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SPECIFICATION 
Motivation 

There is currently a delay in the tender process for the appointment of the Company Secretary, therefore PACOFS seeks to appoint a service provider to assist in the secretariat services for Council and Council committees on a month-to-month basis until the bid is finalized or for a maximum period of six months.

SCOPE OF WORK AND DELIVERABLES 

1. The service provider should:

· Minute taking and providing Corporate Governance Support at Council and Council committees meetings.
· Interact with the Chairperson of Council, Chairpersons of Council committees and the Chief Executive Officer and should be available to provide comprehensive practical support to Council members and other Committee members.
· Ensure that the Council and Council committee charters and terms of reference are kept up to date.
· Be responsible for ensuring the proper compilation and timely circulation of Council and Council committees’ packs and for assisting the Chairpersons of the Council and committees in the drafting of yearly work plans. 
· Obtain appropriate responses and feedback on specific agenda items and matters arising from earlier meetings in Council and Council committee deliberations.
· Ensure that the proceedings of the Council and Council committee meetings are properly recorded and that minutes of the meetings are circulated to Council Members in a timely manner after the approval of the Chairperson of the Council or relevant Council committee.
· Assist the Council and Council committees with the yearly evaluation of the Council and individual Council members for submission to the executive authority.

2. Administrative responsibilities

· Arranging and calling meetings.
· Finalising the agenda with the Chairpersons of Council and Council Committees.
· Compilation of meeting packs.
· Electronic distribution of meeting packs to the members.
· Maintaining attendance registers for all Council and Council Committee meetings.
· Compile and maintain a register of matters arising for the Council and its committees.
· Maintain a register of minutes of all Council and its committee meetings.
· Prepare the annual work plan for the Council and its committees.
· Drafting and sending official Council communications to the Executive Authority and other stakeholders as and when required by Council.
· Preparing Council summaries, where applicable for Executive Authority meetings for circulation to the Council members.
· Facilitating Council approvals via Round Robin.
· Maintaining a register of official Council requests to the management team.

 
3. Deliverables

· Professional secretariat services to the Council.
· Timely delivery / distribution / dissemination of information to the Council and its Committees.
· Professional Communications to stakeholders in an approved format.
· Annual Council reviews.
· Confidentiality and Security of all PACOFS information.
· An electronic meeting packs.
· Annual work plans.
· Minute books.
· Declaration of interest register.
· Attendance registers.


FEES 

PACOFS will pay a month-to-month retainer for the  period of six months for company secretarial services until the Company Secretary bid is finalised.  The retainer must be inclusive of VAT and disbursements.  The company secretary will be included in the travel and accommodation arrangements for Council members.

COMPULSORY SCM DOCUMENTATION

a) Proof of Registration on the Central Supplier Database  (CSD);
b) Compliant tax matters on CSD;
c) Valid/verified  bank account on CSD;
d) Completed and signed SBD forms  (SBD 4,  8 and 9);
e) Copy of B-BBEE certificate /affidavit to claim B-BBEE points, failure to submit will score 0 points for B-BBEE, therefore, non-submission will not disqualify the bidder;
f) Compliance with scope of work, terms and conditions of the RFP; 
g) Attach proven experience by providing a list with contact numbers of current and past contracts;
h) Detailed company profile, which clearly stipulates the relevant experience, knowledge as well as directorships of company.


EVALUATION CRITERIA 

Proposals will be evaluated on the 80/20 preference points scoring system   80 points awarded will be based on price, and 20 points awarded will be based on the B-BBEE level.



APPOINTMENT  PERIOD

The Company Secretary will be appointed on a month-to-month basis or for a maximum of six months until the bid is finalized.

SUBMISSION
Proposals must be submitted via e-mail to quotation@pacofs.co.za.

CLOSING DATE

The closing date for submitting quotations is   Friday, 10 September at 11:00.  No late submissions will be considered.

9.   ENQUIRIES
For more information please contact, Ms. Nomza Topo, 051 447 7771 ext.               
2225 or e-mail: Nomza@pacofs.co.za 








 

CLOSING DATE FOR PROPOSALS:

FRIDAY,  10 SEPTEMBER 2021
 
11:00

Proposals must be submitted via e-mail to:

quotation@pacofs.co.za


  No late submissions will be accepted




SPECIFICATION COMPANY SECRETARIAT  SERVICES 2021	Page 1
	
image1.png
P-A-6-0-F 5

OF THE FREE STATE

an agency of the
Department of Sport. Arts and Culture




