SUPPLY, DELIVERY, INSTALLATION, COMMISSIONING, MAINTENANCE AND SERVICING OF AIR CONDITIONING UNITS FOR A PERIOD OF THIRTY-SIX (36) MONTHS
CONTRACT NO: UGU-05-1671-2024
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SUPPLY, DELIVERY, INSTALLATION, COMMISSIONING, MAINTENANCE AND SERVICING OF AIR CONDITIONING UNITS FOR A PERIOD OF THIRTY-SIX (36) MONTHS
CONTRACT NO: UGU-05-1671-2024
	
NAME OF BIDDER:
	

	CONTACT PERSON:
	

	TELEPHONE Nº :
	

	FAX Nº /EMAIL ADD.:
	

	ADDRESS :
	

	[bookmark: _Hlk50376400]
	



BID CLOSES: 12H00 ON FRIDAY, 08 NOVEMBER 2024

Note:  This bid document must NOT be separated; 
Annexures are to be attached to the back of the document.
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SUPPLY, DELIVERY, INSTALLATION, COMMISSIONING, MAINTENANCE AND SERVICING OF AIR CONDITIONING UNITS FOR A PERIOD OF THIRTY-SIX (36) MONTHS

Contract No: UGU-05-1671-2024

Bids are hereby invited from service providers with a 2ME CIDB Grading for the Supply, Delivery, Installation, Commissioning, Maintenance and Servicing of Air Conditioning Units for a period of thirty-six (36) months.
Bid documents are obtainable from the Ugu District Municipality office in Port Shepstone at No. 28 Connor Street as from Tuesday, 08 October 2024, at a non-refundable payment of R250.00 (No cheques will be accepted). The bid will also be advertised on the municipality’s website and documents can be downloaded from the website and e-tender portal, free of charge.
[bookmark: _Hlk177379369]Bids completed in accordance with the conditions indicated in documents, must be sealed and endorsed with the relevant contract number and be deposited in the official tender box at the foyer of Ugu District Municipality on 96 Marine Drive, Phase 2 Building, Oslo Beach not later than 12h00 on Friday, 08 November 2024, at which time bids will be opened in public. Bids that are submitted late, incomplete, unsigned or by facsimile, electronically, couriered or not completed in black ink will be rejected and not accepted for further evaluation. Bids submitted must be valid for a period of  90 days.
A compulsory briefing session will be held at Ugu District Municipality on 96 Marine Drive, Phase 2 Building, Boardroom 1, Oslo Beach, on Tuesday, 15 October 2024 at 10: 00. Bidders who fail to attend this compulsory meeting will not be considered for further evaluation.
All bid enquiries are to be directed to Officer:  Administration and Auxiliary Services, Ms Shivani Maharaj at Shivani.Maharaj@ugu.gov.za  
The bid will be evaluated on Functionality, Price and Preference.
Minimum points of 60% must be obtained for eligibility. Bids scoring less than 60% will not be evaluated further. The following, will form criteria utilised for functionality assessment:
	ITEM NO.
	CRITERIA
	POINTS 

	01
	Company Profile 
	5

	02
	Previous or similar work experience.  
	35


	03
	Experience of the Lead Air Conditioning Technician
	
30

	04
	Installation Team: CVs accompanied by SAQCC Certificates from Daiken / Samsung/ Other OEMs 
	20

	05
	Proof of ownership/ Lease Agreement/Higher Purchase for company vehicles (Light commercial vehicles) 
	10

	
	
	100



Ugu District Municipality subscribes to the Preferential Procurement Regulations 2022, pertaining to the Preferential Procurement Policy Framework Act (PPPFA) principles whereby a bidder’s submission will be evaluated according to the sum of the award of points in respect of the tender value and Specific Goals. 
Functionality, Price and Preference will be used for evaluation. The 80/20 preferential point system will be applicable, with 80 points for price and 20 points for Specific Goals (See below table), in terms of revised Preferential Procurement Regulation in effect from 16 January 2023 Gazette Notice No. 47452 dated 04 November 2022.

 Points to be allocated as follows:
	
	Categories
	Weight
	80|20
	POE

	1
	Ownership
	60%
	12
	

	2
	Reconstruction & Development Programme
	30%
	6
	

	3
	Other Specific Goals-
	10%
	2
	

	 
	 
	100%
	20
	

	#
	Specific Goal(s)
	Weight
	80|20 PP
	

	 
	Ownership Categories :
	
	
	

	1
	Broad Based Black Economic Empowerment:
	
	
	

	 
	1. BBBEE Level 1
	100%
	12
	
BEE CERTIFICATE

	 
	2.BBBEE Level 2
	80%
	10
	

	 
	3. BBBEE Level 3 to 8
	40%
	6
	

	2
	Promotion of Local Business(s)
	
	
	

	 
	1. Enterprise Located within the District Municipality - Rural
	100%
	6
	MUNICIPAL ACCOUNT/ LEASE AGREEMENT

	 
	2. Enterprise Located within the District Municipality - Urban
	67.7%
	4
	

	 
	2. Enterprise Located within the Province
	33.3%
	2
	

	3
	Other Specified Goals
	
	
	

	 
	1. Enterprise 100% owned by Youth/Women/Disabled/ Military V
	100%
	2
	CIPC/CSD



The Council reserves the right not to accept the lowest bid or any bid and reserves the right to accept the whole or part of the bid, or to reject all bids and cancel the notice to tender.

Kindly note: Regulation 44 of Municipal Supply Chain Management Regulations states that the Municipality may not make any award to a person who is in the service of the state.


VO MAZIBUKO
ACTING MUNICIPAL MANAGER
UGU DISTRICT MUNICIPALITY


    
[bookmark: _Hlk17100282][bookmark: _Hlk17124402]SUPPLY, DELIVERY, INSTALLATION, COMMISSIONING, MAINTENANCE AND SERVICING OF AIR CONDITIONING UNITS FOR A PERIOD OF THIRTY-SIX (36) MONTHS
CONTRACT NO: UGU-05-1671-2024

1 | Page	                                          October 2024



PART A
                                                                                                                           INVITATION TO BID 


YOU ARE HEREBY INVITED TO BID FOR REQUIREMENTS OF UGU DISTRICT MUNICIPALITY
BID NUMBER:
UGU-05-1671-2024
CLOSING DATE:
08 NOVEMBER 2024
CLOSING TIME:
12H00

DESCRIPTION
SUPPLY, DELIVERY, INSTALLATION, COMMISSIONING, MAINTENANCE AND SERVICING OF AIR CONDITIONING UNITS FOR A PERIOD OF THIRTY-SIX (36) MONTHS

THE SUCCESSFUL BIDDER WILL BE REQUIRED TO FILL IN AND SIGN A WRITTEN CONTRACT FORM (MBD7).





MBD    1

 BD 1




BID RESPONSE DOCUMENTS MAY BE DEPOSITED IN THE BID BOX
  SITUATED AT (STREET ADDRESS 	_____
	
UGU DISTRICT MUNICIPALITY 
	

	93 MARINE DRIVE

	PHASE 2 BUILDING

	
OSLO BEACH 
1. BRIEFING SESSION/SITE INSPECTION


	

	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
	

	
TAX COMPLIANCE STATUS
	
TCS PIN:
	
	
OR
	
CSD No:
	

	
B-BBEE STATUS LEVEL VERIFICATION CERTIFICATE
[TICK APPLICABLE BOX]
	
Yes

No
	
B-BBEE STATUS LEVEL SWORN AFFIDAVIT
	
Yes

No

	
ARE YOU THE ACCREDITED REPRESENTATIVE IN SOUTH AFRICA FOR THE GOODS ISERVICES IWORKS OFFERED?
	

Yes                              No

[IF YES ENCLOSE PROOF]
	ARE YOU A FOREIGN
BASED SUPPLIER FOR THE GOODS ISERVICES IWORKS OFFERED?
	
Yes                              No

[IF YES, ANSWER PART B:3 ]

	

TOTAL NUMBER OF ITEMS OFFERED
	
	

TOTAL BID PRICE
	



	
SIGNATURE OF BIDDER
	

………………………………
	

DATE
	

	CAPACITY UNDER WHICH THIS BID IS
SIGNED
	

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

	DEPARTMENT
	SCM Unit
	CONTACT PERSON
	Mr A. Mbhele 

	CONTACT PERSON
	Ms N Mabaso
	TELEPHONE NUMBER
	039-688 5795

	TELEPHONE NUMBER
	039-688 5906
	FACSIMILE NUMBER
	N/A

	FACSIMILE NUMBER
	N/A
	E-MAIL ADDRESS
	Arthur.Mbhele@ugu.gov.za 

	E-MAIL ADDRESS
	Ntabiso.Mzotho@ugu.gov.za 
	



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) 

1.3.   THIS BID IS SUBJECT TO THE PREFERENTIAL PROCUREMENT POLICY FRAMEWORK ACT AND THE PREFERENTIAL PROCUREMENT REGULATIONS, 2022, THE GENERAL CONDITIONS OF CONTRACT (GCC) AND, IF APPLICABLE, ANY OTHER SPECIAL CONDITIONS OF CONTRACT.

	2.      TAX COMPLIANCE REQUIREMENTS

	2.1    BIDDERS MUST ENSURE COMPLIANCE WITH THEIR TAX OBLIGATIONS AND ARE REQUIRED TO SUBMIT VALID TAX
CLEARANCE CERTIFICATE.

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



NB: FAILURE TO PROVIDE ANY OF THE ABOVE PARTICULARS MAY RENDER THE BID INVALID.
NO BIDS WILL BE CONSIDERED FROM PERSONS IN THE SERVICE OF THE STATE.


SIGNATURE OF BIDDER:                                                              …………………………………………… CAPACITY UNDER WHICH THIS BID IS SIGNED:                       …………………………………………… DATE:                                                                                              …………………………………………...

Please attach copies of the following documents. Failure to provide the following duly completed and up to date documents and certified where applicable will lead to automatic disqualification.

· Company registration documents.
· Tax Reference Number and Pin
· All Declarations Forms
· ID Document (for sole proprietors)
· Joint Venture Agreement (where applicable)
· Proof of payment for Municipal Services 
· Central Supplier Database Registration
· Form of Offer
· Registration with Compensation for Occupational Injuries & Diseases Act (COIDA)
· Public Liability Insurance Cover of no less than R10 000 000.00
· Defective Workmanship Insurance of no less than R5 000 000.00
· Pricing Schedule







SBD 4


3 BIDDER’S DISCLOSURE

1. PURPOSE OF THE FORM
Any person (natural or juristic) may make an offer or offers in terms of this invitation to bid. In line with the principles of transparency, accountability, impartiality, and ethics as enshrined in the Constitution of the Republic of South Africa and further expressed in various pieces of legislation, it is required for the bidder to make this declaration in respect of the details required hereunder.

Where a person/s are listed in the Register for Tender Defaulters and / or the List of Restricted Suppliers, that person will automatically be disqualified from the bid process.


2. Bidder’s declaration
2.1 Is the bidder, or any of its directors / trustees / shareholders / members / partners or any person having a controlling interest1 in the enterprise, employed by the state?	YES/NO

2.1.1 If so, furnish particulars of the names, individual identity numbers, and, if applicable, state employee numbers of sole proprietor/ directors / trustees / shareholders / members/ partners or any person having a controlling interest in the enterprise, in table below.

	Full Name
	Identity Number
	Name	of	State institution

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	



2.2 Do you, or any person connected with the bidder, have a relationship


1 the power, by one person or a group of persons holding the majority of the equity of an enterprise, alternatively, the person/s having the deciding vote or power to influence or to direct the course and decisions of the enterprise.



with any person who is employed by the procuring institution? YES/NO

2.2.1 If so, furnish particulars:
……………………………………………………………………………………
……………………………………………………………………………………


2.3 Does the bidder or any of its directors / trustees / shareholders / members / partners or any person having a controlling interest in the enterprise have any interest in any other related enterprise whether or not they are bidding for this contract?	YES/NO

2.3.1 If so, furnish particulars:
…………………………………………………………………………….
…………………………………………………………………………….

3 DECLARATION

I,               the               undersigned, (name)	in
submitting the accompanying bid, do hereby make the following statements that I certify to be true and complete in every respect:

3.1 I have read and I understand the contents of this disclosure;
3.2 I understand that the accompanying bid will be disqualified if this disclosure is found not to be true and complete in every respect;
3.3 The bidder has arrived at the accompanying bid independently from, and without consultation, communication, agreement or arrangement with any competitor. However, communication between partners in a joint venture or consortium2 will not be construed as collusive bidding.
3.4 In addition, there have been no consultations, communications, agreements or arrangements with any competitor regarding the quality, quantity, specifications, prices, including methods, factors or formulas used to calculate prices, market allocation, the intention or decision to submit or not to submit the bid, bidding with the intention not to win the bid and conditions or delivery particulars of the products or services to which this bid invitation relates.
3.4 The terms of the accompanying bid have not been, and will not be, disclosed by the bidder, directly or indirectly, to any competitor, prior to the date and time of the official bid opening or of the awarding of the contract.

3.5 There have been no consultations, communications, agreements or arrangements made by the bidder with any official of the procuring

2 Joint venture or Consortium means an association of persons for the purpose of combining their expertise, property, capital, efforts, skill and knowledge in an activity for the execution of a contract.


institution in relation to this procurement process prior to and during the bidding process except to provide clarification on the bid submitted where so required by the institution; and the bidder was not involved in the drafting of the specifications or terms of reference for this bid.

3.6 I am aware that, in addition and without prejudice to any other remedy provided to combat any restrictive practices related to bids and contracts, bids that are suspicious will be reported to the Competition Commission for investigation and possible imposition of administrative penalties in terms of section 59 of the Competition Act No 89 of 1998 and or may be reported to the National Prosecuting Authority (NPA) for criminal investigation and or may be restricted from conducting business with the public sector for a period not exceeding ten (10) years in terms of the Prevention and Combating of Corrupt Activities Act No 12 of 2004 or any other applicable legislation.

I CERTIFY THAT THE INFORMATION FURNISHED IN PARAGRAPHS 1, 2 and 3 ABOVE IS CORRECT.
I ACCEPT THAT THE STATE MAY REJECT THE BID OR ACT AGAINST ME IN TERMS OF PARAGRAPH 6 OF PFMA SCM INSTRUCTION 03 OF 2021/22 ON PREVENTING AND COMBATING ABUSE IN THE SUPPLY CHAIN MANAGEMENT SYSTEM SHOULD THIS DECLARATION PROVE TO BE FALSE.


	……………………………………      ………………………………
	  Signature		Date


                      ………………………………….        ………………………………
                         Position                                                     Name of Bidder
       
MBD 6.1

PREFERENCE POINTS CLAIM FORM IN TERMS OF THE PREFERENTIAL PROCUREMENT REGULATIONS 2022

This preference form must form part of all tenders invited. It contains general information and serves as a claim form for preference points for specific goals.

NB:	BEFORE COMPLETING  THIS  FORM,  TENDERS  MUST  STUDY  THE  GENERAL CONDITIONS, DEFINITIONS AND DIRECTIVES APPLICABLE IN RESPECT OF THE TENDER AND PREFERENTIAL PROCUREMENT REGULATIONS,
2022.

     






1. GENERAL CONDITIONS
1.1 The following preference point systems are applicable to invitations to tender:
· the 80/20 system for requirements with a Rand value of up to R50 000 000 (all applicable taxes included); and 
· the 90/10 system for requirements with a Rand value above R50 000 000 (all applicable taxes included).

1.2 To be completed by the organ of state

a) The applicable preference point system for this tender is the 80/20 preference point system.

b)  The 80/20 preference point system will be applicable in this tender. The lowest/ highest acceptable tender will be used to determine the accurate system once tenders are received.

1.3 Points for this tender (even in the case of a tender for income-generating contracts) shall be awarded for: 
(a) Price; and
(b) Specific Goals.


1.4 To be completed by the organ of state:
The maximum points for this tender are allocated as follows:
	
	POINTS

	PRICE
	80

	SPECIFIC GOALS
	20

	Total points for Price and SPECIFIC GOALS 
	100




1.5 Failure on the part of a tenderer to submit proof or documentation required in terms of this tender to claim points for specific goals with the tender, will be interpreted to mean that preference points for specific goals are not claimed.

1.6 The organ of state reserves the right to require of a tenderer, either before a tender is adjudicated or at any time subsequently, to substantiate any claim in regard to preferences, in any manner required by the organ of state.

2. DEFINITIONS
(a)  “tender” means a written offer in the form determined by an organ of state in response to an invitation to provide goods or services through price quotations, competitive tendering process or any other method envisaged in legislation; 
(b) “price” means an amount of money tendered for goods or services, and includes all applicable taxes less all unconditional discounts; 
(c) “rand value” means the total estimated value of a contract in Rand, calculated at the time of bid invitation, and includes all applicable taxes; 
(d) “tender for income-generating contracts” means a written offer in the form determined by an organ of state in response to an invitation for the origination of income-generating contracts through any method envisaged in legislation that will result in a legal agreement between the organ of state and a third party that produces revenue for the organ of state, and includes, but is not limited to, leasing and disposal of assets and concession contracts, excluding direct sales and disposal of assets through public auctions; and 
(e) “the Act” means the Preferential Procurement Policy Framework Act, 2000 (Act No. 5 of 2000).  

3. FORMULAE FOR PROCUREMENT OF GOODS AND SERVICES

3.1. POINTS AWARDED FOR PRICE

3.1.1   THE 80/20 OR 90/10 PREFERENCE POINT SYSTEMS 
	A maximum of 80 or 90 points is allocated for price on the following basis:

		80/20	or	90/10	

		or	
	Where
	Ps	=	Points scored for price of tender under consideration
	Pt	=	Price of tender under consideration
	Pmin	=	Price of lowest acceptable tender



3.2. FORMULAE FOR DISPOSAL OR LEASING OF STATE ASSETS AND INCOME GENERATING PROCUREMENT


3.2.1. POINTS AWARDED FOR PRICE

A maximum of 80 or 90 points is allocated for price on the following basis:
	

		            80/20	               or	            90/10	

		or	
	
Where
	Ps	=	Points scored for price of tender under consideration
	Pt	=	Price of tender under consideration
	Pmax	=	Price of highest acceptable tender

4. POINTS AWARDED FOR SPECIFIC GOALS 

4.1. In terms of Regulation 4(2); 5(2); 6(2) and 7(2) of the Preferential Procurement Regulations, preference points must be awarded for specific goals stated in the tender. For the purposes of this tender the tenderer will be allocated points based on the goals stated in table 1 below as may be supported by proof/ documentation stated in the conditions of this tender: 
4.2. In cases where organs of state intend to use Regulation 3(2) of the Regulations, which states that, if it is unclear whether the 80/20 or 90/10 preference point system applies, an organ of state must, in the tender documents, stipulate in the case of— 
(a) an invitation for tender for income-generating contracts, that either the 80/20 or 90/10 preference point system will apply and that the highest acceptable tender will be used to determine the applicable preference point system; or
 
(b) any other invitation for tender, that either the 80/20 or 90/10 preference point system will apply and that the lowest acceptable tender will be used to determine the applicable preference point system,  
then the organ of state must indicate the points allocated for specific goals for both the 90/10 and 80/20 preference point system. 












Table 1: Specific goals for the tender and points claimed are indicated per the table below. 
(Note to organs of state: Where either the 90/10 or 80/20 preference point system is applicable, corresponding points must also be indicated as such. 
Note to tenderers: The tenderer must indicate how they claim points for each preference point system.)  
	The specific goals allocated points in terms of this tender
	Number of points
allocated
(80/20 system)
(To be completed by the organ of state)
PART A|B
	Number of points claimed (80/20 system)
(To be completed by the tenderer)

	Ownership:
	
	

	BBBEE Level 1
	12
	

	BBBEE Level 2
	10
	

	BBBEE Level 3-8
	6
	

	Empowerment
	
	

	1. an EME or QSE which is at least 100% owned by black people;
	
	

	2. an EME or QSE which is at least 51% owned by black people;
	
	

	3. an EME or QSE which is at 25% - 50% owned by black people;
	
	

	RDP
	
	

	1. Enterprise Located within the District Municipality - Rural
	6
	

	2. Enterprise Located within the District Municipality - Urban
	4
	

	2. Enterprise Located within the Province
	2
	

	Other Specific Goal
	
	

	1. Enterprise 100% owned by Youth/Women/Disabled/ Military V
	2
	

	
	
	










DECLARATION WITH REGARD TO COMPANY/FIRM

4.3. Name of company/firm…………………………………………………………………….
4.4. Company registration number: …………………………………………………………...
4.5. TYPE OF COMPANY/ FIRM
	Partnership/Joint Venture / Consortium
	One-person business/sole propriety
	Close corporation
	Public Company
	Personal Liability Company
[bookmark: _Hlk117764996]	(Pty) Limited 
	Non-Profit Company
	State Owned Company
[TICK APPLICABLE BOX]





4.6. I, the undersigned, who is duly authorised to do so on behalf of the company/firm, certify that the points claimed, based on the specific goals as advised in the tender, qualifies the company/ firm for the preference(s) shown and I acknowledge that:
i) The information furnished is true and correct;
ii) The preference points claimed are in accordance with the General Conditions as indicated in paragraph 1 of this form;
iii) In the event of a contract being awarded as a result of points claimed as shown in paragraphs 1.4 and 4.2, the contractor may be required to furnish documentary proof to the satisfaction of the organ of state that the claims are correct; 
iv) If the specific goals have been claimed or obtained on a fraudulent basis or any of the conditions of contract have not been fulfilled, the organ of state may, in addition to any other remedy it may have –

(a) disqualify the person from the tendering process;
(b) recover costs, losses or damages it has incurred or suffered as a result of that person’s conduct;
(c) cancel the contract and claim any damages which it has suffered as a result of having to make less favourable arrangements due to such cancellation;
(d) recommend that the tenderer or contractor, its shareholders and directors, or only the shareholders and directors who acted on a fraudulent basis, be restricted from obtaining business from any organ of state for a period not exceeding 10 years, after the audi alteram partem (hear the other side) rule has been applied; and
(e) forward the matter for criminal prosecution, if deemed necessary







	






……………………………………….
SIGNATURE(S) OF TENDERER(S)

SURNAME AND NAME:	 ……………………………………………………….
DATE:			………………………………………………………
ADDRESS:		………………………………………………………
			………………………………………………………
		………………………………………………………
		………………………………………………………


                              







(i)   


















											
				
								MBD 7.2

CONTRACT FORM · RENDERING OF SERVICES

THIS FORM MUST BE FILLED IN DUPLICATE BY BOTH THE SERVICE PROVIDER (PART 1) AND THE PURCHASER (PART 2).  BOTH FORMS MUST BE SIGNED IN THE ORIGINAL SO THAT THE SERVICE PROVIDER AND THE PURCHASER WOULD BE IN POSSESSION OF ORIGINALLY SIGNED CONTRACTS FOR THEIR RESPECTIVE RECORDS.
PART 1 (TO BE FILLED IN BY THE SERVICE PROVIDER)

1.	I hereby undertake to render services described in the attached bidding documents to (name of the institution)............... in accordance with the requirements and task directives I proposals specifications stipulated in Bid Number.......... at the price/s quoted.  My offer/s remain binding upon me and open for acceptance by the Purchaser during the validity period indicated and calculated from the closing date of the bid.

2.	The following documents shall be deemed to form and be read and construed as part of this agreement:
(i)       Bidding documents, viz
-         Invitation to bid;
-         Tax clearance certificate;
-         Pricing schedule(s);
-         Filled in task directiveIproposal;
-      Preference claims for Specific Goal(s) Contribution in terms of the Preferential Procurement Regulations 2022;
-         Declaration of interest;
-         Declaration of Bidder's past SCM practices;
-         Certificate of Independent Bid Determination;
-         Special Conditions of Contract; (ii)      General Conditions of Contract; and (iii)      Other (specify)
3.	I confirm that I have satisfied myself as to the correctness and validity of my bid; that the price(s) and rate(s) quoted cover all the services specified in the bidding documents; that the price(s) and rate(s) cover all my obligations and I accept that any mistakes regarding price(s) and rate(s) and calculations will be at my own risk.
4.	I accept full responsibility for the proper execution and fulfilment of all obligations and conditions devolving on me under this agreement as the principal liable for the due fulfillment of this contract.
5.	I declare that I have no participation in any collusive practices with any bidder or any other person regarding this or any other bid.
6.       I confirm that I am duly authorized to sign this contract.


SUPPLY, DELIVERY, INSTALLATION, COMMISSIONING, MAINTENANCE AND SERVICING OF AIR CONDITIONING UNITS FOR A PERIOD OF THIRTY-SIX (36) MONTHS
CONTRACT NO: UGU-05-1671-2024


NAME (PRINT):............... CAPACITY: ................... SIGNATURE    : ................ NAME OF FIRM: ................ DATE: ..................


WITNESSES

1   ...............

2   ...............

DATE:............


CONTRACT FORM · RENDERING OF SERVICES

PART 2 (TO BE FILLED IN BY THE PURCHASER)



1. I..................in my capacity I in my capacity as 

……………………………………accept your bid under reference number……………………………………………………………………………….

dated ................for the rendering of services indicated hereunder and/or further specified in the annexure(s).

2.       An official order indicating service delivery instructions is forthcoming.

3.	I undertake to make payment for the services rendered in accordance with the terms and conditions of the contract, within 30 (thirty) days after receipt of an invoice.




	

DESCRIPTION OF SERVICE
	
PRICE  (ALL APPLICABLE TAXES INCLUDED)
	

COMPLETION DATE
	
SPECIFIC GOAL LEVEL OF CONTRIBUTION
	MINIMUM
THRESHOLD FOR LOCAL PRODUCTION AND CONTENT (if applicable)

	
	
	
	
	





4.       I confirm that I am duly authorized to sign this contract.



SIGNED AT ............... ON      ..............






WITNESSES

1   ............NAME (PRINT)
.................

SIGNATURE

................
OFFICIAL STAMP




2   ............

[bookmark: _Toc485799769][bookmark: _Hlk16518483]CERTIFICATE FOR PAYMENT OF MUNICIPAL SERVICES
DECLARATION IN TERMS OF CLAUSE 112(1) OF THE MUNICIPAL FINANCE MANAGEMENT ACT (NO.56
OF 2003) - (To be signed in the presence of a Commissioner of Oaths)
*FAILURE TO SUBMIT ANY PROOF AS REQUIRED, WILL INVALIDATE THE TENDER
I, _______________________________________, _________________ (full name and ID no.), hereby
acknowledge that according to SCM Regulation 38(1)(d)(i), the Municipality may reject the tender of the tenderer
if any municipal rates and taxes or municipal service charges owed by the Tenderer or any of its
directors/members/partners to Ugu District Municipality, or to any other municipality or municipal entity, are in
arrears for more than 3 (three) months.

I declare that I am duly authorised to act on behalf of __________________________________________ (name
of the firm) and hereby declare, that to the best of my personal knowledge, neither the firm nor any
director/member/partner of said firm is in arrears on any of its municipal accounts with any municipality in the
Republic of South Africa, for a period longer than 3 (three) months.

I further hereby certify that the information set out in this schedule and/or attachment(s) hereto is true and correct.

The Tenderer acknowledges that failure to properly and truthfully complete this schedule may result in the tender
being disqualified.

Director / Shareholder / partner.....................................................................................................................................................................................................

Physical /residential address of the Director /shareholder / partner..............................................................................................................................................

Municipal Account number(s)........................................................................................................................................................................................................

Director / Shareholder / partner.....................................................................................................................................................................................................

Physical /residential address of the Director /shareholder / partner..............................................................................................................................................

Municipal Account number(s)........................................................................................................................................................................................................

Physical address of the Business..................................................................................................................................................................................................

Municipal Account number(s)................................    .............................................    .............................................    ..................................................................

.............................................			..........................................................			........................
Signature 				Position 						Date

NB:  Bidders who reside/whose businesses are situated in the rural area and are not liable for any Municipal Payment for Services MUST submit an Affidavit (SAPS) in confirmation of their declaration.

NB: Bidders who are tenants and are not liable for any Municipal Payment for Services MUST submit a valid Lease Agreement

NB: Bidders who reside/operating their businesses in a property situated in an urban/ township area that they do not own or rent MUST submit the Municipal Account for the owner and an Affidavit from the owner confirming same.




COMMISSIONER OF OATHS
Signed and sworn to before me at...................................................................., on this ..........day of ......................................2024 by the Deponent, who has acknowledged that he/she knows and understands the contents of this Affidavit, it is true and correct to the best of his/her knowledge and that he/she has no objection to taking the prescribed oath, and that the prescribed oath will be binding on his/her conscience.
COMMISSIONER OF OATHS STAMP




COMMISSIONER OF OATHS:-

Name & Surname........................................................................................

Signature.....................................................................................................
		
Position:	................................................................................					

Address:..................................................................................

[bookmark: _Toc485799770]






















	

ATTACH COPY OF THE LATEST MUNICIPAL ACCOUNT OR AFFIDAVIT OR LEASE AGREEMENT 




[Failure of a Bidder to submit this will invalidate the bid]


FORM OF OFFER AND ACCEPTANCE
[bookmark: _Toc348340009][bookmark: _Toc485799771]A.	OFFER
The Employer, identified in the Acceptance signature block, has solicited offers to enter into a contract in respect of the following works:

SUPPLY, DELIVERY, INSTALLATION, COMMISSIONING, MAINTENANCE AND SERVICING OF AIR CONDITIONING UNITS FOR A PERIOD OF THIRTY-SIX (36) MONTHS

Contract Number: UGU-05-1671-2024
The Bidder, identified in the Offer Signature block below, has examined the documents listed in the Specifications and addenda thereto as listed in the Tender Schedules, and by submitting this Offer has accepted the Conditions of Bid.
By the representative of the Bidder, deemed to be duly authorised, signing this part of this Form of Offer and Acceptance, the Bidder offers to perform all of the obligations and liabilities of the Contractor under the Contract including compliance with all its terms and conditions according to their true intent and meaning for an amount to be determined in accordance with the Conditions of Contract identified in the Contract Data.

The offered total of the prices inclusive of Value Added Tax is:  (As per the Pricing Schedule)
This Offer may be accepted by the Employer by signing the Acceptance part of this Form of Offer and Acceptance and returning one copy of this document to the Tenderer before the end of the period of validity stated in the Tender Data, whereupon the Tenderer becomes the party named as the Contractor in the Conditions of Contract identified in the Contract Data.
Signature: (of person authorized to sign the bidder):…………………………………………………...........
Name: (of signatory in capitals):…………………………………………………………………………...................
Capacity: (of Signatory):…………………………………………………………………………………….....................
Name of Bidder: (organisation):……………………………………………………………………….................
Address: …………………………………………………………………………………………………................................
Telephone number: 		……………………. Fax number: ………………………………................
Witness
Signature: …………………………………………………………………………………………………
Name: (in capitals):…………………………………………...…Date:……………………………………………
[Failure of a Bidder to fully complete and sign this form will invalidate the bid]





[bookmark: _Toc348340010][bookmark: _Toc485799772]B.	ACCEPTANCE
By signing this part of the Form of Offer and Acceptance, the Employer identified below accepts the Tenderer’s Offer.  In consideration thereof, the Employer shall pay the Contractor the amount due in accordance with the Conditions of Contract identified in the Contract Data.  Acceptance of the Tenderer’s Offer shall form an agreement between the Employer and the Tenderer upon the terms and conditions contained in this Agreement and in the Contract that is the subject of this Agreement.
The terms of the contract are contained in
Part 1	Agreement, and Specifications (Agreement to be finalised after award)
Part 2	Pricing Schedule
and the schedules, forms and documents or parts thereof, which may be incorporated by reference into Parts 1 to 4 above.
Deviations from and amendments to the documents listed in the Specifications and any addenda thereto listed in the Tender Schedules as well as any changes to the terms of the Offer agreed by the Tenderer and the Employer during this process of offer and acceptance, are contained in the Schedule of Deviations attached to and forming part of this Agreement. No amendments to or deviations from said documents are valid unless contained in this Schedule, which must be duly signed by the authorised representatives of both parties.
Notwithstanding anything contained herein, this Agreement comes into effect on the date when the Tenderer receives one fully completed original copy of this document, including the Schedule of Deviations (if any). Unless the Tenderer (now Service Provider) within five days of the date of such receipt notifies the Employer in writing of any reason why he cannot accept the contents of this Agreement, this Agreement shall constitute a binding contract between the parties.
Signature:..................................................................................................................................
Name: (in capitals).....................................................................................................................
Capacity:		................................................................................................................................
Name of Employer (organisation)	........................................................................................
Address: 	…………………………………………………………………………………………....................................
Witness:  	
Signature: .................................

Name: 		.............................................
Date: 		.............................................
· 





TERMS OF REFERENCE
THE SUPPLY, DELIVERY, INSTALLATION, COMMISSIONING AND MAINTENANCE & SERVICING OF AIR CONDITIONING UNITS FOR A PERIOD OF 36 MONTHS
1. INTRODUCTION
The Ugu District Municipality seeks the services of qualified and experienced Heating, Ventilation and Air-conditioning (HVAC) service provider for the HVAC supply, delivery, installation, commissioning and maintenance & servicing of air-conditioning units with a 2ME CIDB grading to the various offices, sites, plants of the Municipality for a period of 36 months.
2.	FUNCTIONALITY CRITERIA
All bids will be scored according to the following criteria, any bids received scoring below 60% will be invalid and not considered further.
	ITEM NO.
	CRITERIA
	PORTFOLIO OF EVIDENCE
	POINTS 

	01
	Company Profile 
	Bidder must submit a company profile highlighting the number of years that the bidder has been offering maintenance wok expertise in Heating, ventilation and air-conditioning (HVAC) installation and maintenance services of Chilled water, VRV/VRF, Rooftop package systems.  The service provider must demonstrate number of years they have been in the industry
	5

	02
	Previous or similar work experience.  Bidders must demonstrate the company’s relevant experience in providing similar projects completed in the last ten (10) years (2013-2023).  A minimum of five (5) projects must be listed or provide a minimum of FIVE (5) written reference letters for these projects.  THE REFERENCE LETTERS OR THE LIST OF PROJECTS MUST HAVE PROJECT DETAILS, YEAR COMPLETED AND VALUE OF PROJECT.
	5 Reference Letters 
4
3
Less than 3 Reference Letters 

	35
20
10
5


	03
	Experience of the Lead Air Conditioning Technician
	The bidder must submit a CV for the Lead Technician with a trade test for refrigeration and air-conditioning that will be assigned for this contract.

5 years
3 years
Less than 3 years
	





30
20 
5



	
	
	
	

	05
	Installation Team: CVs accompanied by SAQCC Certificates from Daiken / Samsung/ Other OEMs 
	CV & SAQCC Gas Registration Number of installer/s working for the Bidder 
5 CV’s and SAQCC certificates
4 CV’s and SAQCC certificates
3 CV’s and SAQCC certificates
Less than 3 
	


20
15
10
5


	
	
	
	

	06
	Proof of ownership/ Lease Agreement/Higher Purchase for company vehicles (Light commercial vehicles) 


	Certified Copy of Logbook 

4 - 5 vehicles 
2 - 3 vehicles
Less than 2 

	

10
5
1


	
	
	
	

	                  TOTAL
	100


All evidence supporting points scored should be annexed to the back of the document and all bidders scoring above 60% will be considered for further evaluation




[bookmark: _Hlk16074777]
3.	BRIEFING SESSION
a)	A Compulsory briefing session will be held 
b)	All questions may be e-mailed to: Shivani Maharaj on Shivani.Maharaj@ugu.gov.za 
c)	No telephonic communications will be entertained.  
4. 	DESCRIPTION OF WORK
This specification calls for the supply, delivery, installation, commissioning, maintenance & servicing of air-conditioning units at various sites of the UGU District Municipality for a period of thirty six (36) months.
The successful bidder shall be responsible for offloading at site, fixing in positioning all the equipment required to complete the installation and leaving the unit/s fully operational.   This shall include the provision of all labour and materials, contractors equipment and everything whether of temporary or permanent nature, setting in operation and leaving the systems in complete working order.
The successful bidder shall be required within THREE WEEKS (3) after acceptance of this tender to submit his or plan for servicing and maintenance of the units.
Strictly all units must be South African Bureau of Standards (S.A.B.S.) approved and in compliance with same.
The old air-conditioning units must be disposed of responsibly and the refrigerant gas must be recovered and stored for later reclaim or disposal.  
· To provide a price list for the following:-
· Minor service costs
· Major service costs to include stripping & cleaning of VRV pc boards & coating same with clear tectyl;  Flushing of coils with salt assassin which will prevent build up on condenser coils and prolong the life span of the units; Treatment of indoor coils and filters with anti-bacterial/anti viral chemicals
· New installation of split units including electrical cabling where necessary as well as to ensure piping is to be enclosed in PVC trunking
· Other air-conditioning associated expenses 
· Replacement of air-conditioner brackets that have rusted on outside of the building 
· Anti-corrosion treatment of exterior units
· Paint work if any to be done to ensure uniformity and neatness.
5.	DURATION OF CONTRACT 
	Thirty-six (36) months
6.	NORM / QUALITY
6.1	The norm / quality of the service to be rendered, must be in accordance with the acceptable standards of the trade concerned.
0. All possible steps must be taken by the Contractor to ensure that the correct intended execution of this agreement will take place. These steps include, inter alia, the following:
0. The protection of property of the Municipality at the intended site and the protection of the said property against theft, vandalism and any other unlawful act.
0. The protection of the Municipality’s officials against unlawful acts, including offences referred to in schedule 1 of the Criminal Procedure Act, 1977 (Act 512 of 1977).

7. 	TERMINATION OF SERVICE
The stipulations of the Supply Chain Management Policies and Procedures and General Conditions of contract apply in particular to cases of any failure with any of the conditions of contract, or where an unsatisfactory service is rendered.    The contracts are NOT automatically renewable upon the end of the 36-month period and should be considered TERMINATED at contract expiry.
NOTE: Any amendment(s) or waiving from the stipulations of this contract must occur in writing by mutual consent with the prior approval of the National Municipal Bid Committee.

8.	MINIMUM SPECIFICATIONS (VERY IMPORTANT TO NOTE)
These specifications are only minimum specifications. Any shortcomings in the specifications should be pointed out in the quote/bid and provided for in the price.  Any additional costs incurred by the service provider because of shortcomings in the quote specifications will be for the service provider’s own account.
9.	COMPLIANCE
Where necessary the service provider must attach explanatory information reference to a paragraph number. The service provider must fully describe how the required functionality will be achieved. Failure to provide sufficient information may disqualify the service provider. Any condition imposed by the service provider that is restrictive or contrary to any part of this tender will automatically disqualify the service provider.  The OHS Act 85 of 1993 (Revision 2) must be adhered to and taken into consideration in terms of the requirements for installers of air-conditioners and more particularly regulations 2 (scope of Application) and 17 (Gas Reticulation Equipment and Systems).  Installers who will be responsible for removing old units and installing new units must be registered with the South African Qualification and Certification Committee (SAQCC).  Any installer or repair technician coming onto our site must be able to confirm his competence by showing the registration card issued by SAQCC.  
10.	SERVICE REQUIREMENTS 
We also have service requirements for units which need to be serviced and these requirements are listed below and same need to be adhered to in terms of the types of units which will be serviced.
EQUIPMENT SERVICE REQUIREMENTS
1. [bookmark: _Toc441498683][bookmark: _Toc507059109] AIR COMPRESSOR STATION

1. MONTHLY
	1.1
	Check air compressor crankcase oil levels and
adjust as necessary

	1.2
	Inspect and clean compressor intake filters

	1.3
	Check and inspect operation of pressure control switch

	1.4
	Check and inspect operation of automatic drain valve 

	1.5
	Ensure all water is removed from water trap

	1.6
	Check and record operating pressures and compressor running time

	1.7
	Change over air compressor operating sequence

	1.8
	Check and inspect operation of air drier and reducing station

	1.9
	Check and inspect V-belt drives and adjust as necessary

	1.10
	Ensure all pulley guards are in place and firmly secured into position

	1.11
	Generally clean equipment




2. As per monthly function	
	2.2
	All safety devices to be checked for correct operation

	2.3
	Examine for unusual knock, noises and vibration

	2.4
	V-belts to be checked for correct tension and alignment, and replaced if necessary, and drive pulleys to be tightened

	2.5
	Hold down bolts for both air compressor and motor to checked for tightness, and tightened if necessary

	2.6
	Check and audibly inspect drive motor bearings for wear and lubricate if necessary

	2.7
	Submit quarterly report

	3.1
	As per quarterly function

	3.2
	Ensure that air receiver tank complies with OHS Act regulations with regard to pressure vessels

	3.3
	Submit annual report


[bookmark: _Toc441498684][bookmark: _Toc507059110]
2. AIR HANDLING UNITS
MONTHLY
	1.1
	Isolate and remove all inspection panels clean inside of unit and rectify any damaged insulation

	1.2
	Air filters - Check pressure drop and record. Washable type to be removed, cleaned, dried and replaced. Disposable media type to be fitted with new media if necessary

	1.3
	Air filter frames to be checked for air by-pass
and rectified if necessary

	1.4
	Check and audibly inspect supply fan and drive motor bearings for wear and lubricate where necessary

	1.5
	Check and inspect V-belt drives and adjust as necessary

	1.6
	Ensure all pulley guards are in place and firmly secured into position

	1.7
	Inspect and clean condensate drip pans and drain pipes, ensuring that no blockages can occur

	1.8
	Clean outside air intake screen

	1.9
	Fresh air and return damper settings and operation to be checked and adjusted, if necessary

	1.10
	Check operation of dampers and linkages, adjust and lubricate as required

	1.11
	Check access doors, panels and ducting for air leaks and seal as required

	1.12
	Check and inspect operation of return air fan and lubricate if necessary

	1.13
	Check and record supply air fan and exhaust air fan motors operating full load amps

	1.14
	Check overload settings for correct operation and record all settings

	1.15
	Check and record supply and return air

	1.16
	Check and record chilled water inlet and outlet temperatures and pressures

	1.17
	Check plant operation and space temperatures

	1.18
	Generally clean equipment and plant room area

	2.1
	As per monthly function
	

	2.2
	Check and inspect supply fan and drive motor hold down bolts, tighten if required
	

	2.3
	V-belts to be checked for correct tension and alignment and replaced if necessary, and drive pulleys to be tightened
	

	2.4
	Inspect and blow out cooling coil, comb fins where necessary
	

	2.5
	Motorised damper, linkages and motors to be checked and operation observed, lubricate and reset if necessary
	

	2.6
	Control thermostats operation to be checked and calibrated if necessary
	

	2.7
	Submit quarterly report
	

	


3. ANNUALLY

	3.1
	As per quarterly function
	

	3.2
	Pressure wash coil and frame
	

	3.3
	All ferrous metal components to be examined, and repainted to prevent further corrosion
	

	3.4
	Submit annual report
	



3. [bookmark: _Toc441498685][bookmark: _Toc507059111]COMPUTER ROOM AIR CONDITIONING EQUIPMENT
	1. MONTHLY


	1.1
	Nil
	

	
2. 2 -  MONTHLY (indoor side)

	2.1
	Check condition of all filter media packs
	

	2.2
	Check operation of filters blockage pressure switch
	

	2.3
	Check condition of evaporator coil and report
	

	2.4
	Check operation and condition of fan and housing & clean and lubricate where applicable
	

	2.5
	Check drip pan and drains, clean and ensure that no blockages can occur
	

	2.6
	Check for refrigerant leaks
	

	2.7
	Check general operation of unit
	

	2.8
	Check operation of thermostats and control
	

	2.9
	Check heating and cooling cycles, record air
	

	2.10
	Check for correct humidifier operation and flush bottle utilising manual drain function where available
	

	2.11
	Generally clean equipment
	

	2.12
	Ensure that indoor unit is securely fastened to mounting brackets and not a danger to personnel and public alike
	

	
    2 - MONTHLY (outdoor side)

	2.13
	Check condition of condenser coil, and comb damaged fins, where necessary
	

	2.14
	Check operation and condition of fans
	

	2.15
	Check and record running amps in both cooling and heating cycles with the indoor unit set at low
	

	2.16
	Check gas charge, recording gas pressures
	

	2.17
	Generally clean equipment
	

	2.18
	Ensure that outdoor unit is securely fastened to mounting brackets 
	

	2.19
	All ferrous metal components to be examined, any corrosion removed and repainted to prevent further  corrosion
	

	2.20
	All exposed surfaces and coils to be thoroughly rinsed with clean, fresh water to remove dirt and salts
	

	2.21
	Submit a report
	

	
3. ANNUALLY (indoor side)

	3.1
	As per quarterly functions
	

	3.2
	Clean and replace broken and worn filter media packs
	

	3.3
	Check for worn bearings, advise replacement cost
	

	3.4
	Wash and clean evaporator coil
	

	3.5
	All ferrous metal components to be examined, corrosion removed and repainted to prevent further corrosion
	

	3.6
	Observe operation
	

	3.7
	Submit service report
	

	3.8
	Check all electrical connections and controls; make sure all connections are tight.
	

	3.9
	Check through sequence of humidifier boiler
	

	3.10
	Check humidifier drain water flows away freely - actuate manual drain if necessary
	

	3.11
	Check and clean feed solenoid
	

	3.12
	Clean drain pipe adjacent to humidifier unit
	

	3.13
	Check and tighten all terminals in panel and on electrodes
	

	3.14
	Check condition of humidifier bottle and advise replacement cost if necessary
	

	3.15
	As per quarterly functions
	

	3.16
	Strip unit and pressure wash condenser
	

	3.17
	All ferrous metal components to be examined, corrosion removed and repainted to prevent further corrosion
	

	3.18
	Check for worn fan motor bearings, advise replacement cost
	

	3.19
	Check and examine refrigerant pipe insulation for deterioration weathering, advise cost to replace with new
	

	3.20
	Check compressor mounting springs
	

	3.21
	Check all electrical connections and controls, make sure all connections are tight
	

	3.22
	Starters, contactors and relays to be checked ensure moving bridges slide freely and that all contact points are clean. Investigate for and rectify cause of excessive burning of contacts
	

	3.23
	Check and record overload settings
	

	3.24
	Observe operation
	

	3.25
	Submit a service report
	


4. [bookmark: _Toc441498686][bookmark: _Toc507059112]EVAPORATIVE COOLING AND VENTILATION SYSTEMS

	1. SPRAY CHAMBER - Monthly

	1.1
	Clean sump strainer

	1.2
	Clean and flush sump

	1.3
	Check operating level in the sump and adjust float level if required

	1.4
	Check spray nozzles and clean all nozzles if required

	1.5
	Check drain solenoid valve for dirt in diaphragm

	1.6
	Check drain solenoid operation

	1.7
	Check and clean all spray eliminators

	1.8
	Check and record entering/leaving water temperature

	1.9
	Check and record entering/leaving dry and wet bulb temperatures

	1.10
	Check and inspect fan motor bearings for wear and lubricate as necessary

	1.11
	Check and record fan motor full load amperages on all three phases

	1.12
	Check and record fan motor voltages on all three phases

	1.13
	Generally clean equipment and plant room area

	
2. QUARTERLY

	2.1
	As per monthly function
	

	2.2
	Inspect damper condition of shaft, blades and actuators for tightness
	

	2.3
	Clean out motor enclosure
	

	2.4
	Fan motor hold down bolts to be tightened and corrosion removed and painted, if necessary
	

	2.5
	Check casing for water leaks and corrosion and repair as necessary
	

	3. ASSOCIATED COOLING TOWER - Monthly

	3.1
	Drain, clean and refill cooling tower sump
	

	3.2
	Check and clean nozzles
	

	3.3
	Check and clean strainer
	

	3.4
	Ball valve to be checked for correct operation and water level
	

	3.5
	Check and inspect V-belts and adjust as necessary
	

	3.6
	Check and record fan motor operating full load amps on all three phases
	

	3.7
	Check and record fan motor operating voltages on all three phases
	

	3.8
	Check and record both inlet and outlet temperatures for tower efficiency
	

	3.9
	Check and audibly inspect fan and drive motor bearings for wear and lubricate, where necessary
	

	3.10
	Check and clean air intake screens and secure all intake louvers
	

	3.11
	Check hardness of treated water
	

	3.12
	Check chemical levels and report on stock of chemicals on site
	

	3.13
	Check for correct operation of water treatment plant and report any problems found
	

	3.14
	Generally clean equipment and cooling tower area
	

	
4. QUARTERLY

	4.1
	As per monthly function
	

	4.2
	Check and inspect fan and drive motor hold down bolts
	

	4.3
	Check condition of fan and shaft
	

	4.4
	Check condition of eliminator
	

	4.5
	Check unit for unusual noise and vibration and report findings and recommendations
	

	4.6
	Clean out motor enclosure
	

	
5. ANNUALLY

	5.1
	As per quarterly function
	

	5.2
	Strainer material to be replaced if necessary
	

	5.3
	Remove fill pack, clean, refit and report condition
	

	5.4
	Clean fans and scrolls
	

	5.5
	All ferrous metal components to be, examined corrosion removed and repainted to prevent further corrosion internally and externally with bitumen based alkaline paint
	

	5.6
	Submit annual report
	

	    CIRCULATION PUMPS - Monthly

	6.1
	Check oil levels and adjust where necessary
	

	6.2
	Check and visually inspect pump coupling for wear
	

	6.3
	Check and audibly inspect pump and drive motor bearings for wear and lubricate as necessary
	

	6.4
	Clean down pump and motor and check water flow and remove any blockages from drip tray and drain piping
	

	6.5
	Check and record pump motor operating full load amperages. Record all settings
	

	6.6
	Check overload settings for correct set points and operation
	

	6.7
	Check and record pressure gauge readings 
	

	6.8
	Ensure all coupling guards are in place and firmly secured into position
	

	6.9
	Generally clean equipment and plant room area
	

	
7. QUARTERLY

	7.1
	As per monthly function
	

	7.2
	Water valves on water circuits to be fully opened and closed to prevent lime scale formation from inhibiting valve action
	

	7.3
	Gland packing to be checked for excessive leakage and adjust or replace as necessary 
	

	7.4
	Holding down bolts to be tightened and corrosion removed and painted if necessary
	

	7.5
	Flexible drive coupling alignment and rubbers to be checked and rectified if necessary
	

	7.6
	Check pump and drive motor hold down bolts and adjust as necessary
	

	7.7
	Submit quarterly report
	

	
8. ANNUALLY

	8.1
	As per quarterly function
	

	8.2
	All ferrous metal components to be examined, corrosion, algae and lime scale to be removed and repainted to prevent further corrosion
	

	8.3
	Submit annual report
	

	
9. COOLING COILS - Monthly

	9.1
	Check and clean coils ensuring free passage of air through the coils
	

	9.2
	Check that coil fins are not damaged and comb, if necessary
	

	9.3
	Check that plant is running
	

	
10. ANNUALLY

	10.1
	As per monthly function
	

	10.2
	Coils to be cleaned with a high pressure detergent solution or steam
	

	10.3
	Submit report
	

	

11. DAMPERS - Monthly

	11.1
	Check operation of dampers for correct opening and closing
	

	11.2
	Lubricate damper pins for ease of operation
	

	11.3
	Clean damper blades and housing
	

	


13. ANNUALLY

	13.1
	As per monthly function
	

	13.2
	Thermal overload settings to be checked and reset if necessary
	

	13.3
	Star Delta starter timers to be checked and delay timers to be correctly set
	

	13.4
	Automatic sequences and interlocks to be checked for correct operation
	

	13.5
	Electric heater connections to be checked for correct amperages and voltages. Record and log readings measured
	

	13.6
	Internal wiring to be tidied up and labelling to be checked
	

	13.7
	Submit annual report
	


5. [bookmark: _Toc441498688][bookmark: _Toc507059114] FRESH AIR SYSTEM

	1. 2 -  MONTHLY

	1.1
	Check and clean all filter media packs
	

	1.2
	Report any obvious faults
	

	
2. BI-ANNUAL

	2.1
	As per 2-monthly functions
	

	2.2
	Inspect condition of flexible duct connections where applicable
	

	2.3
	Check condition, alignment and tension of drive belts and pulleys, where applicable
	

	2.4
	Inspect condition of anti-vibration mounts where applicable
	

	2.5
	Ensure air inlet and outlet free from obstruction
	

	2.6
	Examine for evidence of corrosion, remove rust spots and touch up paint as required
	

	2.7
	Clean externally
	

	2.8
	Check electrical connections for tightness and signs of deterioration
	

	29
	Check and record operating amperage on all phases 
	

	2.10
	All safety devices to be checked for correct operation and adjustment
	

	2.11
	Lubricate bearings as required
	

	2.12
	Submit a report
	

	
3. ANNUALLY

	3.1
	As per bi-annual functions
	

	3.2
	Clean and check condition of impeller
	

	3.3
	Check for signs of corrosion, de-rust and repaint internally and externally
	

	3.4
	Check filter holding frames, gaskets and clips for evidence of air bypass or deterioration, rectify as required
	



AIR CONDITIONING REFRIGERATION COMPRESSORS

7.	PACKAGE UNITS ETC
	1. MONTHLY 

	1.1
	Compressor oil level to be checked and topped up if necessary
	

	1.2
	Inspect and leak detect entire refrigeration circuits for leaks
	

	1.3
	Check operation of expansion valves
	

	1.4
	Refrigeration system suction, discharge and oil pressures to be checked and recorded while compressors are operating
	

	1.5
	Inspect refrigeration system indicator sight glass for moisture and refrigerant levels
	

	1.6
	Change over compressor operating sequence
	

	1.7
	Check and record compressor operating full load amperages
	

	1.8
	Check and inspect operation of compressor crankcase heaters
	

	1.9
	Examine for unusual knocks, noises and vibrations
	

	1.10
	Generally clean equipment and plant room areas
	

	
2. QUARTERLY

	2.1
	As per monthly functions
	

	2.2
	Drive motor bearings to be lubricated where applicable
	

	2.3
	Drive motor brushes and slip rings to be checked if applicable
	

	2.4
	Flexible drive coupling alignment to be checked and rectified if applicable
	

	2.5
	Unloading mechanism to be checked for correct operation
	

	2.6
	All safety devices to be checked and operation of controls to be tested
	

	2.7
	High and low pressure cut out and oil pressure switch operation and set points to be checked, recorded and re-set if necessary (refer to manufacturer's manual for correct settings)
	

	2.8
	Submit quarterly report
	

	
3. ANNUALLY

	3.1
	As per quarterly function
	

	3.2
	Oil samples to be taken and acid tested. Results to be submitted to client
	

	3.3
	Liquid dryers and strainers to be cleaned or changed as necessary
	

	3.4
	Oil viscosity and cleanliness to be tested and recorded and changed when necessary
	

	3.5
	Tube type condensers to be brushed, chemically cleaned and de-scaled
	

	3.6
	Submit annual report
	


	
8. [bookmark: _Toc441498689][bookmark: _Toc507059115]PACKAGE AIR CONDITIONING UNITS (AIR COOLED)
	1. MONTHLY

	1.1
	Isolate and remove all inspection panels, clean inside of units and rectify any damaged insulation
	

	1.2
	Air filters - Check pressure drop and record. Washable type to be removed, cleaned, dried and replaced. Disposable media type to be fitted with new media if necessary
	

	1.3
	Air filter frames to be checked for air by-pass and rectified if necessary
	

	1.4
	Heat exchange coils to be cleaned and combed
	

	1.5
	V-belts to be checked for correct tension and alignment and replaced if necessary
	

	1.6
	Drive pulleys on fans and motors to be tightened, if necessary
	

	1.7
	Bearings to be lubricated if necessary
	

	1.8
	Fresh air and return air damper settings and operation to be checked and adjusted if necessary
	

	1.9
	Condensate drip pans to be cleaned, check water flow and remove any blockages from drain piping
	

	1.10
	Flexible connections to be checked and air leaks rectified
	

	1.11
	Compressor oil level to be checked and topped up if necessary
	

	1.12
	Sight glasses to be checked for correct liquid charge and moisture in system. Refrigerant to be added to system if necessary, after locating and rectifying leak
	

	1.13
	Compressor unloading mechanism to be checked, if applicable
	

	1.14
	Compressor crankcase heater operation to be checked
	

	1.15
	Refrigeration system suction, discharge and oil pressures to be checked and recorded while compressors are operating
	

	1.16
	High and low pressure cut out and oil pressure switch operation and set points to be checked, recorded and reset if necessary (refer to manufacturer's manual for correct settings)
	

	1.17
	Check condition and operation of condenser fans, clean and lubricate where necessary
	

	1.18
	Check compressor mounting springs
	

	1.19
	Safety devices, Time clocks and controls to be checked and operation of controls to be tested
	

	1.20
	Inspection panels to be replaced and all fastening devices secured
	

	1.21
	Operate and check operation of plant. Take and record wet and dry bulb temperatures
	

	
2. ANNUALLY

	2.1
	As per bi-monthly function
	

	2.2
	Oil samples to be taken and acid tested. Results to be submitted to client
	

	2.3
	Semi-hermetic compressor oil viscosity and cleanliness to be tested and recorded and changed when necessary
	

	2.4
	Liquid dryers and strainers to be checked and changed if necessary
	

	2.5
	Heat exchange coils to be cleaned with a high pressure detergent solution or steam
	

	2.6
	Control and safety devices to be recalibrated
	

	2.7
	All ferrous metal components to be examined, corrosion removed and repainted to prevent further corrosion
	

	2.8
	Operation of entire plant to be checked and recorded
	

	2.9
	Submit annual report
	

	
	
	





9. ALL PUMPS
	
MONTHLY

	1.1
	Check oil levels and adjust where necessary
	

	1.2
	Check and visually inspect pump coupling for wear
	

	1.3
	Check and audibly inspect pump and drive motor bearings for wear and lubricate as necessary
	

	1.4
	Clean down pump and motor and check water flow and remove any blockages from drip tray and drain piping
	

	1.5
	Change over pump operation sequence
	

	1.6
	Check and record pump motor operating full load amperages. Record all settings
	

	1.7
	Check overload settings for correct set points and operation
	

	1.8
	Check and record pressure gauge readings
	

	1.9
	Ensure all coupling guards are in place and firmly secured into position
	

	1.10
	Generally clean equipment and plant room area
	

	



2. QUARTERLY

	2.1
	As per bi-monthly function
	

	2.2
	Water valves on open condenser water circuits to be fully opened and closed, to prevent lime scale formation from inhibiting valve action
	

	2.3
	Gland packing to be checked for excessive leakage and adjust or replace as necessary
	

	2.4
	Holding down bolts to be tightened and corrosion removed and painted if necessary
	

	2.5
	Flexible drive coupling alignment and rubbers to be checked and rectified if necessary
	

	2.6
	Check pump and drive motor hold down bolts and adjust as necessary
	

	2.7
	Submit quarterly report
	

	
3. ANNUALLY

	3.1
	As per quarterly function
	

	3.2
	All ferrous metal components to be examined, corrosion, algae and lime scale to be removed and repainted to prevent further corrosion
	

	3.3
	Submit annual report
	



[bookmark: _Toc441498690][bookmark: _Toc507059116]10. SPLIT TYPE A/C UNITS
	
QUARTERLY (indoor side)

	1.1
	Check and clean all filter media packs, replace where necessary
	

	1.2
	Check condition of evaporator coil and report
	

	1.3
	Check operation and condition of fan and housing, clean and lubricate where applicable
	

	1.4
	Check drip pan and drains, clean and make sure no blockages can occur
	

	1.5
	Check for refrigerant leaks
	

	1.6
	Check general operation of unit
	

	1.7
	Check operation of thermostats and control
	

	1.8
	Check heating and cooling cycles, record air temperatures
	

	1.9
	Generally clean equipment
	

	1.10
	Ensure that indoor unit is securely fastened to mounting brackets and not a danger to personnel and public alike
	

	1.11
	Check condition of condenser coil, comb damaged fins and clean if necessary
	

	1.12
	Check operation and condition of fans, clean and lubricate where applicable
	

	1.13
	Check for refrigerant leaks
	

	1.14
	Check operation
	

	1.15
	Check and record running amps in both cooling and heating cycles with the indoor unit set at low, medium and high
	

	1.16
	Check gas charge, recording gas pressures
	

	1.17
	Generally clean equipment
	

	1.18
	Ensure that outdoor unit is securely fastened to mounting brackets
	

	1.19
	All ferrous metal components to be examined, any corrosion removed and touch up paint as required
	

	1.20
	Visually inspect interconnecting piping, cabling and insulation, and report condition thereof
	

	1.21
	Submit a report
	

	


2. ANNUAL MAJOR SERVICE (indoor side)

	2.1
	As per minor service functions
	

	2.2
	Clean and replace broken and worn filter media packs
	

	2.3
	Check for worn bearings, advise replacement cost
	

	2.4
	Wash and clean evaporator coil
	

	2.5
	All ferrous metal components to be examined, corrosion removed and repainted to prevent further corrosion
	

	2.6
	Observe operation
	

	2.7
	Submit service report
	

	2.8
	Check all electrical connections and controls, make sure all connections are tight
	

	
  ANNUAL MAJOR SERVICE (outdoor side)

	2.9
	As per minor service functions
	

	2.10
	Strip unit and pressure wash condenser
	

	2.11
	All ferrous metal components to be cleaned, corrosion removed and repainted to prevent further corrosion
	

	2.12
	Check for worn fan motor bearings, advise replacement cost
	

	2.13
	Check and examine refrigerant pipe insulation for deterioration due to weathering, advise cost to replace with new
	

	2.14
	Check compressor mounting springs
	

	2.15
	Check all electrical connections and controls, make sure all connections are tight
	

	2.16
	Starters, contactors and relays to be checked to ensure moving bridges slide freely and that all contact points are clean. Investigate for and rectify cause of excessive burning of contacts
	

	2.17
	Check and record overload settings
	

	2.18
	Observe operation
	

	2.19
	Submit a service report
	



10. [bookmark: _Toc441498691][bookmark: _Toc507059117]VENTILATION SYSTEMS
	
1. MONTHLY

	1.1
	Nil
	

	


2. MINOR SERVICE (quarterly)

	2.1
	Inspect for undue noise or vibration
	

	2.2
	Inspect condition of flexible duct connections where applicable
	

	2.3
	Check condition, alignment and tension of drive belts and pulleys, where applicable
	

	2.4
	Inspect condition of anti-vibration mounts, where applicable
	

	2.5
	Ensure air inlet and outlet free from obstruction
	

	2.6
	Check condition of all protective guards
	

	2.7
	Examine for evidence of corrosion, remove rust spots and touch up paint as required
	

	2.8
	Clean externally
	

	2.9
	Check electrical connections for tightness and signs of deterioration
	

	2.10
	Check and record operating amperage on all phases
	

	2.11
	All safety devices to be checked for correct operation and adjustment
	

	2.12
	Lubricate bearings as required
	

	
3. ANNUAL MAJOR SERVICE (August / September)

	3.1
	As per minor service functions
	

	3.2
	Clean and check condition of impeller
	

	3.3
	Check for signs of corrosion, de-rust and repaint internally and externally
	



[bookmark: _Toc441498692][bookmark: _Toc507059118]12. WATER COOLED PACKAGE AIR CONDITIONING UNITS
	
1. MONTHLY

	1.1
	Isolate and remove all inspection panels clean inside of units and rectify any damaged insulation
	

	1.2
	Air filters - check pressure drop and record. Washable type to be removed, cleaned, dried and replaced. Disposable media type to be fitted with new media if necessary
	

	1.3
	V-belts to be checked for correct tension and alignment and replaced if necessary
	

	1.4
	Bearings to be lubricated, where applicable
	

	1.5
	Fresh air and return air damper settings and operation to be checked and adjusted, if necessary
	

	1.6
	Condensate drip pans to be cleaned, check water flow and remove any blockages from drain piping
	

	1.7
	Flexible connections to be checked and air leaks rectified
	

	1.8
	Compressor oil level to be checked and topped up if necessary
	

	1.9
	Sight glasses to be checked for correct liquid charge and moisture in system. Refrigerant to be added to system, if necessary, after locating and rectifying leak
	

	1.10
	Compressor crankcase heater operation to be checked
	

	1.11
	Refrigerant system suction, discharge and oil pressures to be checked and recorded while compressors are operating
	

	1.12
	High and low pressure cut out and oil pressure switch operation and set points to be checked, recorded and reset if necessary (refer to manufacturer's manual for correct settings)
	

	1.13
	Note and record condenser water temperature on both inlet and outlet sides of the condenser
	

	1.14
	Check compressor mounting springs
	

	1.15
	Safety devices and controls to be checked and operation of controls to be tested
	

	1.16
	Inspection panels to be replaced and all fastening devices secured
	

	1.17
	Check 7-day timer operation is correct
	

	1.18
	Check pump operation, lubrication, coupling, gland seal and drain
	

	
2. ANNUAL MAJOR SERVICE

	2.1
	As per minor service
	

	2.2
	Oil samples to be taken and acid tested. Results to be submitted to client 
	

	2.3
	Semi-hermetic compressor oil viscosity and cleanliness to be tested and recorded and changed when necessary
	

	2.4
	Liquid dryers and strainers to be checked and changed if necessary
	

	2.5
	Heat exchange coils to be cleaned with a high pressure detergent solution or steam
	

	2.6
	Control and safety devices to be recalibrated 
	

	2.7
	All ferrous metal components to be examined, corrosion removed and repainted to prevent further corrosion
	

	2.8
	Operation of entire plant to be checked and recorded
	

	2.9
	Submit annual report
	

	2.10
	Air filter frames to be checked for air by-pass and rectified if necessary
	

	2.11
	Drive pulleys on fans and motors to be tightened, if necessary
	

	2.12
	Operate and check operation of plant. Take and record wet and dry bulb temperatures in each conditioned zone and outside with a reliable sling psychomotor
	





13. WINDOW / WALL AND CONSOLE TYPE AIR CONDITIONING UNITS

	
1. MINOR SERVICE

	1.1
	Isolate from electrical power
	

	1.2
	Check and clean all air filter media packs, replace where necessary
	

	1.3
	Check condition of evaporator coil and clean if required
	

	1.4
	Check condition of condenser coil and clean if required
	

	1.5
	Check operation and condition of fans, clean and lubricate where necessary
	

	1.6
	Check compressor mounting springs
	

	1.7
	Check drip pan and drains, clean and make sure that no blockage can occur
	

	1.8
	Check calibration, operation and settings of controls. Adjust as required
	

	1.9
	Check on general operation of unit
	

	1.10
	Check heating and cooling cycle operation and record air temperatures
	

	1.11
	Check and record running amps in both cooling and heating cycles and fan speeds set at low, medium and high
	

	1.12
	Check that all electrical connections are tight
	

	1.13
	Generally clean equipment
	

	1.14
	Ensure unit and sleeve is firmly secured into position and not a danger to personnel and public alike
	

	1.15
	Submit a report
	

	
2. ANNUAL MAJOR SERVICE (August /September)

	2.1
	As per minor service functions
	

	2.2
	Remove units
	

	2.3
	Blow out and pressure wash evaporator and condenser coils, comb fins if required
	

	2.4
	All ferrous metal components to be cleaned, corrosion removed and repainted to prevent further corrosion, including sleeve
	

	2.5
	Check for refrigerant leaks
	

	2.6
	Submit a report
	







14. [bookmark: _Toc441498693][bookmark: _Toc507059119]PACKAGE AND SPLIT A/C PACKAGE SYSTEMS
	1. MONTHLY

	1.1
	Check plant operation
	

	1.2
	Inspect and clean filter media
	

	1.3
	Check and audibly inspect fan and drive motor bearings for wear and lubricate if required
	

	1.4
	Check and inspect V-belts & drives and adjust as required
	

	1.5
	Check and inspect fan drive motor holding down bolts
	

	1.6
	Inspect and clean condensate drip pans and drain pipes
	

	1.7
	Check and inspect operation of compressor crankcase heaters
	

	1.8
	Check operation of all heaters
	

	1.9
	Check of operation of unit  time-clock and all controls 
	

	1.10
	Submit a service report 
	

	
2. QUARTERLY

	2.1
	Visually inspect unit for any refrigeration leaks
	

	2.2
	Check and record compressor fill load operating amperages
	

	2.3
	Check and test operation of all refrigeration safety devices
	

	2.4
	Treat condenser coils with anti-corrosion coating in all coastal/corrosive areas.
	

	2.5
	Check and test operation of all motor overloads
	

	2.6
	Check, inspect and clean electrical controls and switchboards
	

	2.7
	Submit service report
	

	
3. ANNUALLY

	3.1
	All services as in monthly and quarterly
	

	3.2
	Check and test thermostat and controls for the correct operation and recalibrate as required 
	

	3.3
	Check and test operation of all refrigeration safety devices
	

	3.4
	Check and record compressor fill load operating amperages
	

	3.5
	Check operation of compressors and record all plant operating temperatures and pressures where possible
	

	3.6
	Check operation of expansion valve
	

	3.7
	Inspect and chemically clean evaporator and air cooled condenser coils
	

	3.8
	Submit service report.
	


15. [bookmark: _Toc441498694][bookmark: _Toc507059120]FAN COIL UNITS
   
	1. 2 -  MONTHLY

	1.1
	Check operation of unit
	

	1.2
	Clean filter
	

	1.3
	Check for any water leaks.
	

	1.4
	Check and clean condensation drain.
	

	1.5
	Submit service report
	

	
2. ANNUALLY

	2.1
	All services as in monthly.
	

	2.2
	Test heating and cooling of unit
	

	2.3
	Clean fan
	

	2.4
	Clean cooling coil
	

	2.5
	Submit service report
	



16. [bookmark: _Toc441498695][bookmark: _Toc507059121] CENTRAL PLANTS / CHILLERS
	
1. MONTHLY

	1.1
	Check compressor oil levels and  log findings 
	

	1.2
	Inspect refrigeration system indicator sight glass for moisture and refrigerant levels 
	

	1.3
	Check operation of compressors and chillers and record all operating temperatures and pressures daily
	

	1.4
	Check and record compressor operating full load amperages
	

	1.5
	Check and inspect operation of compressor crankcase heaters
	

	1.6
	Generally clean equipment and plant room area
	

	1.7
	Submit service report.
	

	17. [bookmark: _Toc507059122]Pumps


	1.8
	Check oil levels and adjust where necessary
	

	1.9
	Check pump and drive motor hold down bolts and adjust as required
	

	1.10
	Check and audibly inspect pump and drive motor bearings for war and lubricate as required
	

	1.11
	Check and visually inspect pump couplings for wear
	

	1.12
	Check and record pressure gauge readings
	

	1.13
	Check and inspect operation of sump pump
	

	1.14
	Generally clean equipment and plant room area
	

	1.15
	Check and tighten all electrical connections
	

	1.16
	Check, inspect and clean all electrical control switchboards
	

	1.17
	Submit service report.
	

	[bookmark: _Toc441498591][bookmark: _Toc441498696][bookmark: _Toc507059041][bookmark: _Toc507059123] 3-MONTHLY

	2.1
	Check and test operation of all chiller refrigeration safety devices and record all settings
	

	2.2
	Inspect and leak detect entire refrigeration circuits
	

	2.3
	Check operation of expansion valves
	

	2.4
	Check and test operation of all motor overloads
	

	2.5
	Check and tighten all electrical connections 
	

	2.6
	Check, inspect and clean all electrical control switchboards
	

	2.7
	Take oil samples – pending previous results.
	

	2.8
	Submit a service report
	

	
 ANNUALLY

	3.1
	All as in monthly and 3 monthly
	

	3.2
	Inspect and brush water cooled condenser tubes
	

	3.3
	Inspect and clean condenser water main  line strainer
	

	3.4
	Chemically clean air cooled condensers.
	

	3.5
	Inspect and clean chilled water main line strainer
	

	3.6
	Inspect and check all pump coupling alignments and adjust as necessary
	

	3.7
	Take oil sample from each refrigeration system for analysis and report
	

	3.8
	Inspect equipment for corrosion, de-rust and repaint equipment and plant room areas if required.
	

	3.9
	 Submit a service report
	


[bookmark: _Toc441498697][bookmark: _Toc507059124]




18. ALL COOLING TOWERS
	
 MONTHLY

	1.1
	Check and repair any water leaks.
	

	1.2
	Check and inspect operation of cooling tower fans and motors
	

	1.3
	Check and inspect operation of water treatment plant
	

	1.4
	Submit service report
	

	
[bookmark: _Toc441498593][bookmark: _Toc441498698][bookmark: _Toc507059043][bookmark: _Toc507059125]3-MONTHLY

	2.1
	Services as in Monthly.
	

	2.2
	Inspect and ensure eliminators are clean and in good condition.
	

	2.3
	Inspect cooling tower spray nozzles and clean.
	

	2.4
	Check and test operation of all motor overloads.
	

	2.5
	Check, inspect and clean all electrical control switchboards.
	

	2.6
	Generally clean equipment and plant area
	

	2.7
	Submit service report
	

	
ANNUALLY

	3.1
	All as in monthly and 3 monthly.
	

	3.2
	Drain, clean and refill cooling tower sump and strainer
	

	3.3
	Inspect and clean cooling tower ejector nozzles
	

	3.4
	Inspect and clean cooling tower spray nozzle header strainer
	

	3.5
	Inspect and clean condenser water main line strainer
	

	3.6
	Corrosion proof paint internal and externals of Cooling tower
	

	3.7
	Chemically clean air cooled condensers.
	

	3.8
	Inspect and check all pump coupling alignments and adjust as necessary
	

	3.9
	Inspect equipment for corrosion, de-rust and repaint equipment and plant room areas if required.
	

	3.10
	Submit a service report
	





19. [bookmark: _Toc441498699][bookmark: _Toc507059126] CHILLER & CONDENSER PUMPS

	1. MONTHLY, QUARTERLY, ANNUALLY

	1.1
	Check oil levels and adjust where necessary
	

	1.2
	Check pump and drive motor hold down bolts and adjust as required
	

	1.3
	Check and audibly inspect pump and drive motor bearings for war and lubricate as required
	

	1.4
	Check and visually inspect pump couplings for wear
	

	1.5
	Check and record pressure gauge readings
	

	1.6
	Check and tighten all electrical connections 
	

	1.7
	Check, inspect and clean all electrical control switchboards
	

	1.8
	Generally clean equipment and plant room area
	

	1.9
	Submit service report.
	


[bookmark: _Toc441498700][bookmark: _Toc507059127]
20. STORM AND SEWAGE SUMP PUMPS

	1. WEEKLY

	1.1
	Check sump levels and operation of pumps.
	

	1.2
	Inspect intake of pumps and remove any impediments.
	

	1.3
	Check level switches are correctly operational.
	

	
2. MONTHLY

	2.1
	Check all connections in electrical panel.
	

	2.2
	Check all contactors and relays 
	

	2.3
	Check alarms are all functional.
	

	2.4
	Check electrical connections on pump terminal block.
	

	2.5
	Check electrical cables to pump.
	

	2.6
	Submit service report
	








21. [bookmark: _Toc441498701][bookmark: _Toc507059128]STANDBY GENERATORS

	1. MONTHLY

	1.1
	Test run unit every Friday morning. Report any noises and exceptions immediately.
	

	1.2
	Check battery water levels (unsealed units)
	

	1.3
	Clean and tighten battery terminals.
	

	1.4
	Check general condition of batteries.
	

	1.5
	Check battery charger.
	

	1.6
	Check radiator water level and heaters
	

	1.7
	Inspect system for any type of leaks- Water, fuel or oil.
	

	1.8
	Check V-Belt tension and condition.
	

	1.9
	Check oil level
	

	1.10
	Check electrical panel
	

	
2. ANNUALLY

	2.1
	All services as in monthly.
	

	2.2
	Major service to be carried out – renewal of oil filters, oil and air filters.
	

	2.3
	Conduct full load test.
	

	2.4
	Submit detailed service report.
	


[bookmark: _Toc507059129]
22.  MIlti V units  In door and condenser units
	1. QUARTERLY (indoor side) ( All types mid wall / Cassette Hideaway Under ceiling units.

	1.1
	Check and clean all filter media packs, replace where necessary
	

	1.2
	Check condition of evaporator coil and report
	

	1.3
	Check operation and condition of fan and housing, clean and lubricate where applicable
	

	1.4
	Check drip pan and drains, clean and make sure no blockages can occur
	

	1.5
	Check for refrigerant leaks
	

	1.6
	Check general operation of unit
	

	1.7
	Check operation of thermostats and control
	

	1.8
	Check heating and cooling cycles, record air temperatures
	

	1.9
	Generally clean equipment
	

	1.10
	Ensure that indoor unit is securely fastened to mounting brackets and not a danger to personnel and public alike
	

	
   QUARTERLY (outdoor side)

	1.11
	Check condition of condenser coil, comb damaged fins and clean if necessary
	

	1.12
	Check operation and condition of fans, clean and lubricate where applicable
	

	1.13
	Check for refrigerant leaks
	

	1.14
	Check operation
	

	1.15
	Check and record running amps in both cooling and heating cycles with the indoor unit set at low, medium and high
	

	1.16
	Check gas charge, recording gas pressures
	

	1.17
	Generally clean equipment
	

	1.18
	Ensure that outdoor unit is securely fastened to mounting brackets
	

	1.19
	All ferrous metal components to be examined, any corrosion removed and touch up paint as required
	

	1.20
	Visually inspect interconnecting piping, cabling and insulation, and report condition thereof
	

	1.21
	Submit a report
	

	
2. ANNUAL MAJOR SERVICE (indoor side)

	2.1
	As per minor service functions
	

	2.2
	Clean and replace broken and worn filter media packs
	

	2.3
	Check for worn bearings, advise replacement cost
	

	2.4
	Wash and clean evaporator coil
	

	2.5
	All ferrous metal components to be examined, corrosion removed and repainted to prevent further corrosion
	

	2.6
	Observe operation
	

	2.7
	Submit service report
	

	2.8
	Check all electrical connections and controls, make sure all connections are tight
	

	ANNUAL MAJOR SERVICE (outdoor side)

	2.9
	As per minor service functions
	

	2.10
	Strip unit and pressure wash condenser
	

	2.11
	All ferrous metal components to be cleaned, corrosion removed and repainted to prevent further corrosion
	

	2.12
	Check for worn fan motor bearings, advise replacement cost
	

	2.13
	Check and examine refrigerant pipe insulation for deterioration due to weathering, advise cost to replace with new
	

	2.14
	Check compressor mounting springs
	

	2.15
	Check all electrical connections and controls, make sure all connections are tight
	

	2.16
	Starters, contactors and relays to be checked to ensure moving bridges slide freely and that all contact points are clean. Investigate for and rectify cause of excessive burning of contacts
	

	2.17
	Check and record overload settings
	

	2.18
	Observe operation
	

	2.19
	Record S-net data and reports
	

	2.19
	Submit a service report
	



11.	BID PRICE
Please give all the prices, itemized as far as possible and as indicated in the attached spreadsheet format.  Please note that there are two (2) pricing schedules which must be completed and submitted:-
 (to be completed on the Price Schedule)

12.	BID FORMAT
1 (one) original bid must be submitted in the following format :-
1. must be SIGNED IN INK by an authorized employee, agent or representative of the Bidder and all pages of the Bid must be initialled
1. Bid response and supporting documents must be neatly bound in one file.
1. The written delegation of authority to sign all documents must form part of the Bid.
1. All documents as required MUST be included in the bid in order for the bid to be considered.


Ugu District Municipality reserves the right to investigate and verify all the information supplied by the bidder.





















DOMICILIUM
The parties hereby choose as their domiciluim citandi et executandi for the service of notices and legal document the following street addresses:
Bidder : 
…………………………………………………………………
………………………………………………………………….
…………………………………………………………………
Tel/Fax Number:- ………………………………
Ugu District Municipality
The Municipal Manager
28 Connor Street
Port Shepstone
4240
CONTACT DETAILS
The following person may be contacted for more information:-
Ms Shivani Maharaj
E-mail : Shivani.Maharaj@ugu.gov.za 
Tel:  039 688 5775
I/We hereby declare that all the information supplied is true and exact.
____________________________________________
SIGNATURE OWNER / MANAGER DIRECTOR
DATE: ___________________________
WITNESS: ________________________(State occupation in company)
DATE: _____________________________
If it is found that any of the above-mentioned information provided is false, the Municipality reserves the right to terminate this contract with immediate effect. The Municipality may VET the successful bidder.
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CERTIFIED CK DOCUMENT OR ID DOCUMENT (FOR SOLE PROPRIETORS)

[bookmark: _Hlk50375881]                                      [Failure of a Bidder to submit this will invalidate the bid]







SUPPLY, DELIVERY, INSTALLATION, COMMISSIONING, MAINTENANCE AND SERVICING OF AIR CONDITIONING UNITS FOR A PERIOD OF THIRTY-SIX (36) MONTHS
CONTRACT NO: UGU-05-1671-2024


76 | Page		October 2024

[bookmark: _Toc485799776]

TAX REFERENCE NUMBER AND PIN

                                                                 [Failure of a Bidder to submit this will invalidate the bid]


	


[bookmark: _Toc485799777]JOINT VENTURE AGREEMENT (WHERE APPLICABLE)

[Failure of a JOINT VENTURE Bidder to submit this will invalidate the bid]






[bookmark: _Toc485799778]CERTIFIED VALID BBBEE CERTIFICATE

[Bidder that does not submit this will not be awarded BBBEE points]



[bookmark: _Toc485799779]
[bookmark: _Hlk61859291]

CENTRAL SUPPLIER DATABASE REGISTRATION

[bookmark: _Hlk165307483][Failure of a Bidder to submit this will invalidate the bid]





SPECIFIC GOALS SUPPORTING DOCUMENTS

[Non-submission will result in no points being scored]


























COIDA REGISTRATION

[Failure of a Bidder to submit this will invalidate the bid]



PUBLIC LIABILITY INSURANCE COVER 


[Failure of a Bidder to submit this will invalidate the bid]



























PROOF OF REGISGTRATION AND TRAINING WITH SOUTH AFRICAN QUALIFICATIONS AND CERTIFICATION COMMITTEE (SAQCC) FROM DAIKEN OR SAMSUNG

[Failure of a Bidder to submit this will invalidate the bid]




























PROOF OF MEMBERSHIP WITH INDUSTRY GOVERNING BODY – SOUTH AFRICAN REFRIGERATION & AIR CONDITIONING CONTRACTORS ASSOCIATION

[Failure of a Bidder to submit this will invalidate the bid]




























BIDDER’S EXPERIENCE – REFERENCE LETTERS

[Non-submission will result in no points being scored]


























[bookmark: _Hlk165307780]COMPANY PROFILE

[Non-submission will result in no points being scored]



























CV’S AND CERTIFIED QUALIFICATIONS OF KEY PERSONNEL

[Non-submission will result in no points being scored]


























PROOF OF OWNERSHIP OF COMPANY VEHICLES 

[Non-submission will result in no points being scored]




























DEFECTIVE WORKMANSHIP INSURANCE

[Non-submission will result in no points being scored]
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