DHA21-2022
DHA04-2025

SBD 1                                            
PART A

INVITATION TO BID

	YOU ARE HEREBY INVITED TO BID FOR REQUIREMENTS OF THE DEPARTMENT OF HOME AFFAIRS

	BID NUMBER:
	DHA04-2025
	CLOSING DATE:
	28 FEBRUARY 2025
	CLOSING TIME:
	11H00

	DESCRIPTION
	APPOINTMENT OF A SERVICE PROVIDER/S TO SUPPLY AND DELIVER OF STATIONERY FOR THE DEPARTMENT OF HOME AFFAIRS FOR A PERIOD OF THIRTY-SIX (36) MONTHS.

	BID RESPONSE DOCUMENTS MUST BE DEPOSITED IN THE SILVER STEEL BID BOX SITUATED AT THE MAIN ENTRANCE OF THE BUILDING (STREET ADDRESS)

	Department of Home Affairs

	230 Johannes Ramokgoase Street

	Cnr. Thabo Sehume and Johannes Ramokgoase Streets

	Hallmark Building, Pretoria

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

	CONTACT PERSON
	Lettie Mbatha
Nqobile Chonco
	CONTACT PERSON
	Makgwele Matemotja

	TELEPHONE NUMBER
	(012) 406 2750
(012) 406 2783
	TELEPHONE NUMBER
	(012) 406 4983

	E-MAIL ADDRESS
	lettie.makhudu@dha.gov.za
Lincoln.mathebula@dha.gov.za
	E-MAIL ADDRESS
	makgwele.matemotja@dha.gov.za  

	SUPPLIER INFORMATION

	NAME OF BIDDER
	

	POSTAL ADDRESS
	

	STREET ADDRESS
	

	TELEPHONE NUMBER
	CODE
	
	NUMBER
	

	CELLPHONE NUMBER
	

	FACSIMILE NUMBER
	CODE
	
	NUMBER
	

	E-MAIL ADDRESS
	

	VAT REGISTRATION NUMBER
	

	SUPPLIER COMPLIANCE STATUS
	TAX COMPLIANCE SYSTEM PIN:
	
	OR
	CENTRAL SUPPLIER DATABASE No: 
	MAAA

	ARE YOU THE ACCREDITED REPRESENTATIVE IN SOUTH AFRICA FOR THE GOODS /SERVICES OFFERED?
	No 
Yes                         
[IF YES ENCLOSE PROOF]


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

	No

Yes 
[IF YES, ANSWER THE QUESTIONNAIRE BELOW]



	QUESTIONNAIRE TO BIDDING FOREIGN SUPPLIERS

	IS THE ENTITY A RESIDENT OF THE REPUBLIC OF SOUTH AFRICA (RSA)?

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



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

                                                 NO
  YES  
IS THE ENTITY LIABLE IN THE RSA FOR ANY FORM OF TAXATION?

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


PART B

TERMS AND CONDITIONS FOR BIDDING
	1. BID SUBMISSION:

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

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

1.3. THIS BID IS SUBJECT TO THE PREFERENTIAL PROCUREMENT POLICY FRAMEWORK ACT, 2000 AND THE PREFERENTIAL PROCUREMENT REGULATIONS 2022, THE GENERAL CONDITIONS OF CONTRACT (GCC) AND, IF APPLICABLE, ANY OTHER SPECIAL CONDITIONS OF CONTRACT.

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


	2. TAX COMPLIANCE REQUIREMENTS

	2.1 BIDDERS MUST ENSURE COMPLIANCE WITH THEIR TAX OBLIGATIONS. 

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

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

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

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

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

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


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




……………………………………………

CAPACITY UNDER WHICH THIS BID IS SIGNED:

……………………………………………

(Proof of authority must be submitted e.g. company resolution)

DATE:







……………………………
INSTRUCTIONS TO BIDDERS

1. THE TENDER DOCUMENTS

Rules for Bidding

· The Department is not bound to accept any of the proposals submitted and reserves the right to call for presentations from short-listed bidders before final selection.

· The Department reserves the right to terminate this appointment or temporarily defer the work, or any part thereof, at any stage of completion should the Department decide not to proceed with the tender.

· The Department also reserves the right to appoint any other person to undertake any part of the tasks. 

· The service provider must be a single legal entity with all other necessary expertise secured via sub-contract, or under a joint venture or a consortium arrangement.  The Department will enter into a single contract with a single entity for the delivery of the work set out in these tender documents.

· The bidding entity shall be the same entity that will execute the bid. Any bid found to be fronting for another entity or entities shall be disqualified immediately.

· All South African firms submitting bids as part of a consortium or joint venture must submit valid original tax clearance certificates. 

· All bidders submitting bids as part of joint venture, consortium, must submit the following:

· A joint venture agreement or a consortium agreement signed by all companies forming a joint venture or a consortium.

· A valid tax clearance certificate and/ or pin issued by South African Revenue Services (SARS) for all companies that form part of a joint venture or a consortium.

· A consolidated Central Supplier Database (CSD) Report.

· A consolidated SANAS B-BBEE certificate or a consolidated B-BBEE certificate issued by the Companies and Intellectual Property Commission (CIPC).

· Foreign firms providing proposals must become familiar with local conditions and laws and take them into account in preparing their proposals.

· The service provider and its affiliates are disqualified from providing goods, works, and services to any private party to this Agreement, or any eventual project that may result, directly or indirectly from these services.

· Firms may ask for clarification on these tender documents or any part thereof up to close of business 1 week before the deadline for the submission of the bids.

· The Department reserves the right to return late bid submissions unopened.

· Firms may not contact the Department on any matter pertaining to their bid from the time when the bids are submitted to the time the contract is awarded.  Any effort by a bidder to influence bid evaluation, bid comparisons, or bid award decisions in any manner, may result in rejection of the bid concerned.

· Should the contract between the Department and the service provider be terminated by either party due to reasons not attributable to the service provider, the service provider will be remunerated for the appropriate portion of work completed up to a maximum amount of not more than the total fee bid by the service provider for the appropriate phase of the project during which the appointment was terminated.

Conditions of the Tender

·  The General Conditions of contract will apply.

· The Department will become the owner of all information, documents, programmes, advice, and reports collected and compiled by the service provider in the execution of this tender.

· The copyright of all documents, programmes, and reports compiled by the service provider will vest in the Department and may not be reproduced or distributed, or made available in any other way without the written consent of the Department.

· All information, documents, programmes, and reports must be regarded as confidential and may not be made available to any unauthorised person or institution without the written consent of the Department.

· Bidders shall undertake to limit the number of copies of this document and destroy them in the event of their failure to secure the contract.

· The service provider is entitled to general knowledge acquired in the execution of this agreement and may use it, provided that it shall not be to the detriment of the Department.

Cost of Bidding

· The Bidder shall bear all costs associated with the preparation and submission of its bid and the Department, will in no case be held responsible or liable for these costs, regardless of the conduct or outcome of the tender process.

Content of Tender Documents

· The services required, tender procedures and contract terms are prescribed in the tender documents, which include:

· Instruction to Bidders;

· Technical Bid;

· Terms of Reference;

· Evaluation Criterion;

· Financial Bid;

· The Bidder is expected to examine all instructions, forms, terms, and specifications in the tender documents. Failure to furnish all information required by the tender documents or submission of a bid not responsive to the tender documents in every respect will be at the Bidder’s risk and may result in the rejection of the bid.

Clarification of Tender Documents

· The Department will respond in email to any request for clarification of the tender documents which it receives no later than 1 week prior to the deadline for submission of bids prescribed by the Department.
· Briefing session. 
Bidders are invited to a non-compulsory virtual (Microsoft Teams) briefing session that will be held as follows:
Date and time: Friday, 07 February 2025 at 10h00 to 11h00.

https://teams.microsoft.com/l/meetup-join/19%3ameeting_NjgxZGIzNGQtYjRlMi00ODRkLWFkZTItNGZmZWNiYTBkYjU4%40thread.v2/0?context=%7b%22Tid%22%3a%225afed814-43e4-4135-ac14-8bbc853379ef%22%2c%22Oid%22%3a%22f35a895d-6f99-444b-b735-39057ab50913%22%7d
Amendment of Tender Documents

· At any time prior to the deadline for submission of bids, the Department may, for any reason, whether at its own initiative or in response to a clarification requested by a prospective bidder, modify the tender document by amendment.

· All prospective bidders who have received the tender document will be notified of the amendment in writing or by fax, and same will be binding on them.

· In order to allow prospective bidders reasonable time in which to take the amendment into account in preparing their bids, the Department, at their discretion, may extend the deadline for the submission of bids.
· PREPARATION OF BIDS

Language of Bid

· The bid prepared by the Bidder, as well as all correspondence and documents relating to the bid exchanged by the Bidder and the Department shall be written in English. 

Documents Constituting the Bid

· The bid prepared by the Bidder shall comprise the following components:

a) Technical Bid, including:

· Invitation to Bid (SBD 1)

· Tax Clearance Certificate

· Bidder’s Disclosure (SBD4)

· Preferential Points Claim Forms (SBD 6.1)

· General Conditions of contract

· CSD report

· Letter of Authority

· The title, name, surname, and position of an authorised person to sign the bidding documents and communicate with the department on behalf of the bidding company.
· The contact details of the authorised person including the telephone number or work cell number and the email address.

· Completed Technical Specification Document

b) Financial Bid, comprising:

i. Price Schedule & Professional services (SBD 3.3)
ii. Preferential points specific goals
Bid Prices 

2.3 Prices indicated on the Price Schedule shall be the total price of services including, where applicable:

· All duties and other taxes;

· The price of transportation, insurance, and other costs incidental to the delivery of the services to their final destination;

· The price of any other incidental services required in terms of the tender deliverables;

2.4 Prices quoted by the Bidder shall be fixed during the Bidder’s performance of the Contract and not subject to variation on any account. 

2.5 A bid submitted with a variable price quotation will be treated as non-responsive and rejected.

2.6 Prices shall be quoted in South African Rands.

2.7 The Department has limited resources and bids must be competitive, with market-related pricing, as this will be one of the deciding factors in the final award of the contract.

Period of Validity of Bids

2.8 Bids shall remain valid for 90 days after the closing date of the bid prescribed by the Department. A bid valid for a shorter period shall be rejected by the Department as non-responsive. 

2.9 In exceptional circumstances, the Department may solicit the Bidder’s consent to an extension of the period of validity. The request and the response thereto shall be made in writing. A Bidder may refuse the request. A Bidder granting the request will not be required nor permitted to modify its bid.

Format and Signing of Bid

2.10 The Bidder shall prepare one copy of the Technical Bid and Financial Bid separately, clearly marking each "Original Technical Bid" and "Original Financial Bid", as appropriate. Apart from hard copies, a copy should also be provided on CD or memory stick. In the event of any discrepancy between the two, the original shall govern.
2.11 The original and CD or Memory stick of the bid shall be typed or written in indelible ink and shall be signed by the Bidder or a person or persons duly authorized to bind the Bidder to the Contract. All pages of the bid, except for un-amended printed literature, shall be initialed by the person or persons signing the bid.

2.12 Any interlineations, erasures, or overwriting shall be valid only if they are initialed by the person or persons signing the bid.

Sealing and Marking of Bids

2.13  The original and CD or Memory stick of the Technical Bid shall be placed in a sealed envelope clearly marked Technical Bid and the original and CD or Memory stick of the Financial Bid shall be placed in a sealed envelope clearly marked Financial Bid and warning "Do not open with Technical Bid". All the inner envelopes shall then be placed into an outer envelope. The inner and outer envelopes shall be addressed to the following address:

Department of Home Affairs

230 Johannes Ramokgoase Street
Cnr. Thabo Sehume and Johannes Ramokgoase Streets
Hallmark Building, Pretoria
0002
2.14
The inner envelopes shall also indicate the name and address of the Bidder to enable the bid to be returned unopened in case it is declared late.

2.15
If the outer envelope is not sealed and marked as required above, the Department will assume no responsibility for the bid’s misplacement or premature opening.

2.16
Faxed or emailed bids will not be accepted. Only hand-delivered bids submitted before the due date and time will be accepted.
Closing Date of Bids

2.17 Bids (Technical and Financial) must be received by the Department at the address specified under clause 2.13 above. In the event of the specified date for the submission of Bids being declared a holiday for the Department, the Bids will be received up to the appointed time on the next working day.
2.18 The Department may, at its discretion, extend this deadline for submission of bids by amending the bid documents in which case all rights and obligations of the Department and Bidders previously subject to the deadline will thereafter be subject to the deadline as extended.

Late Bids

2.19 Any bid received by the Department after the deadline for submission of bids prescribed by the Department will be rejected and/or returned unopened to the Bidder.
Modification and Withdrawal of Bids

2.20 The Bidder may modify or withdraw its bid after the bid’s submission, provided that written notice of the modification or withdrawal is received by the Department prior to the deadline prescribed for submission of bids.

2.21 The Bidder’s modification or withdrawal notice shall be prepared, sealed, marked, and dispatched in accordance with the provisions of this bid. A withdrawal notice may also be sent by fax, followed by a signed confirmation copy, postmarked not later than the deadline for submission of bids.

2.22 No bid may be modified subsequent to the deadline for submission of bids.

2.23 No bid may be withdrawn in the interval between the deadline for submission of bids and the expiration of period of bid validity specified by the Bidder on the Invitation to Bid form. 
3. EVALUATION OF BIDS

Clarification of Bids

3.1. During evaluation of bids, the Department may, at its discretion, ask the Bidder for a clarification of its bid. The request for clarification and the response shall be in writing.

Preliminary Examination

3.2. The Department will examine the bids to determine whether they are complete, whether they meet all the conditions of the Contract and Technical Specifications and whether any computational errors have been made, whether the documents have been properly signed, and whether the bids are generally in order.

3.3. Arithmetical errors will be rectified on the following basis. If there is a discrepancy between the unit price and the total price that is obtained by multiplying the unit price and quantity, the unit price shall prevail and the total price shall be corrected. If there is a discrepancy between words and figures, the amount in words shall prevail. If the supplier does not accept the correction of errors, its bid may be rejected.

3.4. If a bid is not responsive and not fulfilling all the conditions of the Contract and not meeting Technical Specifications, it will be rejected by the Department and may not subsequently be made responsive by the Bidder by correction of the non-conformity.

Evaluation and Comparison of Bids  

3.5. The Department will evaluate and compare the financial bids only of those Bidders whose Technical Bid has been accepted by the Department. 

3.6. The Department’s evaluation of a financial bid will take into account information to be provided on the SBD 3.3. 

Contacting the Department

3.7. Subject to clause 3.1 above, no Bidder shall contact the Department on any matter relating to its bid, from the time of the bid opening to the time the Contract is awarded. If the bidder wishes to bring additional information to the notice of the Department, it should do so in writing.

3.8. Any effort by a Bidder to influence the Department in its decisions on bid evaluation, bid comparison or contract award may result in rejection of the Bidder’s bid.

4. AWARD OF CONTRACT

Post qualification

4.1. The Department will determine to its satisfaction whether the Bidder that is selected as having submitted the highest evaluated responsive bid meets the criteria specified in these documents, and is qualified to perform the contract satisfactorily.

4.2. The determination will take into account the Bidder’s financial, technical and production capabilities. It will be based upon an examination of the documentary evidence of the Bidder’s qualifications submitted by the bidder, as well as such other information as the Department deems necessary and appropriate. 

4.3. An affirmative determination will be a prerequisite for award of the Contract to the Bidder. A negative determination will result in rejection of the Bidder’s bid, in which event the Department will proceed to the next highest evaluated bid to make a similar determination of that Bidder’s capabilities to perform the contract satisfactorily.

Department’s right to vary Quantities at Time of Award

4.4. The Department reserves the right at the time of Contract award to increase or decrease the quantity of the services originally specified in the Terms of Reference without any change in unit price or other terms and conditions.

Department’s right to accept or reject any or all Bids

4.5. The Department reserves the right to:

· Accept or reject all or individual items of this bid;

· Accept one or more bids submissions reject individual items;

· Request clarification or further information regarding any item in the Proposal;

· Request further information from any bidder after the closing date;

· Accept a bid that may not reflect the lowest pricing;

· Consider any bid that may not conform to any aspect of this bid;

· Annul the tender process and reject all bids at any time prior to contract award;

· Consider such alternate services, terms or conditions that may be offered, whether such offer is contained in a Proposal or otherwise;

· Award the contract or any part thereof to one or more bidders; without thereby incurring any liability to the affected Bidder or bidders.

Notification of Award

4.6. Prior to the expiration of the period of bid validity, the Department will notify the successful bidder in writing by registered letter or by fax, to be confirmed in writing by registered letter, that its bid has been accepted.

4.7. The notification of award will constitute the formation of the Contract.

Signing of Contract

4.8. At the same time as the Department notifies the successful bidder that its bid has been accepted, the Department will send the bidder the Contract Form provided in the tender documents, incorporating all agreements between the parties.

4.9. Within 2 days of receipt of the Contract Form, the successful bidder shall sign and date the Contract Form and return it to the Department.

Termination of Service
4.10. In case of any failure to comply with any of the conditions of the contract or unsatisfactory rendering of service, the stipulation of the General Conditions of Contract and the Special Conditions of Contract, shall be applicable.
4.11. Should the Department, after a reasonable period of notice, of not less than seven days, in writing, depending upon the circumstances, call upon the service provider to comply with any of the conditions and should he/she fail to do so, the Department shall, without prejudice to any of its rights be entitled to cancel the contract, and to claim from the service provider any damage or loss that might have been suffered, including any additional expense incurred by it having either to invite fresh bids or to accept any less favourable bid.

Unsatisfactory Performance

4.12. Failure to comply with the conditions of the contract, the Department shall be entitled, without prejudice   to its other rights, to cancel the contract in terms of the General Conditions of Contract. Delays beyond time limits and timeframes agreed upon between the parties. Failure to meet the performance standards indicated in the contract

Assignment

4.13. The contractor shall not, without prior written authority of the Department, cede, assign or transfer its rights or obligations in respect of this contract or any part thereof or any share of interests herein, directly or indirectly, to any person, firm or organization whatsoever.
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TERMS OF REFERENCE

DHA04-2025
APPOINTMENT OF SERVICE PROVIDER/S TO SUPPLY AND DELIVERY OF STATIONERY FOR THE DEPARTMENT OF HOME AFFAIRS FOR A PERIOD OF THIRTY-SIX (36) MONTHS.
CLOSING DATE AND TIME OF BID:
28 February 2025 at 11h00

Bidders are invited to a non-compulsory virtual (Microsoft Teams) briefing session that will be held as follows:

Date and time: Friday, 07 February 2025 at 10h00 to 11h00
Link to the virtual meeting
https://teams.microsoft.com/l/meetup-join/19%3ameeting_NjgxZGIzNGQtYjRlMi00ODRkLWFkZTItNGZmZWNiYTBkYjU4%40thread.v2/0?context=%7b%22Tid%22%3a%225afed814-43e4-4135-ac14-8bbc853379ef%22%2c%22Oid%22%3a%22f35a895d-6f99-444b-b735-39057ab50913%22%7d
BID VALIDITY PERIOD:  90 DAYS
Department of Home Affairs

Supply Chain Management
TERMS OF REFERENCE
OBJECTIVES
1. The objectives (aim) of this tender are:
· To invite bids from suitable service provider(s) to supply and deliver stationery items as and when required to the Department of Home Affairs (Head Office) at Hallmark, BVR, FSI, Heyvries, Rosslyn, Brits Storage, and Tshwane Refugee Reception Centre for a period of thirty-six (36) months.
BACKGROUND
2. This Bid is to ensure that the stationery required to fulfill the needs identified in the operational plan of the department is delivered at the right time, right place, the right price, the correct quantity, and the best quality that will satisfy those needs.

3. It further aims to address the Supply Chain Management assessment of the common needs of the Department thus ensuring a consolidated supply of needs as and when required.
SCOPE AND EXTENT OF THE TENDER 
4. The successful provider/(s) will be expected to execute and conduct the following tasks for/ provide the following services/items to the Department:
· Supply and deliver the following stationery items as and when required to the Department of Home Affairs (Head Office) at Hallmark, BVR, FSI, Heyvries, Rosslyn, Brits Storage, and Tshwane Refugee Reception Centre.

· These items will be delivered on a just-in-time approach.

· It is imperative that service providers submit responsive bids by completing all line items as per the stationery list. Failure to do so will lead to your bid being invalidated.
SPECIAL CONDITIONS OF CONTRACT
5. To achieve the above the successful service provider/s will be required to meet the following requirements:

· The service provider(s) may not recruit or shall attempt to recruit an employee of the Department of Home Affairs for the purposes of preparation of bid or for the duration or the execution of this contract or any part thereof.

· Delivery time less than five (5) working days from receipt of a purchase order.

· Prices should remain fixed for a period of three (3) years which is divided into year one (1), year two (2) and year three (3) respectively. Service providers should ensure their prices cater for any fluctuations in the market.

· All deliveries will be subject to an inspection of quantity and quality. Incorrect deliveries will be returned to the supplier for correction. Such correction must be made within five (5) working days after delivery. Continuous incorrect deliveries will result in punitive measures being taken by Department against the service provider.

· Only items listed on the purchase order are to be supplied and items of good quality must be supplied.

· The supplier will be responsible for delivery to the specified DHA address as per the above-mentioned offices.

· The supplier must ensure adequate resources for the delivery of items on-site.

· Partial deliveries may be considered, only with prior arrangement with management and full delivery must be made within three (3) working days. Payments will only be made after full delivery.
· No deliveries will be accepted without delivery notes.
· Should consistent poor service delivery be experienced, the Department reserves the right to delist a supplier and cancel the contract.

· Payment will be effected within thirty (30) days after receipt of a detailed invoice from the successful service provider(s). Payments will only be made if the Department is satisfied with the items delivered.

· In the event of the service provider not being the actual manufacturer and will be sourcing the product(s) from another company, a letter from that company(ies) / supplier(s) confirming firm supply arrangement(s) including lead times in this regard, must accompany your bid at closing date and time.

· The DHA reserves the right not to accept the lowest quotation, as the elements listed in the evaluation matrix will play a major role when evaluating proposals. Similarly, the DHA is not bound to select any of the organizations or individuals submitting a proposal.

· It must be indicated in the letter that all the terms and conditions are mutually agreed upon.
· Note:
National Treasury SCM instruction Note 4A of 2016-2017 Central Supplier Database.

All prospective suppliers interested in pursuing opportunities within the South African Government are encouraged to self-register on the Central Supplier Database. (www.csd.gov.za).

· The CSD report must be attached to the bid document
TENDER DELIVERABLES / OUTPUTS 

6. The primary deliverables to be achieved:

6.1 
Delivery of ordered goods upon receipt of an order within the stipulated timeframe
LOGISTICS AND TIMING
· Project location(s):
Head Office six (6) Buildings in total: 
· Hallmark at 230 Johannes Ramokhoase Street, Pretoria

· FSI at 909 Acarida Street, Pretoria

· BVR at1 84 Jeff Masemola Street, Pretoria

· Rosslyn, Pretoria North

· Storage facilities, 03 Piet Pretorius Street Brits Industrial
· Tshwane Refugee Reception Centre at Corner Eskia Mphahlele & Johannes Ramokhoase Street, Pretoria
· Project period:
The services will be required for a period of thirty-six (36) months from the commencement date.
· Bid proposal
· Service Providers must provide a properly referenced bid proposal in response to this TOR document with clear headings and information required to evaluate the bid against the requirements stipulated in this TOR document. The bid proposal response must indicate the following:

· The bidding company’s profile, including proof of compliance with all the requirements as per the TOR document.

· The pricing information as per Annexure B.
· Bid documents may either be submitted through a courier services or hand delivered to the silver bid box situated at the main entrance of the Hallmark Building at the address indicated on SBD 1 form attached on the Home Affairs’ tender document. If the bid documents are submitted through a courier services, it is the responsibility of the bidder to ensure that the documents are inside the silver bid box by the closing time and date.

· Bidder(s) are required to submit the tender document under instruction to bidders:

· One (1) original technical bid document;

· One (1) original financial bid document and; 
· One (1) compact disc (CD) or universal serial bus (USB) with PDF content of each bid document by the closing date and time. Each bid response document and CD or USB must be marked correctly and sealed separately for ease of reference during the evaluation process. Furthermore, the bid response document and information in the CD or USB must be clearly labelled.
· Fee structure

· Annexure B pricing schedule must be completed in full. The price must include supply, delivery, VAT, and any other related cost in supplying and delivering the Stationery to the Department as and when required for a period of three years. 

· Prices will be fixed for a period of three (3) years. Service providers should ensure their prices cater for any fluctuations in the market.

EVALUATION STAGES
7. The following evaluation process will be followed to evaluate the bids received:
	Stage
	Description
	Applicable for this bid

	Stage 1A
	A virtual non-compulsory briefing session 
	Yes

	Stage 1B
	Initial screening process / compliance with bid requirements
	Yes

	Stage 2
	Pre-qualification criteria
	Yes

	Stage 3
	Mandatory Requirement evaluation
	Yes

	Stage 4
	Functionality requirement evaluation
	Yes

	Stage 5
	Price / Specific goals
	Yes


Stage 1A: Briefing session 
· A virtual non-compulsory briefing session

Stage 1B: Initial screening process/compliance with bid requirements
· Verification of bidder’s compliance with bid requirements. 
	No.
	Compliance Checklist
	Yes / No

	1. 
	The bidder is registered on the National Treasury Central Suppliers Database (CSD).
	

	2. 
	The bidder is in business (as indicated on CSD).
	

	3. 
	The bidder is not a restricted supplier/ or does not have a restricted director(s) (as indicated on CSD).
	

	4. 
	The bidder is Tax Compliant (as indicated on CSD) or verified through SARS
	

	5. 
	The bidder is not a government employee (as indicated on CSD).
	

	6. 
	The bidder completed SBD 1 Form in full together with the letter of authority.
	

	7. 
	The bidder completed SBD 4 Form in full and did not reveal any information or past practices that prohibits the supplier from conducting business with the state.
	

	8. 
	The bidder completed SBD 6.1 Form in full and must indicate claimed points for each preference point system and attach evidence as per Table 1.
	


Stage 2: Pre-qualification criteria
· Service provider(s) must meet the following Pre-qualification requirements as required by the DHA. 

· Service provider(s) who fail to meet the Pre-qualification requirements will be disqualified. 
· Only bidders who have complied with the following Pre-qualification requirements will be evaluated for Mandatory stage.
	Pre-qualification Requirement 1
	Comply
	Do not comply

	The bidding service provider must have a confirmation from their distributor/manufacturer that will be providing them with Stationery or confirmation that the bidder is the actual distributor/Manufacturer.
	
	

	EVIDENCE: A signed, dated and stamped Annexure A


NB: For Pre-qualification requirement 1 – Where applicable, the bidder must ensure that all financial and supply arrangements for goods or services have been mutually agreed upon between the bidder and the third party.  No agreement between the bidder and the third party will be binding on the State. 
	Pre-qualification Requirement 2
	Comply
	Do not comply

	A service provider must have footprint in Gauteng Province.
	
	

	EVIDENCE: Valid Lease agreement / Proof of Municipal account / Title Deed in the name of the bidder or owner.

(No other supporting evidence will be accepted) 


NB: For Pre-qualification requirement 1, and 2 -The Department reserves the right to verify the information of the Bidders. Any misrepresentation identified relating to the submission of the information above would be dealt with by the Department. This also includes amongst other punitive measures, restriction from doing business with any organ of the state for a period not exceeding ten (10) years.

Stage 3: Mandatory requirement evaluation
· Service provider(s) must meet the following mandatory requirements as required by the DHA. 

· Service provider(s) who fail to meet the mandatory requirements will be disqualified. 
· Only bidders who have complied with the following mandatory requirements will be evaluated for functionality.
	Mandatory Requirement 1
	Comply
	Do not comply

	Ownership of vehicle to be utilised in the execution of the project. 
	
	

	EVIDENCE: Vehicle certificate registration in respect of motor vehicle in the name of bidder or owner


	Mandatory Requirement 2
	Comply
	Do not comply

	Validity of Vehicle to be utilised in the execution of the project. 
	
	

	EVIDENCE: Valid motor vehicle licence in the name of bidder or owner


NB: For Mandatory requirement 1 and 2 -The Department reserves the right to verify the information of the Bidders. Any misrepresentation identified relating to the submission of the information above would be dealt with by the Department. This also includes amongst other punitive measures, restriction from doing business with any organ of the state for a period not exceeding ten (10) years.
Stage 4: Functionality requirement evaluation

· The Technical proposal will be evaluated out of 100 points with a threshold of 70 points. Service providers that score less than a minimum of 70 points will be disqualified. 

· Service Providers must score a minimum of 70 points on functionality to qualify for further evaluation on price and preference points.
	Evaluation Criteria

	No
	Category
	Evidence and Scoring
	Weight
	Score

	1. 
	The bidding service provider’s relevant experience in Stationery work:

· No relevant information = 0

· 1 Reference letter = 10

· 2 Reference letters = 20

· 3 Reference letters= 30

· 4  Reference letters = 40

· 5 or more reference letters = 50
	Signed, dated, and contactable reference letter(s) (on company letterhead) indicating an acceptable/satisfactory level of performance.
	50
	

	2. 
	Relevant years of experience in Stationery work:
· No relevant experience = 0

· 1 year of experience = 10

· 2 years of experience = 20

· 3 years of experience = 30

· 4 years of experience = 40

· 5 years of experience = 50
	Complete, sign and date the years of experience table below.


	50
	

	TOTAL
	100
	


YEAR OF EXPERIENCE TABLE

	CLIENT NAME
	START DATE

(YYYY/M/D)
	END DATE

(YYYY/M/D)
	TOTAL NUMBER OF YEARS
	EMAIL AND CONTACT NUMBER 

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	Signature:

Date:


NB: The Department reserves the right to verify the information of the Bidders. Any misrepresentation identified relating to the submission of the information above would be dealt with by the Department. This also includes amongst other punitive measures, restriction from doing business with any organ of the state for a period not exceeding ten (10) years.

ANNEXURE A - Pre-qualification 1
Chose one of the following options: 

	I confirm that we are the distributor/manufacturer that will be providing the Bidder with Stationery.


	Tick (Yes or No)

	Company Name:
	

	Signature:
	

	Date:
	

	Company Stamp:
	


Or 

	I confirm that as the Bidder I am the actual distributor/Manufacturer.
	Tick (Yes or No)

	Bidder Name:
	

	Signature:
	

	Date:
	

	Company Stamp:
	


NB: 
· If both tables are completed the bidder will be disqualified

· If the chosen table is not fully completed the bidder will be disqualified.

Stage 5: Price and Specific goals
· Bids will then be evaluated in accordance with the prescripts of the Preferential Procurement Policy Framework Act (PPPFA) and the associated Preferential Procurement Regulations of 2022, which stipulate an 80/20 preference point system is applicable and will be calculated with a rand value up to R50 million (all applicable taxes included).
· A valid SANAS B-BBEE Status Level Verification certificate or a B-BBEE certificate issued by the Companies and Intellectual Property Commission, with the exception of EME’s and QSE’s who are required to submit sworn affidavit in terms of Code of Good Practice. The sworn affidavit must be signed by the EME representative and attested by a Commissioner of oath.
· As bids are only invited for requirements with a rand value up to R50 000 000.00, the 80/20 system shall be applicable and will be calculated as follows:

· The attached pricing schedule must be fully completed. Service providers who fail to fully complete the pricing schedule and provide all stationary items will not be considered.

· If more than one service provider qualifies for the pricing/specific goal stage, the Department reserves the right to appoint a minimum of two (2) service providers and a maximum of four (4) service providers.

· Should more than one (1) service provider be appointed, they will be used on a rotational basis.

· The Department reserves the right not to allocate work to non-performing service provider/s who are in breach of the contract until they have met the performance standards. 

· Should performance standards not improve, the Department reserves the right to terminate the contract. 

· Service providers must indicate how they claim points for each preference point system.

ANNEXURE B PRICING SCHEDULE
	STATIONERY SPECIFICATION

	NO     
	DISCRIPTION
	SIZES
	QUANTITY
	ITEMS PICTURES
	PRICE

	1
	Binding covers Transparent
	A4
	Pack/25
	[image: image2.jpg]



	R...................................

	2
	Ballpoint pen medium (black)
	
	Box/50
	[image: image3.png]



	R..................................

	3
	Ballpoint pen medium (red)
	
	Box/50
	[image: image4.jpg]



	R..................................

	4
	Ballpoint pen medium (blue)
	
	Box/50
	[image: image5.jpg]



	R..................................

	5
	Ballpoint 0.7mm comfortable rubberized

 grip black 
	
	Box 10 
	[image: image6.png]|




	R..................................

	6
	Ballpoint 0.7mm comfortable rubberized

 grip red
	
	Box 10
	[image: image7.png]|




	R..................................

	7
	Ballpoint 0.7mm comfortable rubberized

Grip blue
	
	Box 10
	[image: image8.png]|




	R..................................

	8
	Gel roller ball pen (black ,red and blue)
	
	Pack of 10
	[image: image9.png]




	R..................................

	9
	Pen Superb Grip Ballpoint Medium 
	Black 10mm
	10 per pack
	[image: image10.jpg]



	R..................................

	10
	Pen Superb Grip Ballpoint 
	Black 10mm
	10 per pack
	 SHAPE  \* MERGEFORMAT 



	R..................................

	11
	Calculator 12 digits’ personal semi desk

 twin power
	12 digits


	Unit
	[image: image12.png]



	R..................................

	12
	Prestik 
	50g
	Wallet of 10
	[image: image13.jpg]



	R..................................

	13
	Prestik
	100g
	Wallet of 10
	[image: image14.jpg]



	R..................................


	14
	Chip Board

	A4
	6 units
	[image: image15.jpg]



	R.................................



	15
	Clip Board Masonite
	Full Scap
	Pack of 6


	[image: image16.jpg]



	R..................................

	16
	Clip bulldog
	20mm
	Pack of 10
	[image: image17.png]




	R..................................

	17
	Clip Diamond Fold Back
	19mm
	100’s
	[image: image18.jpg]7

P




	R..................................

	18
	Clip Diamond Fold Back
	32mm
	100’s
	[image: image19.png]



	R.................................

	19
	Clip Diamond Fold Back
	25mm
	100’s
	[image: image20.png]



	R..................................

	20
	Clip Diamond Fold Back
	41mm
	100’s
	[image: image21.png]



	R..................................

	21
	Clip Diamond Fold Back
	51mm
	100’s
	[image: image22.jpg]



	R..................................

	22
	Container - SFS Board
	A4
	Pack of 10
	[image: image23.png]



	R..................................

	23
	Cube Refill
	90x90mm
	each
	
[image: image24]

	R..................................

	24
	Colour Code Labels


	768x576
	50’s
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	R..................................

	25
	Pad writing exam 
	100 pages
	each
	[image: image26.png]



	R..................................

	26
	Dividers A4 PVD
	5 Tab
	each
	[image: image27.jpg]



	R..................................

	27
	Dividers A4 PVD
	10 Tab
	each
	[image: image28.jpg]



	R..................................

	28
	Dividers A4 PVD
	31 Days
	each
	[image: image29.jpg]T TS Ty TR TR, T
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	R..................................

	29
	Dividers A4 PVD
	Jan-Dec
	each
	[image: image30.jpg]Jan
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	R..................................

	30
	Dividers A4 PVD
	A-Z
	each
	[image: image31.jpg]



	R..................................

	31
	Diaries
	A5
	each
	[image: image177.png]




	R..................................

	32
	Diaries
	A4
	each
	[image: image178.png]




	R..................................

	33
	Eraser Soft PVC
	60x10mm
	Sleeves 20
	
[image: image32]

	R..................................

	34
	Envelopes E3
	E3/A4
	Boxed 250
	[image: image179.png]2





	R..................................

	35
	Envelopes in boxed of 500 E4
	E4/A4
	Boxed 250
	[image: image180.png]



[image: image33]
	R..................................

	36
	Fastener Paper Indian
	102mm
	Pack of 50
	[image: image34.png]



	R..................................

	37
	Fastener Paper Indian
	38mm
	Pack of 50
	[image: image181.png]




	R..................................

	38
	Fastener Paper Indian
	63mm
	Pack of 50
	[image: image182.png]



	R..................................

	39
	Fastener Paper Indian
	76mm
	Pack of 50
	[image: image183.png]




	R..................................

	40
	File Ring binder - D ring A4 PVC 4 ring


	40mm
	each
	
[image: image35]
	R..................................

	41
	File Ring binder - D ring A4 PVC 2 ring


	50mm
	each
	[image: image184.png]




	R..................................

	42
	File Ring binder - D ring A4 PVC 4 ring


	30mm
	each
	[image: image185.png]




	R..................................

	43
	Files open (quotation folder) A4 clear front cover with full clear pocket. Opaque rear cover, clear vertical rear pocket. Flexible coloured spin, with filling mechanism.


	A4 with 2 holes
	each
	[image: image186.png]



	R..................................

	44
	Files- Display


	10 pocket
	each
	[image: image36.png]




	R..................................

	45
	Files- Display


	20 pocket
	each
	[image: image187.png]



	R..................................

	46
	Files- Display


	30 pocket
	each
	[image: image37.png]



	R..................................

	47
	Files- Display


	50 pocket
	each
	[image: image38.png]



	R..................................

	48
	File ring binder - D ring PVC 2 ring


	25mm
	each
	[image: image188.png]



	R..................................

	49
	File ring  binder - D ring PVC 2 ring


	30mm

	each
	[image: image189.png]| A B CDEFonim




	R..................................

	50
	File ring binder - D ring PVC 2 ring
	50mm
	each
	[image: image190.png]




	R..................................


	51
	filing Sleeves A4


	A4
	Pack of 50
	[image: image39.png]



	R..................................

	52
	Finger cones with rough finishing
	00
	Box of 12
	[image: image40.emf]
	R..................................

	53
	Finger cones with rough finishing


	0
	Box of 12
	[image: image41.emf]
	R..................................

	54
	Finger cones with rough finishing


	1
	Box of 12
	[image: image42.emf]
	R..................................

	55
	Finger cones with rough finishing
	2
	Box of 12
	[image: image43.emf]
	R..................................

	56
	Finger cones with rough finishing


	3
	Box of 12
	[image: image44.emf]
	R..................................

	57
	One Hole Punch Perforator
	Up to 290 Sheets
	each
	
[image: image45]
	R..................................

	58
	Punch 2 hole
	16 sheets
	each
	
[image: image46]
	R..................................

	59
	Punch 2 hole heavy duty                                   Heavy duty2-hole punch  HD120 metal     Punching capacity=145 sheets    with one side gauge
	Size (LxWxHMM )   329x142x373mm      Weight = 4.1kg
	each
	[image: image191.png]U



[image: image47]
	R..................................

	60
	Punch 6 hole
	160 sheets
	each
	
[image: image48]
	R..................................

	61
	Punch heavy duty 4 hole
	160 sheets
	each
	
[image: image49]
	R..................................

	62
	Flip chart pad 60gm
	60 sheets
	each
	
[image: image50]

	R..................................

	63
	Full Memo Cube
	Includes re-fill 800 sheets
	each
	
[image: image51]
	R..................................

	64
	Guillotine
	Medium (8 sheets)
	each
	
[image: image52]

	R..................................

	65
	Guillotine
	Large (10 sheets)
	each
	
[image: image53]
	R..................................

	66
	Glue Adhesive
	200ml
	each
	[image: image54.jpg]



	R..................................

	67
	Wood white glue
	5L
	each
	[image: image55.jpg]



	R..................................

	68
	Glue Stick
	20g
	Box of 24
	[image: image56.jpg]



	R..................................

	69
	Glue Stick
	40g
	Box of 24
	[image: image57.jpg]



	R..................................

	70
	Glue Stick
	43g
	Box of 24
	[image: image58.jpg]



	R..................................

	71
	Grip Binders
	51mm
	Box of 100
	[image: image192.png]



	R..................................

	72
	Grip Binders
	76mm
	Box of 100
	[image: image193.png]



	R..................................

	73
	Highlighting Makers
	1-5mm
	Box 10
	[image: image194.png]


[image: image59]
	R..................................

	74
	Permanent Makers (Black)
	EK70/EK90
	10
	[image: image60.jpg]



	R..................................

	75
	Permanent Makers (Blue)


	EK70/EK90
	10
	[image: image61.jpg]



	R..................................

	75
	Permanent Makers (Red)


	EK70/EK90
	10
	[image: image62.jpg]


[image: image63]
	R..................................

	77
	Marker-white board-fine point
	110m
	 6
	[image: image64.jpg]



	R..................................

	78
	Marker Permanent Fine bullet Tip


	1.5mm
	10
	[image: image65.jpg]




	R..................................

	79
	Marker Permanent - Chisel Tip
	2.5mm
	Box of 10
	[image: image66.jpg]



	R..................................

	80
	Ink Endorsing (black)


	30ml
	each
	[image: image67.jpg]



	R..................................

	81
	Ink Pad


	110mm X 65mm
	each


	[image: image68.png]



	R..................................


	82
	Ink Pad
	142mm X 107mm
	each
	[image: image69.png]



	R..................................

	83
	Market Flip Chart

	1000 X 640mm
	50 sheets

	
[image: image70]

	R..................................

	84
	Mobile Pedestal- Buddy
	3 drawer (steel)
	each
	
[image: image71]
	R..................................

	85
	Numbering Machine – Auto 6 digit


	4.5mm
	each


	[image: image195.png]


[image: image72]
	R..................................

	86
	Numbering Machine – Auto 10 digit


	4.5mm
	each
	
[image: image73]
	R..................................

	87
	80mm Stainless Steel File Fasteners
	210 X150X80mm (LXW X H)
	Pack of 50
	[image: image74.png]fyoeded wiiog 01 I /
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	R..................................

	88
	Pencil Lead HB
	HB
	10 per pack
	[image: image196.png]



[image: image75]
	R..................................

	89
	Paste on labels Urgent (200pm)
	30mm X 38mm
	Pack of 125
	[image: image76.jpg]



	R..................................

	90
	Pencil Clutch
	0.5mm
	each
	[image: image77.jpg]



	R..................................

	91
	Pencil Clutch Leads
	0.5mm
	each
	[image: image78.png]20Pcs 0.7mm
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	R..................................

	92
	Pins-Drawing
	12mm
	Box of 100
	
[image: image79]

	R..................................

	93
	Post it mini flags- different colours


	value pack 8
	280 flags
	[image: image80.jpg]%




	R..................................

	94
	Post it notes Ultra colours 


	76mm X 76mm
	50 Sheets
	[image: image197.png]N



[image: image81]
	R..................................

	95
	Pop-Up Flags


	45 X  12mm\25mm


	50 Sheets
	[image: image82.jpg]



	R..................................

	96
	Post it printed flags - sign here


	45x 25mm
	50 sheets
	[image: image83.png]



	R..................................

	97
	3L Index Tabs


	120 per pack
	120 pack
	[image: image84.png]l’/





	R..................................

	98
	Rubber Bands

	No.16

	each
	[image: image85.png]



	R..................................


	99
	Rubber Bands


	No.16
	500g
	[image: image86.png]



	R..................................

	100
	Rubber Bands


	No.32
	100g
	[image: image87.png]


[image: image88]
	R..................................

	101
	Rubber Bands


	No. 32
	500g
	
[image: image89]
	R……………………….

	102
	Rubber Bands


	No.38
	100g
	[image: image90.png]



	R..................................

	103
	Rubber Bands


	No. 38
	500g
	[image: image91.png]



	R………………………..

	104
	Ruler plastic-shatterproof
	30cm
	Pack of 12
	
[image: image92]
	R..................................

	105
	Scissors


	170mm
	each
	[image: image93.png]



	R..................................

	106
	Scissors


	210mm
	each
	[image: image94.png]


[image: image95]
	R..................................

	107
	Scissors- left hand


	170mm
	each
	[image: image96.png]


[image: image97]
	R..................................

	108
	sorters Quick A to Z


	120(H) x 1020(W) mm
	2 pack
	
[image: image98]
	R..................................

	109
	Stapler machine to use with 26/6 staples


	20 Sheets
	each
	
[image: image99]
	R..................................

	110
	Staple remover


	20 Sheets
	each
	
[image: image100]
	R..................................

	111


	Nalclip dispenser


	CLI9150
	Each
	[image: image101.png]



	R..................................

	112


	Nalclips


	CLI9150


	50 in a box
	[image: image102.jpg]




	R..................................

	113
	Staple remover Extra Heavy Duty


	160 sheets
	each
	
[image: image103]
	R..................................

	114
	Stapler Aquarius Metal Full strip


	15-20 sheets
	each
	[image: image198.png]


[image: image104]
	R..................................

	115
	Odyssey Heavy Duty Stapler


	Size 2 
	60 sheets
	[image: image105.jpg]



	R..................................

	116
	Stapler


	150 sheets capacity
	each
	
[image: image106]
	R..................................

	117
	Stapler


	270 sheets capacity
	each
	
[image: image107]
	R..................................

	118
	Stapler


	300 sheets capacity
	each
	
[image: image108]
	R..................................

	119
	Staples


	26/6
	5000 in a box
	[image: image109.png]



	R..................................

	120
	Staples


	No.56
	5000 in box
	[image: image110.png]



	R..................................

	121
	Staples


	No.66/8
	5000 in a box
	[image: image111.png]



	R..................................

	122
	Staples


	No.66/11
	5000 in a box
	[image: image112.png]



	R..................................

	123
	Staples


	No.66/14
	5000 in a box
	[image: image113.png]



	R..................................

	124
	Staples Odyssey


	Odyssey X 2500
	2500 in a box
	[image: image114.png]



	R..................................

	124
	Tape Clear


	48mmx500mm
	each
	[image: image199.png]


[image: image115]
	R..................................

	125
	Brown Tape


	48mmx500mm
	each
	
[image: image116]
	R..................................

	126
	USB portable storage


	16GB
	each
	[image: image117][image: image118.png]



	R..................................

	127
	USB portable storage


	32GB
	each
	[image: image119.png]



	R..................................

	128
	White board Cleaner


	Spray 250ml
	Each
	[image: image120.jpg]



	R..................................

	129
	2 quire feint and margin 


	192 pages
	each
	[image: image121.jpg]]
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	R..................................

	130
	3 quire feint and margin (288 page)


	288 pages
	each
	[image: image122.jpg]]
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0000





	R..................................

	131
	4 quire feint and margin


	384 pages
	each
	[image: image123.jpg]]
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	R..................................

	132
	Letter tray (Metal)


	320mmx235mm
	3 trays
	[image: image200.png]



[image: image124]
	R..................................

	133
	Pen/ pencil cup holder (Metal mesh organizer)


	220mmx112mmx104mm
	each
	
[image: image125]
	R..................................

	134
	Desk drawer organizer (Plastic)
	7 compartments
	each
	[image: image201.png]



[image: image126]
	R..................................

	135
	Paper clips 

	30mm
	Box of 100


	
[image: image127]
	R..................................

	136
	Paper clips 


	32mm
	100’s


	
[image: image128]
	R..................................

	137
	Paper clips 


	50mm
	100’s


	
[image: image129]
	R..................................

	138
	Paper clips 


	78mm
	100’s
	
[image: image130]
	R..................................

	139
	Pencil Sharpers metal 
	1 Hole
	Each
	[image: image131.png]



	R..................................

	129
	Lanyards Printed with COAT OF ARMS BADGE and HOME AFFAIRS (wording)
	Standard measure of 36 inches/90 centimetres. the handing length should be equal to 18 inches/46 centimetres. the thickness should be around 1 mm. the lanyard hole size must be about 0.75 mm.

	500 Yellow


	[image: image132.jpg]



	R..................................

	130
	Lanyards Printed with COAT OF ARMS BADGE and HOME AFFAIRS (wording)
	Should have the standard measure of 36 inches/90 centimetres. the handing length should be equal to 18 inches/46 centimetres. the thickness should be around 1 mm. the lanyard hole size must be about 0.75 mm.
	500 Green


	[image: image133.jpg]



	R..................................

	131
	Lanyards Printed with COAT OF ARMS BADGE and HOME AFFAIRS (wording)
	Should have the standard measure of 36 inches/90 centimetres. the handing length should be equal to 18 inches/46 centimetres. the thickness should be around 1 mm. the lanyard hole size must be about 0.75 mm.
	500 Orange
	[image: image134.jpg]



	R..................................

	132
	Lanyards Printed with COAT OF ARMS BADGE and HOME AFFAIRS (wording)
	Should have the standard measure of 36 inches/90 centimetres. the handing length should be equal to 18 inches/46 centimetres. the thickness should be around 1 mm. the lanyard hole size must be about 0.75 mm
	500 Black
	[image: image135.jpg]



	R..................................

	133
	Filing Box A4 Archive filing box (PRI) 


	330 x 100 x 244mm
	Pack of 50
	[image: image136][image: image137.png]



	R..................................

	134
	Storage Box Cardboard and Lid

Document Base - 380mmx260mmx280mm  Document Lid - 398mmx270mmx55mm
	380mmx260mmx280mm  Document Lid - 398mmx270mmx55mm
	each
	[image: image138.jpg]



	R..................................

	135
	Brown craft large storage box without lids, for long-term storage purposes, board thickness:

Flute corrugated, easy to  assemble, lightweight with convenient cut out holes for easy handling, durable to protect files and records for long, dimension
	435mmx330mmx35mm
	each
	[image: image139.png]



	R..................................

	136
	Double base packaging boxes with lid


	600mm x 450mm x 300mm
	each
	[image: image140.png]



	R..................................

	137
	Thermal labels  
	49MMX38MM
	1000 per roll
	[image: image141.png]



	R..................................

	138
	Thermal labels  
	105MMX50MM
	500 per roll
	[image: image142.png]



	R..................................

	139
	Laminating pouch gloss 250 micron
	A4
	100 per pack
	 [image: image143.png]



	R..................................

	140
	Laminating pouch gloss 250 micron
	A3
	100 per pack
	[image: image144.png]



	R..................................

	141
	Laminating pouch gloss 250 micron
	A5
	100 per pack
	[image: image145.png]



	R................................................

	142
	Hardware plastic bag,transparent (50 micron)
	300mm x 450mm


	100 per pack
	[image: image146.png]



	R..................................

	143
	Self adhesive labels

(various colours)


	32mm x 50mm
	50 per box
	[image: image147.png]0000000
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	R..................................

	144
	 Cotton Twine rope
	309/500g
	Pack of 10
	[image: image148.png]



	R..................................

	145
	Steel Dust bin (Black)
	Small 1kg 30cm(L) X 20cm(W) X 20cm(H)
	Each
	[image: image149.png]



	R..................................

	146
	White cardboard
	A4 (100 sheets per pack)
	(100 sheets per pack)
	[image: image150.jpg]



	R..................................

	147
	Film writing carbon paper (blue)
	210 x 297mm
	50 in a pack
	[image: image151.jpg]



	R..................................

	148
	Date Stamp (self inking)

	50mm x 30mm

	Each
	[image: image152.jpg]




	R..................................

	149
	Date Stamp (self inking)
	450mm x 16mm
	Each
	[image: image153.jpg]



	R..................................

	150
	DC Fix


	450mm X 16m
	Each
	[image: image202.png]\
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 SHAPE  \* MERGEFORMAT [image: image155]
	R..................................

	151
	Binding, Textile Ribbons (Various Colours)
	20M
	Roll
	


	R..................................

	152
	Ring binders black
	25mm
	50 Pieces
	[image: image157.emf]
	R..................................

	153
	Ring binders black
	20mm
	50 Pieces
	[image: image158.emf]
	R..................................

	154
	Ring binders black
	18mm
	50 Pieces
	[image: image159.emf]
	R..................................

	155
	Ring binders black
	12mm
	50 Pieces
	[image: image160.emf]
	R..................................

	156
	Ring binders black
	9mm
	50 Pieces
	[image: image161.emf]
	R..................................

	157
	Ring binders black
	6mm
	50 Pieces
	[image: image162.emf]
	R..................................

	158
	Ring binders black
	4.5mm
	50 Pieces
	[image: image163.emf]
	R..................................

	159
	Ring binders black
	3mm
	50 Pieces
	[image: image164.emf]
	R..................................

	160
	Frosted sheet binding covers (various colours)
	A4
	100 in a pack
	

	R..................................

	161
	Slide Binders
	5mm
	20 Pieces
	

	R..................................

	162
	Slide Binders
	10mm
	20 Pieces
	

	R..................................

	TOTAL
	R………………………..


The 80/20 system shall be applicable and will be calculated as follows:
	SN
	                              COMPONENT
	POINTS

	1.
	Price: 
	80

	2.
	Preferential points: Specific goals
	20

	1.1.1 
	TOTAL:
	100


Specific goals

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)
	Evidence

	The company owned / director/s / shareholders by people who are Black.

· 100% company owned by people who are Black = 7 points
· ≥51% and <100% company owned by people who are Black = 5 points
· >0% and <51% company owned by people who are Black = 2 points
· 0% company owned by people who are Black = 0 points
	7
	Proof of claim as declared on SBD 6.1 in verifying the tenderer’s status.

The following must be submitted as proof of claim as declared on SBD 6.1 for the specific goals:

· Company Registration Certification as issued by the Companies and Intellectual Property Commission (CIPC).

· Sworn Affidavit or valid B‐BBEE Certificate or Consolidated B-BBEE certificate for Consortium, Joint Venture, or Trust

	The company owned / director/s / shareholders by people who are Women.

· 100% company owned by people who are Women = 10 points
· ≥51% and <100% company owned by people who are Women = 5 points
· >0% and <51% company owned by people who are Women = 2 points
· 0% company owned by people who are Women = 0 points
	10
	Proof of claim as declared on SBD 6.1 in verifying the tenderer’s status.

The following must be submitted as proof of claim as declared on SBD 6.1 for the specific goals:

· Company Registration Certification as issued by the Companies and Intellectual Property Commission (CIPC).

· Sworn Affidavit or valid B‐BBEE Certificate or Consolidated B-BBEE certificate for Consortium, Joint Venture, or Trust

	The company owned / director/s / shareholders by people who are Disabled.

· 100% company owned by people who are Disabled = 3 points
· ≥51% and <100% company owned by people who are Disabled = 2 points
· >0% and <51% company owned by people who are Disabled = 1 points
· 0% company owned by people who are Disabled = 0 points
	3
	Proof of claim as declared on SBD 6.1 in verifying the tenderer’s status.

The following must be submitted as proof of claim as declared on SBD 6.1 for the specific goals:

· Company Registration Certification as issued by the Companies and Intellectual Property Commission (CIPC).

· Sworn Affidavit or valid B‐BBEE Certificate or Consolidated B-BBEE certificate for Consortium, Joint Venture, or Trust


*NB: Points will be allocated based on % ownership to the Company (main tendering entity). Please attach proof/ required documents.
SBD 3.3

PRICING SCHEDULE
(Professional Services)

	NAME OF BIDDER:                                                                                                                           BID NO: DHA04-2025
CLOSING TIME 11:00                                                                                               CLOSING DATE:  28 FEBRUARY  2025  




OFFER TO BE VALID FOR 90 DAYS FROM THE CLOSING DATE OF BID.

	ITEM                                               DESCRIPTION                                                         BID PRICE IN RSA CURRENCY

NO                                                                                                                     ** (ALL APPLICABLE TAXES INCLUDED)


1. The accompanying information must be used for the formulation

 of proposals.

2. Bidders are required to indicate a ceiling price based on the total

estimated time for completion of all phases and including all

expenses inclusive of all applicable taxes for the project. 
            R…………………………................................
3. Period required for commencement with project after acceptance of bid ……………………………

4. Estimated man-days for completion of project
…………………………………..………….

5. 
Are the rates quoted firm for the full period of contract?
Only firm prices will be accepted.
SBD4

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 interest
 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 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 consortium
 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 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

SBD 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, TENDERERS MUST STUDY THE GENERAL CONDITIONS, DEFINITIONS AND DIRECTIVES APPLICABLE IN RESPECT OF THE TENDER AND PREFERENTIAL PROCUREMENT REGULATIONS, 2022
1.1.1 GENERAL CONDITIONS

1.1.1 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).

1.2.1 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.
1.3.1 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.

1.4.1 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


1.5.1 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.

1.6.1 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.

2.1.1 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).  

3.1.1 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



[image: image169.png]



or
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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
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or
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Where


Ps
=
Points scored for price of tender under consideration


Pt
=
Price of tender under consideration


Pmax
=
Price of highest acceptable tender

4.1.1 POINTS AWARDED FOR SPECIFIC GOALS 

4.1.1 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: 
4.2.1 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. 

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)
	Evidence
	Number of points claimed (80/20 system) (To be completed by the tenderer)

	The company owned / director/s / shareholders by people who are Women.

· 100% company owned by people who are Women = 10 points
· ≥51% and <100% company owned by people who are Women = 7 points
· >0% and <51% company owned by people who are Women = 2 points
· 0% company owned by people who are Women = 0 points
	10
	Proof of claim as declared on SBD 6.1 in verifying the tenderer’s status.

The following must be submitted as proof of claim as declared on SBD 6.1 for the specific goals:

· Company Registration Certification as issued by the Companies and Intellectual Property Commission (CIPC).

· Sworn Affidavit or valid B‐BBEE Certificate or Consolidated B-BBEE certificate for Consortium, Joint Venture, or Trust.
	

	The company owned / director/s / shareholders by people who are Black.

· 100% company owned by people who are Black = 7 points
· ≥51% and <100% company owned by people who are Black = 5 points
· >0% and <51% company owned by people who are Black = 2 points
· 0% company owned by people who are Black = 0 points
	7
	Proof of claim as declared on SBD 6.1 in verifying the tenderer’s status.

The following must be submitted as proof of claim as declared on SBD 6.1 for the specific goals:

· Company Registration Certification as issued by the Companies and Intellectual Property Commission (CIPC).

· Sworn Affidavit or valid B‐BBEE Certificate or Consolidated B-BBEE certificate for Consortium, Joint Venture, or Trust.
	

	The company owned / director/s / shareholders by people who are Disabled.

· 100% company owned by people who are Disabled = 3 points
· ≥51% and <100% company owned by people who are Disabled = 2 points
· >0% and <51% company owned by people who are Disabled = 1 points
· 0% company owned by people who are Disabled = 0 points
	3
	Proof of claim as declared on SBD 6.1 in verifying the tenderer’s status.

The following must be submitted as proof of claim as declared on SBD 6.1 for the specific goals:

· Company Registration Certification as issued by the Companies and Intellectual Property Commission (CIPC).

· Sworn Affidavit or valid B‐BBEE Certificate or Consolidated B-BBEE certificate for Consortium, Joint Venture, or Trust.
	


DECLARATION WITH REGARD TO COMPANY/FIRM

4.3.1 Name of company/firm…………………………………………………………………….

4.4.1 Company registration number: …………………………………………………………...

4.5.1 TYPE OF COMPANY/ FIRM

(
Partnership/Joint Venture / Consortium

(
One-person business/sole propriety

(
Close corporation

(
Public Company

(
Personal Liability Company

(
(Pty) Limited 

(
Non-Profit Company

(
State Owned Company

[Tick applicable box]
4.6.1 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.
[image: image203.png]






……………………………………….


SIGNATURE(S) OF TENDERER(S)





SURNAME AND NAME:	 ……………………………………………………….


DATE:			………………………………………………………


ADDRESS:		………………………………………………………


			………………………………………………………


		………………………………………………………


		………………………………………………………











� 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.








� 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.
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