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SBD 1 

PART A 
INVITATION TO BID 

YOU ARE HEREBY INVITED TO BID FOR REQUIREMENTS OF THE CATHSSETA 

BID NUMBER: 
CATHS/DM/
11/2022 

CLOSING 
DATE: 22 April 2022 

CLOSING 
TIME: 11H00am 

BID DESCRIPTION 

THE PROVISION OF DOCUMENT MANAGEMENT AND ARCHIVING SERVICES TO 
THE SETA FOR A PERIOD OF THREE (3) YEARS 
 

VALIDITY PERIOD NINETY (90) DAYS AFTER THE CLOSING DATE 

BRIEFING SESSION  

BID RESPONSE DOCUMENTS MAY BE DEPOSITED IN THE BID BOX SITUATED AT  

CATHSSETA HEAD OFFICE 

270 GEORGE ROAD, ERAND GARDENS, MIDRAND 

ERAND GARDENS, MIDRAND 

JOHANNESBURG 

BIDDING PROCEDURE ENQUIRIES MAY BE DIRECTED 
TO TECHNICAL ENQUIRIES MAY BE DIRECTED TO: 

CONTACT PERSON TUMELO MASITENG CONTACT PERSON TUMELO MASITENG 

TELEPHONE NUMBER  
TELEPHONE 
NUMBER  

FACSIMILE NUMBER  
FACSIMILE 
NUMBER  

E-MAIL ADDRESS 
supplychain@cathsseta
.org.za  E-MAIL ADDRESS supplychain@cathsseta.org.za 

SUPPLIER INFORMATION 

NAME OF BIDDER  

POSTAL ADDRESS  

STREET ADDRESS  

TELEPHONE NUMBER CODE  NUMBER  

CELLPHONE NUMBER  

FACSIMILE NUMBER CODE  NUMBER  

E-MAIL ADDRESS  

VAT REGISTRATION NUMBER  

SUPPLIER COMPLIANCE STATUS TAX 
COMPLIANCE 
SYSTEM PIN:  

OR CENTRAL SUPPLIER 
DATABASE No:  MAAA 

B-BBEE STATUS LEVEL 
VERIFICATION CERTIFICATE 
 

TICK APPLICABLE BOX] 
 

 Yes                      No 
 

B-BBEE STATUS LEVEL SWORN 
AFFIDAVIT   
 
 

[TICK APPLICABLE BOX] 
 

 Yes                   No 
 

[A B-BBEE STATUS LEVEL VERIFICATION CERTIFICATE/ SWORN AFFIDAVIT (FOR EMES & QSEs) MUST BE SUBMITTED IN 
ORDER TO QUALIFY FOR PREFERENCE POINTS FOR B-BBEE] 

1. ARE YOU THE 
ACCREDITED 
REPRESENTATIVE IN 
SOUTH AFRICA FOR THE 
GOODS /SERVICES 
/WORKS OFFERED? 

Yes                         No  
 
[IF YES ENCLOSE PROOF] 
 

2. ARE YOU A FOREIGN 
BASED SUPPLIER FOR 
THE GOODS 
/SERVICES /WORKS 
OFFERED? 
 

Yes No 
 
[IF YES, ANSWER THE 
QUESTIONNAIRE BELOW ] 
 

QUESTIONNAIRE TO BIDDING FOREIGN SUPPLIERS 

IS THE ENTITY A RESIDENT OF THE REPUBLIC OF SOUTH AFRICA (RSA)?                                      YES   NO 

DOES THE ENTITY HAVE A BRANCH IN THE RSA?                                                      YES   NO 

DOES THE ENTITY HAVE A PERMANENT ESTABLISHMENT IN THE RSA?                                                                        YES   NO 

mailto:supplychain@cathsseta.org.za
mailto:supplychain@cathsseta.org.za
mailto:supplychain@cathsseta.org.za


CATHS/DM/11/2022 

ARCHIVING AND DOCUMENT MANAGEMENT   Page 3 of 47 

DOES THE ENTITY HAVE ANY SOURCE OF INCOME IN THE RSA?                                                         YES   NO 

IS THE ENTITY LIABLE IN THE RSA FOR ANY FORM OF TAXATION?                                                    YES   NO  
 
IF THE ANSWER IS “NO” TO ALL OF THE ABOVE, THEN IT IS NOT A REQUIREMENT TO REGISTER FOR A TAX COMPLIANCE STATUS 
SYSTEM PIN CODE FROM THE SOUTH AFRICAN REVENUE SERVICE (SARS) AND IF NOT REGISTER AS PER 2.3 BELOW.  
 

 

PART B 
TERMS AND CONDITIONS FOR BIDDING 

1. BID SUBMISSION: 

1.1. BIDS MUST BE DELIVERED BY THE STIPULATED TIME TO THE CORRECT ADDRESS. LATE BIDS WILL NOT BE ACCEPTED FOR 
CONSIDERATION. 

1.2. ALL BIDS MUST BE SUBMITTED ON THE OFFICIAL FORMS PROVIDED–(NOT TO BE RE-TYPED) OR IN THE MANNER PRESCRIBED 
IN THE BID DOCUMENT. 

1.3. THIS BID IS SUBJECT TO THE PREFERENTIAL PROCUREMENT POLICY FRAMEWORK ACT, 2000 AND THE PREFERENTIAL 
PROCUREMENT REGULATIONS, 2017, THE GENERAL CONDITIONS OF CONTRACT (GCC) AND, IF APPLICABLE, ANY OTHER 
SPECIAL CONDITIONS OF CONTRACT. 

1.4. THE SUCCESSFUL BIDDER WILL BE REQUIRED TO FILL IN AND SIGN A WRITTEN CONTRACT FORM (SBD7). 

 
2. TAX COMPLIANCE REQUIREMENTS 

2.1 BIDDERS MUST ENSURE COMPLIANCE WITH THEIR TAX OBLIGATIONS.  

2.2 BIDDERS ARE REQUIRED TO SUBMIT THEIR UNIQUE PERSONAL IDENTIFICATION NUMBER (PIN) ISSUED BY SARS TO ENABLE   
THE ORGAN OF THE STATE TO VERIFY THE TAXPAYER’S PROFILE AND TAX STATUS. 

2.3 APPLICATION FOR TAX COMPLIANCE STATUS (TCS) PIN MAY BE MADE VIA E-FILING THROUGH THE SARS WEBSITE 
WWW.SARS.GOV.ZA. 

2.4 BIDDERS MAY ALSO SUBMIT A PRINTED TCS CERTIFICATE TOGETHER WITH THE BID.  

2.5 IN BIDS WHERE CONSORTIA / JOINT VENTURES / SUB-CONTRACTORS ARE INVOLVED, EACH PARTY MUST SUBMIT A SEPARATE   
TCS CERTIFICATE / PIN / CSD NUMBER. 

2.6 WHERE NO TCS PIN IS AVAILABLE BUT THE BIDDER IS REGISTERED ON THE CENTRAL SUPPLIER DATABASE (CSD), A CSD 
NUMBER MUST BE PROVIDED.  

2.7 NO BIDS WILL BE CONSIDERED FROM PERSONS IN THE SERVICE OF THE STATE, COMPANIES WITH DIRECTORS WHO ARE 
PERSONS IN THE SERVICE OF THE STATE, OR CLOSE CORPORATIONS WITH MEMBERS PERSONS IN THE SERVICE OF THE 
STATE.” 

NB: FAILURE TO PROVIDE / OR COMPLY WITH ANY OF THE ABOVE PARTICULARS MAY RENDER THE BID INVALID. 
 

SIGNATURE OF BIDDER:     …………………………………………… 
 
CAPACITY UNDER WHICH THIS BID IS SIGNED:  …………………………………………… 
(Proof of authority must be submitted e.g. company resolution) 
 
DATE:        …………………………………………... 

 
 
 
 
 
 
 
 
 
 

http://www.sars.gov.za/
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TERMS OF REFERENCE/SPECIFICATIONS OF SERVICES REQUIRED: 

CATHS/DM/11/2022 
 

DOCUMENT MANAGEMENT AND ARCHIVING SERVICES FOR 
A PERIOD OF THREE (3) YEARS 

 

Briefing Session 
 

None 

Technical and SCM enquiries by  08 April 2022 

Closing date  22 April 2022 

Envisaged Evaluation date 03 May 2022 

Envisaged Adjudication date 13 May 2022 

Envisaged Appointment and Award date 20 May 2022 

Project Start Date 01 July 2022 

Bid Validity period 90 days from closing date 
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1. Background and Context 
 
The Skills Development Act No. 97 of 1998 as amended (SDA) makes provision for the 

establishment of Sector Education and Training Authorities (SETAs) for each national economic 

sector and thereby aims to develop the skills of the South African workforce by increasing the 

investment in education and training in the labour market; and encouraging employers to play a 

meaningful role in developing employees, particularly the previously disadvantaged. The Culture, 

Arts, Tourism, Hospitality and Sport Sector Education and Training Authority (CATHSSETA) was 

established through the SDA, to research and establish a nationally recognised Sector Skills Plan 

(SSP) supported by skills development programmes serving the interests of the following sectors: 

▪ Culture, Arts and Heritage; 

▪ Tourism and Travel Services; 

▪ Hospitality; 

▪ Gaming and Lotteries; 

▪ Conservation; and 

▪ Sport, Recreation and Fitness. 

 

These sectors are diverse and unique, and they play a significant role not only in the economy, but 

also in the broader quest for social cohesion and formulation of a unique South African national 

identity. CATHSSETA’s critical success factors are described as the key processes that deliver 

services to the CATHSSETA beneficiaries, i.e., learners and employers. The process is based on 

the three critical components of the CATHSSETA service delivery value chain: 

▪ Facilitation of Learning Interventions: Involves facilitation of all skills development 

initiatives. 

▪ Quality Assurance of Skills Development: Involves accreditation of skills 

development providers, verification of learners, and development of occupational 

qualifications. 

▪ Employer engagements: Involves the receipt of levies and payments of grants.  

The importance of the three areas are the points of integration between them. 
 

The following legislation are relevant to this Bid; 

• Electronic Communications and Transactions Act No 25 of 2002 as amended (ECTA); 

• Public Financial Management Act 29 of 1999 as amended (PFMA); 

• National Archives and Records Services: Records Management Policy Manual, 2006 

• National Archives and Records Services: Managing electronic records in governmental 

bodies, 2006; 

• National Archives and Records Service of South Africa Regulations; 

• Promotion of Access to Information Act No.2 of 2000 as amended (PAIA); 

• Promotion of Administrative Justice Act No.3 of 2000 (PAJA); and 

• National Archives and Records Service of South Africa Act No.43 of 1996. 
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2. Overall objective 
 

To appoint a service provider to render document management and archiving services to the 
SETA for a period of three (3) years starting from 01 July 2022 to 30 June 2025 for its Head 
Office in Midrand (Gauteng) and two regional offices in the Western Cape and Kwazulu-Natal 
Provinces. 
 
The services will comprise of the following achievable objectives: 

2.1. Archiving and Safe keeping of approximately 5000 CATHSSETA records (boxes). 

2.2. Information retrieval: retrieve from storage and deliver to CATHSSETA premises on 

time – as and when required. 

2.3. Collection of records to be returned or new records to be archived – 2000 boxes as 

and when required. 

2.4. Provision of archiving stationery as and when required, i.e., 

2.4.1. Boxes c/w lids - 2000 

2.4.2. Input sheets - 2000 

2.4.3. Stickers - 2000 

2.5. Service provider to quote for a total of 15 days labour over the three (3) year period to 

assist with counting, packing, and unpacking of boxes at CATHSSETA Head Office – 

as and when required.  

2.6. Capturing of data into the service provider system, to enable future retrieval 

2.7. Provide a detailed index list of records held at the off-site storage. 

2.8. Provide express service as and when required. 

 

 

 

 

3. Project Scope and Specifications 
 

The prospective service provider/bidder is expected to provide a comprehensive and reliable off-

site record archiving and retrieval programme, comprising of the following:  

3.1 A secure and safe archiving facility, which is suitable for the purpose and mitigates risks 

associated with records storage; 
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3.2 Retrieval services for stored records at the off-site storage facility and delivery to 

CATHSSETA Head Office in Midrand (Gauteng) and two regional offices as per the 

service level agreement;  

3.3 The provision of storage boxes and relevant tracking labels for the records to be 

transferred from the CATHSSETA to the off-site storage; 

3.4 The collection and removal (delivery/transportation) of records and files from the 

CATHSSETA offices to the off-site storage, as and when required; 

3.5 Destruction/disposal services in accordance with National Archives and Record Service 

of South Africa Act (NARSA) Act 43 of 1996 requirements; 

3.6 Provide CATHSSETA with records within 24 hours in response to disaster recovery; 

3.7 Capture in detail the information on the input sheet to enable easy retrieval in future; 

3.8 The service provider must provide CATHSSETA with a comprehensive project plan with 

timelines indicating how the project will be run and managed in transitioning from the 

current service provider premises to their own warehouse; 

3.9 The service provider must quote for take on cost from the current service provider; 

3.10 The service provider must quote for permanent withdrawal of records from their 

warehouse when the contract has ended and provide a clear project plan on the 

withdrawal and transportation to the new service provider; 

3.11 The service provider must quote for transportation cost from the current service 

provider in Kelvin, Sandton (Johannesburg) to their premises; and 

3.12 Service provider to quote for a total of 15 days labour over the three (3) year period to 

assist with counting, packing, and unpacking of boxes at CATHSSETA Head Office – 

as and when required.  

 

4.Details of CATHSSETA role and functions in the service/project 
 

CATHSSETA will: 

4.1. Oversee the Service Level Agreement (SLA); 

4.2. Provide assistance with transitioning from the current service provider to the appointed 

service provider; 

4.3. Monitor and evaluate progress; and 

4.4. At its discretion, assist with any activity it deems detrimental to the success of the project. 

 

 

5. Qualifications and Critical Requirements 
 

Requirements for bid submission: 
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5.1. Provide and attach a valid copy of Tax Compliance Pin 

5.2. Provide and attach a valid copy of the Broad-Based Black Economic Empowerment 

(BBBEE) Certificate, should the bidder wish to claim BBBEE points 

5.3. Provide and attach the most recent CSD report (not older than three (3) months) 

5.4. The bid documents must be completed in full, and all declaration of interests must be 

signed 

5.5. Provide and attach a copy of the Company Registration documents 

5.6. The bidder must provide a company profile  

5.7. Provide proof of registration with professional body  

 

 

6. Monitoring and reporting requirements after the contract is signed 
 

The following reporting requirements will be set up and managed in order to meet the 

deliverables:  

6.1. The project manager of the appointed service provider will report to the CATHSSETA 

Manager: ICT & Knowledge Management.  

6.2. The project will be regularly monitored at determined intervals according to identified 

outputs.  

6.3. Monthly written progress reports will be delivered in the agreed format and/or as when 

required. 

6.4. The details of identified risks and mitigation plans to be included in this report.  

6.5. Feedback meetings will be arranged through the project manager. 

6.6. No changes to the project will be affected unless by prior discussion and approval by 

CATHSSETA. 

6.7. The service provider shall keep an accurate record of evidence on work done as the 

project will be subject to CATHSSETA external and internal audits. 

6.8. The draft action plans will be an annexure of the SLA and form the basis for monitoring 

and reporting. 

 

7. Price specification/ requirements 
 

7.1. Price must be quoted in South African currency and must be inclusive of VAT.   

7.2. A firm fixed price (rates) is required for the duration period of the contract. 

7.3. Price according to achievable objectives of the service. 
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8. Contract Period 
 
Start: 01 July 2022 
 
End: 31 June 2025 

 
9. Validity period 
 

Validity period: 90 days. The Bidder is required to confirm that the bid price and the conditions of 

the bid are not subject to any change by the bidder. 

 

Costs: The total costs must be fixed for the duration of the contract and all escalations must be 

worked into the final bid price upon submission, no price adjustments will be done after the award. 

 

 

 

10. The following bid process will be followed 
 

Tender Advert Request for Proposal 

 

28 March 2022 

Briefing Session None 

Closing date for Request for Proposals 22 April 2022 

11. Transfer of knowledge and training 

 

Yes – Skills transfer to relevant custodians through training on off-site file management, back 

up, archiving and disposal 

 

 

12. Evaluation Criteria 
 

This bid will be evaluated in two (2) stages as follows: 

Stage 1 - Functionality Evaluation  

Stage 2 – Price and B-BBEE Evaluation  

 

Functionality Evaluation 
criteria 

Sub-evaluation Criterion Weighting 
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1. The bidder must demonstrate 
capacity and resources to 
implement the project. 

(The bidder must provide a 
project implementation plan 
which details how the services 
will be carried out, with 
deliverables, timelines, retrieval 
process etc.) 

 

 
Response to scope of work is fully 
completed, detailed and responsive 

30 

Response to scope of work is partially 
completed, detailed yet responsive  

20 

Response to scope of work is partially 

/not completed, less detailed and less 

responsive to requirements 

10 

2. Company’s Experience in off-
site records storage 

(Bidders must have extensive 
experience in the field) 

10 years and more  20 

6 – 8 years  15 

4 – 5 years 10 

3 years and less 5 

 

3. Track Record of service 
provider on similar projects 

(Contactable References on 
Offsite Storage and Archiving 
project)  

 
Ability to demonstrate experience – 
submitted 8 or more reference letters.  
Supplied a list of contactable clients. 

20 

Ability to demonstrate experience – 
Submitted 5 or more reference letters.  
Supplied a list of contactable clients 

15 

Ability to demonstrate experience – 
Submitted 3 or more reference letters.  
Supplied a list of contactable clients 

10 

4. Capacity and Availability of 
Storage Site 

(Bidder to provide floor plan of 
storage site, security, and safety 
plan – Fire detection and 
prevention plan to demonstrate 
the following: 

Physical building (compliant in terms of 
being fireproof) 

20 

Waterproof 

Access Control / Security 

5. Location of the storage facility 
and distance from the 
CATHSSETA office – Midrand 

(Bidders must provide the 
physical address of the storage 
site) 

Within a radius of 70 km 
10 

71 km – 90 km radius 
5 

91 km and above 
0 

TOTAL 
 

100 

 

▪ Bidders must score a minimum of 70 points to proceed to evaluation on Price and BBBEE 

▪ Bids that do not meet the minimum qualifying score for functionality will be eliminated from 

further evaluation. 
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▪ The responsive proposals will then be evaluated further based on the 80/20 preference point 

system in terms of the PPPFA Act and its regulations 2017. (See SBD 6.1) 

▪ The contract will be awarded to the bid proposal that scores the highest total number of 

points. 

13. Bid administrative information 
 

The completed response and submissions must be returned to – 

CATHSSETA Head Office 

270 George Road,  

Erand Gardens, Midrand (Johannesburg),  

   Attention:  Supply Chain Office 

 

Bid proposals must consist of three (3) hardcopies, one (1) original and two (2) copies. one (1) 

electronic copy (USB Flash drive). 

 

Incomplete submissions including the insufficient number of printed or electronic copies 

will result in disqualification.  

 

E-mail or fax proposals are not acceptable. 

 

Questions for clarification of issues will be considered by the CATHSSETA up to the close of 

business 08 April 2022, all bid-related queries to be sent via email to 

supplychain@cathsseta.org.za. No verbal requests for information or clarification will be accepted. 

Answers to queries shall be posted to the CATHSSETA website www.cathsseta.org.za (under Bids) 

and will therefore be in the public domain. 

 

All documentation and responses will be supplied and exchanged utilising standard Microsoft Office 

(Word, Excel and PowerPoint) products.  

Any attempt to gain information in a manner deemed to be fraudulent or disadvantageous to other 

respondents or any attempt to influence the outcome of the response evaluation will result in 

immediate disqualification from the bid process.  It should also be noted that any attempt at collusion 

or fronting, may be reported to SAPS in terms of Section 34 of the Prevention and Combating of 

the Corrupt Activities Act (PRECCA, 2004) 

 

 

 

Mandatory Requirements – Gate One 

 

http://www.cathsseta.org.za/
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Bidders are required to indicate in the checklist below (using a tick) whether or not they have 

submitted all the mandatory documents.  

 

Please note non-submission of mandatory documents will disqualify the bidder from 

proceeding to the next stage of technical specification evaluation.  

 

MANDATORY REQUIREMENTS CHECKLIST – GATE ONE  YES NO NA 

Invitation to Bid - SBD Form 1       

Pricing Schedule – Professional Services - SBD Form 3.3       

Declaration of Interest - SBD Form 4       

PPPFA 2017 Regulations Claim Form - SBD Form 6.1        

Contract Form - Rendering of Services - SBD Form 7.2        

Declaration of Bidder’s Past Supply Chain Management Practices - SBD 

Form 8       

Certificate of Independent Bid Determination - SBD Form 9       

General Conditions of Contract        

Valid Tax Clearance Pin       

Valid BBBEE Certificate Should the bidder wish to claim BBBEE points       

Company Registration Documents       

Central Supplier Database (CSD)       

3 x Hardcopy Proposals & 1 x Electronic Proposal       

Technical Specification(s)/ Technical proposal based on TOR – Gate Two 

The technical proposal should address the following content (if applicable) Refer to Evaluation 

Criteria: 

▪ Background information of service provider. 

− Service provider Profile / Management structure 

▪ Proposal regarding the scope of services to be rendered 

− Approach, Plan and Time Lines 

− Project Organisation and logistical arrangements 

− Methodology to ensure successful completion of the contract 
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− Business arrangement approach 

✓ An overview of the proposed business arrangement; 

✓ How CATHSSETA and the service provider will manage risks and realise 

benefits; 

 

▪ Information and evidence to address the evaluation criteria set in the particular 

bid documents: 

− Proven Credentials and Team Expertise 

− Detail of any professional associations the respondents belongs to and indicate 

the length of membership.  

− Performance capabilities (CVs of key personnel to be attached) 

− Performance abilities relevant to the scope of services to be rendered 

− Senior Management Experience 

− Reference sites and contact details where a project of this nature was conducted  

 

All bid proposals must at least adhere to the minimum requirements as specified in the Terms of 

Reference. 

 

If the bidder suggests certain changes to the General Conditions of the contract or the special 

conditions of the contract, the proposed changes will be evaluated and if acceptable by 

CATHSSETA such suggested changes may be included in the contract as special conditions of the 

contract. If the suggested changes are unacceptable, the General Conditions of the contract and 

the special conditions of the contract will stand. The potential bidder will then have to decide to 

abide by the decision or to withdraw its bid proposal. 

 

Supporting documentation should be attached as annexures and cross-referenced to the 

appropriate section of the bid. 

 

Please note that the scope of services as indicated in this TOR reflects CATHSSETA true 

requirements and once the contract is signed amendments to the contract will only be allowed in 

exceptional circumstances. Please ensure that your costing is based on the scope of services to 

be rendered. 

 

Disclaimer 

The SETA reserves the right not to appoint a service provider and is also not obliged to provide 

reasons for the rejection of any proposal. CATHSSETA reserves the right to: 

• Award contract or any part thereof to one or more Service Providers; 

• Reject all bids; 
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• Consider any bids that may not conform to any aspect of the bidding requirements; 

• Decline to consider any bids that do not conform to any aspect of the bidding 

requirements; 

• Request further information from any Service Provider after the closing date; 

• Cancel this tender or any part thereof at any time. 

 

Bidders notification  

Unsuccessful respondents will be notified by e-mail. 

Note! All Standard Bid documents must be completed and signed and will form part of a       

signed contract. 
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