
	
20

	3
	Company profile (attach copy)
· Proof of high profile jobs done (20 points, to be allocated based on the number of high profile jobs (government and/or corporate)
	
20

	4
	References
Submit signed written references from contactable clients on their letterhead that were serviced in the past 24 months reflecting photography services rendered and value of contracts.
· 5 points per relevant reference

	

30


	

	
 TOTAL POINTS
	
100



Note:    Only bidders who obtain the threshold score of 70 points or more out of 100 functional requirements will qualify to be evaluated on Price and Preference Evaluation.


EVALUATION CRITERIA
The bid will be evaluated on 80/20 preference points system. The first stage of evaluation is the functionality evaluation, which is outlined in number 11 below. The second stage of evaluation is the application of the 80/20 formula to calculate the points the price. The points for price will then be added to the B-BBEE points to determine the highest scoring tender. Points for B-BBEE contribution are allocated according to the table below:

	B-BBEE Status Level of Contributor
	Number of points
(80/20 system)

	1
	20

	2
	18

	3
	14

	4
	12

	5
	8

	6
	6

	7
	4

	8
	2

	Non-compliant contributor
	0




COMPULSORY RETURNABLE DOCUMENTS

The following compulsory returnable documents must be submitted.  Failure to supply any of these documents will lead to disqualification from this Request for a Proposal.

· Company business profile;
· Company registration documents;
· CSD supplier and unique registration number for verification on the CSD database;
· B-BBEE certificate;
· Completed  SBD 4, SBD 6.1, SBD 8, SBD 9 forms.


ENQUIRIES 

For Supply Chain Management information, please contact Ms Nomza Topo, Nomza@pacofs.co.za,  tel nr 051-4477771 ext 2225.

For technical information, please contact Ms Tshegofatso Toolo, tshegofatso@pacofs.co.za;  cell nr  072 833 3199.



PROPOSALS MUST BE HAND DELIVERED TO:
 PACOFS, 12 FIRST AVENUE, WESTDENE, BLOEMFONTEIN
 

[bookmark: _GoBack]CLOSING DATE FOR PROPOSALS:
MONDAY, 28 JUNE 2021 AT 11:00

VERY IMPORTANT NOTICE!
1. PLEASE SUBMIT PROPOSALS ON A COMPANY LETTERHEAD.
1. PAYMENT  WILL  BE  DONE  30  DAYS  AFTER  RECEIPT  OF THE  ORIGINAL  INVOICE. 
1. BANKING DETAILS (REMITTANCE NAME; BRANCH CODE AND ACCOUNT NUMBER) MUST APPEAR ON YOUR INVOICE AND CORRESPOND WITH THE DETAILS ON THE CSD.
1. THE TOTAL PRICE QUOTED MUST INCLUDE VAT (THE COMPANY WHICH IS NOT VAT REGISTERED SHOULD NOT INCLUDE VAT IN THE PRICE).
1. IF VAT IS CLAIMED, VAT NUMBER SHOULD APPEAR ON THE INVOICE.
1. NO CESSIONS WILL BE SIGNED.
1. PLEASE DO NOT INFLATE PRICES.
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