
 

 

 

INVITATION TO BID 

BID NUMBER: DFFE-T017 (24-25) 

 
FOR THE ENLISTMENT OF A PANEL OF FIVE (05) EVENTS MANAGEMENT COMPANIES TO 

PROVIDE EVENTS MANAGEMENT SERVICES, STAKEHOLDER ENGAGEMENT, AND OUTREACH 

CAMPAIGNS TO THE DEPARTMENT OF FORESTRY, FISHERIES AND THE ENVIRONMENT FOR 

A PERIOD OF THREE YEARS (36 MONTHS) ON “AN AS AND WHEN REQUIRED BASIS”. 

 

ENQUIRIES:                                                             

Name   :  SCM Officials 

Office Telephone No.  :  012 399 9892 

E-Mail   :  Tenders@dffe.gov.za 

 

NATIONAL TREASURY CENTRAL SUPPLIER DATABASE (CSD) REGISTRATION  

INFORMATION 

Company 

name  

Supplier 

registration number  

Unique reference 

number  
 

 

 

  
Main contractor  

   
Sub-contracted/ joint 

venture comp 1 

   
Sub-contracted/ joint 

venture comp 2 

 

THE CLOSING DATE OF THE BID:  07 OCTOBER 2024 AT 11:00 AM 

Non-Compulsory briefing session information: 

Date: 26 SEPTEMBER 2024 

Time: 11:00AM-12:00PM 

Platform: Microsoft Teams (Join the meeting now) 

 

https://teams.microsoft.com/l/meetup-join/19%3ameeting_YTA5NmY4MTctNTU3ZC00ZTVhLWE2NWMtMTA4M2QxMWExZmM3%40thread.v2/0?context=%7b%22Tid%22%3a%224ce253e7-3961-428c-ab62-1f96cf3a9fd9%22%2c%22Oid%22%3a%22613ce2ff-72d3-4c82-ac73-3876d3260c57%22%7d
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  Version 1 of 2023 

PART A 
INVITATION TO BID 

YOU ARE HEREBY INVITED TO BID FOR REQUIREMENTS OF THE (NAME OF DEPARTMENT/ PUBLIC ENTITY) 

BID NUMBER: DFFE T017 (24-25) CLOSING DATE: 07 OCTOBER 2024 CLOSING TIME: 11:00 AM 

DESCRIPTION 

THE ENLISTMENT OF A PANEL OF FIVE (05) EVENTS MANAGEMENT COMPANIES TO PROVIDE EVENTS MANAGEMENT 
SERVICES, STAKEHOLDER ENGAGEMENT, AND OUTREACH CAMPAIGNS TO THE DEPARTMENT OF FORESTRY, 
FISHERIES AND THE ENVIRONMENT FOR A PERIOD OF THREE YEARS (36 MONTHS) ON “AN AS AND WHEN REQUIRED 
BASIS”. 

BID RESPONSE DOCUMENTS MAY BE DEPOSITED IN THE BID BOX SITUATED AT (STREET ADDRESS) 

DEPARTMENT OF FORESTRY, FISHERIES AND THE ENVIRONMENT  

473 STEVE BIKO ROAD; CNR SOUTPANSBERG AND STEVE BIKO ROAD, ARCADIA PRETORIA /TSHWANE  

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

CONTACT PERSON SCM Practitioners  CONTACT PERSON  

TELEPHONE NUMBER 012 399 9892  TELEPHONE NUMBER  

FACSIMILE NUMBER N/A FACSIMILE NUMBER  

E-MAIL ADDRESS Tenders@dffe.gov.za  E-MAIL ADDRESS  

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? 

Yes                         No  
 
[IF YES ENCLOSE PROOF] 
 

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

Yes No 
 
[IF YES, ANSWER THE 
QUESTIONNAIRE BELOW] 
 

QUESTIONNAIRE TO BIDDING FOREIGN SUPPLIERS 

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

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

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

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

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

http://www.sars.gov.za/
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PRICING SCHEDULE  
(Professional Services) 

 
 

 
NAME OF BIDDER: …………………………………………………………………………………BID NO: DFFE T017 (24-25) 
CLOSING TIME 11:00 AM CLOSING DATE: 07 OCTOBER 2024 

 
OFFER TO BE VALID FOR 120 DAYS FROM THE CLOSING DATE OF BID. 

 

DESCRIPTION: FOR THE ENLISTMENT OF A PANEL OF FIVE (05) EVENTS MANAGEMENT COMPANIES TO PROVIDE 
EVENTS MANAGEMENT SERVICES, STAKEHOLDER ENGAGEMENT, AND OUTREACH CAMPAIGNS TO THE 
DEPARTMENT OF FORESTRY, FISHERIES AND THE ENVIRONMENT FOR A PERIOD OF THREE YEARS (36 MONTHS) ON 
“AN AS AND WHEN REQUIRED BASIS”. 
   

**(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. PERSONS WHO WILL BE INVOLVED IN THE PROJECT AND  
  RATES APPLICABLE (CERTIFIED INVOICES MUST BE  
  RENDERED IN TERMS HEREOF) 
 
 4. PERSON AND POSITION HOURLY RATE DAILY RATE 
 
 -------------------------------------------------------------------------------------- R------------------------------ --------------------------------- 

 -------------------------------------------------------------------------------------- R------------------------------ --------------------------------- 

 -------------------------------------------------------------------------------------- R------------------------------ --------------------------------- 

 -------------------------------------------------------------------------------------- R------------------------------ --------------------------------- 

 -------------------------------------------------------------------------------------- R------------------------------ --------------------------------- 

 5. PHASES ACCORDING TO WHICH THE PROJECT WILL BE 
  COMPLETED, COST PER PHASE AND MAN-DAYS TO BE  
  SPENT 
 
  ------------------------------------------------------------------------------- R------------------------------ -------------------------- days 

  ------------------------------------------------------------------------------- R------------------------------ -------------------------- days 

  ------------------------------------------------------------------------------- R------------------------------ -------------------------- days 

  ------------------------------------------------------------------------------- R------------------------------ -------------------------- days 
 
 5.1 Travel expenses (specify, for example rate/km and total km, class 
  of airtravel, etc).  Only actual costs are recoverable.  Proof of the 
  expenses incurred must accompany certified invoices. 
 
  DESCRIPTION OF EXPENSE TO BE INCURRED RATE QUANTITY AMOUNT 
 
  -------------------------------------------------------------------------------- ………………. …………….. R……………….. 

  -------------------------------------------------------------------------------- ………………. …………….. R……………….. 

  -------------------------------------------------------------------------------- ………………. …………….. R……………….. 

  -------------------------------------------------------------------------------- ………………. …………….. R……………….. 
 
   TOTAL:  R…………………………………………………. 
 

   ** ”all applicable taxes” includes  value- added tax, pay as you earn, income tax, unemployment  insurance 
fund   contributions and skills development levies. 

      



 

 

 

Name of Bidder: ……………………………………………………………………………………………………………………. 

 

-2- 

 
 

 5.2 Other expenses, for example accommodation (specify, eg. Three 
  star hotel, bed and breakfast, telephone cost, reproduction cost, 
  etc.).  On basis of these particulars, certified invoices will be checked 
  for correctness.  Proof of the expenses must accompany invoices. 
 
  DESCRIPTION OF EXPENSE TO BE INCURRED RATE QUANTITY AMOUNT 
 
  ---------------------------------------------------------------------------------- ………………. …………….. R……………….. 

  ---------------------------------------------------------------------------------- ………………. …………….. R……………….. 

  ---------------------------------------------------------------------------------- ………………. …………….. R……………….. 

  ---------------------------------------------------------------------------------- ………………. …………….. R……………….. 
 
   TOTAL:  R…………………………………………………. 
 
 6. Period required for commencement with project after 
  acceptance of bid ………………………………………………………………. 
 
 7. Estimated man-days for completion of project ………………………………………………………………. 
 
 8. Are the rates quoted firm for the full period of contract?    *YES/NO 
    

 9. If not firm for the full period, provide details of the basis on which 
  adjustments will be applied for, for example consumer price index. ………………………………………………………………. 
  

  ………………………………………………………………. 

  ………………………………………………………………. 

  ………………………………………………………………. 
 *[DELETE IF NOT APPLICABLE] 
 

 
Any enquiries regarding bidding procedures may be directed to the – 
  

Department of Forestry, Fisheries and the Environment 
 
Contact Person: SCM Officials   
Tel: (012) 399 9892 
E-mail: Tenders@dffe.gov.za  
 
 

 

 

 

 

mailto:Tenders@dffe.gov.za


 

BIDDER’S DISCLOSURE 

SBD4 

 

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 with any person 

who is employed by the procuring institution? YES/NO 

 
2.2.1 If so, furnish particulars: 

 

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. 
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…………………………………………………………………………………… 

…………………………………………………………………………………… 
 

 

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 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 

 

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. 
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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 
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    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. 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  
 

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. 
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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 PREFERENCE POINT SYSTEMS  

 A maximum of 80 points is allocated for price on the following basis: 
 
  80/20    
 

 𝑷𝒔 = 𝟖𝟎(𝟏 −
𝑷𝒕−𝑷𝒎𝒊𝒏⬚

𝑷𝒎𝒊𝒏⬚
)  

 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 points is allocated for price on the following basis: 
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              80/20                 
 

 𝑷𝒔 = 𝟖𝟎(𝟏 +
𝑷𝒕−𝑷𝒎𝒂𝒙⬚

𝑷𝒎𝒂𝒙⬚
)   

  

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 the 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.)   
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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) 

Number of 
points 

claimed 
(80/20 

system) 

(To be 
completed by 
the tenderer) 

More than 50% (fifty percent) ownership by Black people  20   

More than 50% (fifty percent) ownership by Women  20   

More than 50% (fifty percent) ownership by people with 
disabilities  

20   

 

 

 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 

 (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 
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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:  ……………………………………………………… 

   ……………………………………………………… 

  ……………………………………………………… 

  ……………………………………………………… 
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THE DEPARTMENT OF FORESTRY, FISHERIES AND THE ENVIRONMENT (DFFE) AS AN ORGAN OF 

THE STATE SUBSCRIBES TO AND PROPAGATES THE PREFERENTIAL PROCUREMENT POLICY 

FRAMEWORK ACT, 2000 (ACT NO. 5 OF 2000) AND THE PREFERENTIAL PROCUREMENT 

REGULATIONS, 2022. 

 

 

 

TERMS OF REFERENCE 

 

 

FOR THE ENLISTMENT OF A PANEL OF FIVE (05) EVENTS MANAGEMENT COMPANIES TO PROVIDE 

EVENTS MANAGEMENT SERVICES, STAKEHOLDER ENGAGEMENT, AND OUTREACH CAMPAIGNS 

TO THE DEPARTMENT OF FORESTRY, FISHERIES AND THE ENVIRONMENT FOR A PERIOD OF 

THREE YEARS (36 MONTHS) ON “AN AS AND WHEN REQUIRED BASIS”. 
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1. PURPOSE 

 
1.1. The Department of Forestry, Fisheries, and the Environment (DFFE) seeks to enlist a panel of five (05) 

events management companies to provide events management services, stakeholder engagement, and 

outreach campaigns to the Department for a period of three (03) years.  

 

2. INTRODUCTION AND BACKGROUND 

 

2.1. The DFFE is currently sourcing quotations from various suppliers using the normal three-quote system. 

2.2. This has resulted in the DFFE seeking the National Treasury approval through a deviation route. This 

is not a sustainable route to adopt for managing events in a manner that reduces costs while also not 

flouting Supply Chain Management prescripts. 

2.3. The DFFE, through this process, will be a panel of five (05) events management companies for a period 

of three (03) years. 

2.4. The Departmental events are very crucial as their main purpose is to create awareness about the 

achievements, and plans of the department and the sector, commemorate international and national 

environmental days to create awareness and share information about the importance of conserving and 

managing the environment, encourage active participation of the public in environmental management.  

 

3. OBJECTIVES 

 
3.1. The DFFE intends to enlist a panel of five (05) events management companies for a period of three (03) 

years. 

 

4. SCOPE AND EXTENT OF WORK 

 
4.1. The enlisted panel of service providers will be expected to work jointly with the events manager and 

project Leader in hosting, coordinating, and managing the following types of events but not limited to: 

4.1.1. International and National Conferences. 

4.1.2. Lekgotla/Summits/Colloquium. 

4.1.3. Hosting of Environment Days Events and Launches. 

4.1.4. Hosting of Outreach Campaigns. 

4.1.5.  Hosting of Clean-Up Campaigns 

4.1.6.  Hosting of School Competitions.  

4.1.7. Hosting of Media Briefings, Media Tours, Roundtables, and Networking Sessions. 

4.1.8. Stakeholder Engagement Sessions 
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4.2. The enlisted panel of service providers will be expected as and when required once the RFQ process 

has been finalized, to plan, conceptualize, organize, implement, and manage events with respect to the 

following tasks and categories but not limited to: 

NO TASKS 

4.2.1 Logistical Requirements 

Provide logistical arrangements for all events, stakeholder engagements, media events and 

outreach and awareness campaigns of the Department of Forestry, Fisheries, and the 

Environment. Logistical arrangements may involve the following services and facilities, but not 

limited to: 

• Booking of appropriate venue in line with Client’s specifications. 

• Sound. 

• Audio-visual equipment (screens, microphones with stands and cordless, projectors and 

on-site technicians. 

• Staging as per the technical riders. 

•  Tents / marquees. 

• Marshals  

• PVC (Plastic Vinyl Cladding) of the marquees 

• Fire extinguishers 

• Synthetic grass and flooring 

• Lighting 

• Electrical connections and plugs 

• Shaded stages / raised platforms. 

• Emergency Medical Services 

• Lecterns. 

• Furniture hire (plastic, phoenix chairs, VIP tiffany chairs, couches, cushions, Fold up 

trestle with white stretch covers, rectangular, cocktail chairs and tables, and round tables, 

tablecloths) 

• Water (bottles or sachets). 

• Public Address System (PA system). 

• Standby technical assistance. 

• Power silent generator(s). 

• Climate control, e.g., heating and cooling. 

• Portable chemical toilets, VIP, and paraplegic toilets. 

• Clearing and cleaning of site (before and after). 
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NO TASKS 

• Signage. 

•  Enough safe parking. 

• Exhibition facilities and exhibition panels 

• Catering. 

• Site plans / layout. 

• Engineers Safety Certificate, C.O.C. and Occupational Certificate 

• Crowd control barriers. 

• Décor hire (centerpieces, napkins, underplates, draping, runner carpets, plinths, cutlery, 

crockery, delivery, and collection) 

• Stanchions with ropes. 

• Transport (shuttles and flights), meals and accommodation for communities, stakeholders, 

media, and schools participating in the departmental outreach campaigns and stakeholder 

engagements. 

• Public liability insurance 

• Prizes for school competitions 

• Fish dissection 

• Donations (stationary, sanitary towels, school shoes, uniform, garden tools, seedlings, 

waste bins)  

• Hybrid equipment for live streaming 

• Drone services including production and editing services. 

It may be expected of the service provider to provide either all the above in an event or a 

selection of the above. 

Pictures of all implemented logistics should be submitted to the Department representative 

after the event. 

Ensure the activation of the Joint Operations Centre in conjunction with the Department’s 

Security unit for all events and provide safety certification for all infrastructure erected for the 

event. 

4.2.2 Interpreters, Interpreting Equipment, Transcription, Translation and Rapporteurs 

It will be expected of the service provider to ensure that consecutive and simultaneous 

interpreting are available at any event organized by the Department, or where the need arises. 

The service of rapporteurs and note taking may be required from companies for certain 

conferences and workshops. 
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NO TASKS 

The service provider shall source the provision of all necessary equipment, such as 

microphones, booths, headsets, etc., for interpreting in multiple venues. 

The service provider will ensure that the equipment provided is appropriate and technologically 

advanced and must provide picture or proof thereof at the time of quotation. 

Two interpreters per language should be always provided. Sign Language Interpreters are 

also required. Only Accredited interpreters should be always used. Proof of accreditation to a 

professional body should be provided. 

4.2.3 Invitations, Accreditation, and RSVPs 

The service provider may be required to jointly with the events manager enlist the services of 

a live and online process to manage invitations, RSVPs, and registration. 

4.2.4 Promotional Items 

The service provider should provide for the design and production of a wide range of 

promotional items. The logo of the Department should always appear on promotional items.  

Promotional materials for community environmental awareness. 

During the community environment awareness sessions conducted in community halls or 

street by street loud hailing or door to door, the departmental officials share information about 

environmental management with community members, thereafter ask questions to them to 

confirm if they grasped the key messages presented to them, if they give correct answers, 

they are given one of these promotional items with environmental messages as a reference 

for them and be able to pass them to their neigbours and families as a token of appreciation. 

It is also used for stakeholder engagements.  

• String bags 

• Lanyards 

• Pens 

• Eco - Shopper bags 

• Mouse pads with environmental calendar days, departmental thematic areas  

• Tablecloths with environmental days and departmental thematic areas  

• Tea tray materials with environmental days and departmental thematic areas  

• Memory sticks for information with all departmental thematic messages to be used for 

exhibitions. 

All material must be delivered to the venue where the promotional items are required, within 

the specified time, before the event. 

4.2.5 Publications / Printing  
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NO TASKS 

• Bookmarks 

• Notepads / writing pads 

• Fridge magnets environmental calendar days, departmental thematic areas 

• Book covers with all departmental thematic messages.  

4.2.6 Clean-up materials 

• Gloves & Masks 

• Plastics 

• Litter pickers 

• Waste sacks  

• Aprons 

4.2.7 Audio Visual (Information center electronic kiosks and cameras)  

• Equipment for Exhibitions and Career Expos 

4.2.8 Water harvesting tanks.  

• To water the greening sites such as vegetable gardens, community parks, etc. greening 

spaces converted from illegal dumps cleared during clean-ups in areas where there is no 

water supply, vegetable seeds, seedling, etc.) 

• No dumping signage board 

 

4.3. ROLES AND RESPONSIBILITIES 

4.3.1. The DFFE will be responsible for the following but not limited to: 

• Planning all the events, outreach campaigns, and stakeholder engagements. 

• Specifying areas that the service provider needs to focus on in the provision of events 

management services. 

• Specifying to the service provider clear venue specifications that are in tandem with the 

client’s needs. 

• Providing continuous support to the Events Management Company by approving and 

signing off on all issues. 

• Provide guidance and direction on what is needed. 

• Share information with the company and provide funding for events the Department 

initiates. 

4.3.2. The Events Management Company will be responsible for the following but not limited 

to: 

• Conducting all bookings and procurements of venues and all related facilities 

associated. 
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• Conducting the logistical arrangements such as procurement of catering and transport 

of communities, schools, media, and stakeholders participating in the departmental 

events, stakeholder engagements, and outreach campaigns. 

• Payment of prices for school competitions  

• Ensure that all services are cost-effective. 

• Ensure that a professional service is delivered to the Department. In cases of poor 

performance, a company will be blacklisted. 

• Reporting on risk management issues. 

 

5. EXPECTED DELIVERABLES / OUTCOMES 

 

5.1. The service providers will be expected to conduct the following but not limited to: 

NO TASKS 

5.1.1. Logistical Requirements 

Provide logistical arrangements for all events, stakeholder engagements, media events and 

outreach and awareness campaigns of the Department of Forestry, Fisheries, and the 

Environment. Logistical arrangements may involve the following services and facilities, but not 

limited to: 

• Booking of appropriate venue in line with Client’s specifications. 

• Sound. 

• Audio-visual equipment (screens, microphones with stands and cordless, projectors and 

on-site technicians. 

• Staging as per the technical riders. 

• Tents / marquees. 

• Marshals. 

• PVC (Plastic Vinyl Cladding) of the marquees 

• Fire extinguishers 

• Synthetic grass and flooring 

• Lighting 

• Electrical connections and plugs 

• Shaded stages / raised platforms. 

• Emergency Medical Services 

• Lecterns. 
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NO TASKS 

• Furniture hire (plastic, phoenix chairs, VIP tiffany chairs, couches, cushions, Fold up trestle 

with white stretch covers, rectangular, cocktail chairs and tables, and round tables, 

tablecloths) 

• Water (bottles or sachets). 

• Public Address System (PA system). 

• Standby technical assistance. 

• Power silent generator(s). 

• Climate control, e.g., heating and cooling. 

• Portable chemical toilets, VIP, and paraplegic toilets. 

• Clearing and cleaning of site (before and after). 

• Signage. 

• Enough safe parking. 

• Exhibition facilities and exhibition panels 

• Catering. 

• Site plans / layout. 

• Engineers Safety Certificate, C.O.C. and Occupational Certificate 

• Crowd control barriers. 

• Décor hire (centerpieces, napkins, underplates, draping, runner carpets, plinths, cutlery, 

crockery, delivery, and collection) 

• Stanchions with ropes. 

• Transport (shuttles and flights), meals and accommodation for communities, stakeholders, 

media, and schools participating in the departmental outreach campaigns and stakeholder 

engagements. 

• Public liability insurance 

• Prizes for school competitions 

• Fish dissection 

• Donations (stationary, sanitary towels, school shoes, uniform, garden tools, seedlings, 

waste bins)  

• Hybrid equipment for live streaming 

• Drone services including production and editing services. 

It may be expected of the service provider to provide either all the above in an event or a selection 

of the above. 
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NO TASKS 

Pictures of all implemented logistics should be submitted to the Department representative after 

the event. 

Ensure the activation of the Joint Operations Centre in conjunction with the Department’s Security 

unit for all events and provide safety certification for all infrastructure erected for the event. 

5.1.2. Interpreters, Interpreting Equipment, Transcription, Translation and Rapporteurs 

It will be expected of the service provider to ensure that consecutive and simultaneous interpreting 

are available at any event organized by the Department, or where the need arises. 

The service of rapporteurs and note taking may be required from companies for certain 

conferences and workshops. 

The service provider shall source the provision of all necessary equipment, such as microphones, 

booths, headsets, etc., for interpreting in multiple venues. 

The service provider will ensure that the equipment provided is appropriate and technologically 

advanced and must provide picture or proof thereof at the time of quotation. 

Two interpreters per language must be always provided. Sign Language Interpreters are also 

required. Only Accredited interpreters should be always used. Proof of accreditation to a 

professional body should be provided. 

5.1.3. Invitations, Accreditation, and RSVPs 

The service provider may be required to jointly with the events manager enlist the services of a 

live and online process to manage invitations, RSVPs, and registration. 

5.1.4. Promotional Items 

The service provider should provide for the design and production of a wide range of promotional 

items. The logo of the Department should always appear on promotional items.  

Promotional materials for community environmental awareness. 

During the community environment awareness sessions conducted in community halls or street 

by street loud hailing or door to door, the departmental officials share information about 

environmental management with community members, thereafter ask questions to them to 

confirm if they grasped the key messages presented to them, if they give correct answers, they 

are given one of these promotional items with environmental messages as a reference for them 

and be able to pass them to their neighbors and families as a token of appreciation. It is also used 

for stakeholder engagements.  

• String bags 

• Lanyards 
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NO TASKS 

• Pens  

• Eco - Shopper bags 

• Mouse pads with environmental calendar days, departmental thematic areas  

• Tablecloths with environmental days and departmental thematic areas  

• Tea tray materials with environmental days and departmental thematic areas  

• Memory sticks for information with all departmental thematic messages to be used for 

exhibitions. 

All material must be delivered to the venue where the promotional items are required, within the 

specified time, before the event. 

5.1.6. Publications / Printing  

• Bookmarks 

• Notepads / writing pads 

• Fridge magnets environmental calendar days, departmental thematic areas 

• Book covers with all departmental thematic messages.  

5.1.7. Clean-up materials 

• Gloves & Masks 

• Plastics 

• Litter pickers 

• Waste sacks 

• Aprons 

5.1.8. Audio Visual (Information center electronic kiosks and cameras)  

• Equipment for Exhibitions and Career Expos 

5.1.9. Water harvesting tanks.  

• To water the greening sites such as vegetable gardens, community parks, etc. greening 

spaces converted from illegal dumps cleared during clean-ups in areas where there is no 

water supply, vegetable seeds, seedling, etc.) 

• No dumping signage board 
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6. PERIOD / DURATION OF PROJECT / ASSIGNMENT 

 

6.1. The service providers will be enlisted into the panel for a period of thirty-six (36) months from the date 

of signing the Service Level Agreement (SLA) and an official purchase order issued to the service 

provider on “an as and when required basis”. 

 

7. COSTING / COMPREHENSIVE BUDGET 

 

7.1. Costing for services required by DFFE will be required during the RFQ process where bidders will be 

competing for the services as per the scope of work. 

7.2. A technical proposal must be presented with this bid.  

7.3. DFFE reserves the right to negotiate price with a recommended service provider identified during the 

RFQ process without offering the same opportunity to any other bidder (s) who have not been 

recommended. 

7.4. A comprehensive offer/ quotation must be provided with technical specifications inclusive of all 

disbursement costs, expenses, and VAT (supplier(s) must quote for all activities as included in the 

Pricing Schedule unless indicated otherwise as and when required).  

7.5. The price will be valid for 120 days. The bid validity might be extended, and the new extension date 

shall remain valid until the award is concluded. The bidders will be given seven (7) days from the date 

of the letter to respond, failure to do so will be deemed that the bidding company agrees with the content 

of the validity extension. 

 

 

8. PANEL UTILISATION 

 

8.1 Once enlisted to the panel, the allocation of work will be done in the form of an RFQ or RFP, where 

members of the panel will be sent a project specification schedule of quantities for pricing. The enlisted 

service providers will be allocated work, based on their submitted prices, where preferable the highest-

scoring bidder will be enlisted to undertake the work on an as-and-when-required basis. 

8.2 Allocation of more than one (01) contract will depend on the bidder’s performance, financial standing, 

and capacity requirements (human resource/key personnel required for the successful completion of 

the project). Bidders will be allowed to prove the availability of these requirements before project 

allocation. 

8.3 Being part of the panel does not guarantee any work from DFFE.  
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8.4 DFFE will evaluate the performance of the bidding firm regularly; poor performance will result in the 

cancellation of work orders and removal from the panel. 

8.5 The preference point system that will apply to the panel will be 80/20. The points scored in respect of 

the level of B-BBEE contribution contemplated in sub-regulation 7(2) will be added to the points scored 

for the price as calculated in accordance with sub-regulation 7(1) respectively. The service providers 

will be expected to respond to the all the Request for Quotations (RFQs) from DFFE within 24 hours. 

8.6 The enlisted members of the panel will be required to confirm the specific resources available as part 

of project allocation and the contracting process, as and when such process is undertaken. Not having 

suitable resources at the time of project appointment, could result in a contractor being passed over 

until the next round of project appointment. 

8.7 The service provider shall be bound to execute all of the required quantities of scope as needed by the 

Department during the period of the contract; in this case on an “as and when” required basis for a 

period of three (03) years.  

8.8 DFFE reserves the right not to appoint any of the bidders. 

 

9. INFORMATION SESSION  

 

9.1. Is the briefing session applicable?  

9.2. Is it a compulsory briefing session? 

9.3. The briefing session will be held as follows: 

Date:    26 SEPTEMBER 2024 

Time:    11:00AM-12:00PM 

Platform/ Venue:  Join the meeting now 

9.4. Request for clarification of the tender document, questions, or queries, if necessary, must be submitted 

to the DFFE representative as listed under technical enquiries at least seven (07) calendar days before 

the stipulated closing date and time of the tender in writing. However, DFFE shall not be liable nor 

assume liability for failure to respond to any questions and/or queries raised by the bidder. 

 

10. EVALUATION CRITERIA 

 

10.1 The evaluation for this bid will be carried out in the following phases:  

• Phase 1: Pre-compliance. 

• Phase 2: Mandatory Requirement  

• Phase 3: Functionality Criteria 

NO 

YES 

https://teams.microsoft.com/l/meetup-join/19%3ameeting_YTA5NmY4MTctNTU3ZC00ZTVhLWE2NWMtMTA4M2QxMWExZmM3%40thread.v2/0?context=%7b%22Tid%22%3a%224ce253e7-3961-428c-ab62-1f96cf3a9fd9%22%2c%22Oid%22%3a%22613ce2ff-72d3-4c82-ac73-3876d3260c57%22%7d
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10.2 PHASE 1: PRE-COMPLIANCE  

10.2.1. During this phase bid documents will be reviewed to determine compliance with SCM 

returnable documents, tax matters, and whether proof of registration on the Central Supplier 

Database (CSD) has been submitted with the bid documents at the closing date and time of 

the bid.  

10.2.2. The bid proposal will be screened for compliance with administrative requirements as 

indicated below:  

ITEM NO. ADMINISTRATIVE REQUIREMENTS  CHECK/ COMPLIANCE  

1 Master Bid Document  Provided and bound 

2 Electronic Copy (USB) Same as the master bid document 

3 SCM - SBD 1 - Invitation to Bid  Completed and signed  

4 Tax Compliance and CSD Registration  
Attached CSD registration number/ Proof 

of CSD registration and/ or SARS Tax Pin 

5 SCM - SBD 4 – Bidders Disclosure Completed and signed  

6 

SCM - SBD 6.1 - Preference Points Claim 

Form in terms of the Preferential 

Procurement Regulations 2022  

Completed and signed  

7 

In case of bids where Consortia / Joint 

Ventures, Consortia/ Joint Venture 

agreement signed by both parties must be 

submitted with bid proposal 

JV agreement completed and signed, if 

applicable  

 

10.3. PHASE 2: MANDATORY REQUIREMENTS  

10.3.1. The following mandatory requirements will apply, and tenderers must submit all requirements 

indicated hereunder with the bid documents at the closing date and time of the bid. During this 

evaluation phase, the bidder’s responses will be evaluated based on the documents submitted 

under mandatory requirements. 

10.3.2. Tenderers who fail to comply with the mandatory requirements will be disqualified and will not 

be evaluated further on functionality criterion. 
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ITEM 
NO 

MANDATORY REQUIREMENTS 

COMPLY  

YES NO 

1 

Bidders must provide the following proof:  

Only a letter of commitment from a service provider registered with 

the Financial Sector Conduct Authority (FSCA) indicating 

commitment to fund the bidder to the value of R 1 000 000.00 

should they be successful / Bank guarantee letter or overdraft 

facility to the transaction value of R 1 000 000.00 will be 

considered. 

  

 

 

10.4. PHASE 3: FUNCTIONALITY CRITERIA  

10.4.1. Only bid proposals that meet Mandatory Requirement will be evaluated on functionality criteria. 

10.4.2. The bidder must score a minimum of 75%, during Phase 3 (functionality) of the evaluation to be 

enlisted into the panel.  

10.4.3. The following values/ indicators will be applicable when evaluating functionality:  

GUIDELINES FOR 

CATEGORY CRITERIA 

FUNCTIONALITY: (GUIDELINES FOR CRITERIA 

APPLICATION) 
WEIGHT  

 

 

 

A proposed project 

plan, methodology and 

management of the 

project in Events 

Management, 

Stakeholder 

Engagements and 

Outreach or Awareness 

Campaigns. 

Bidders are required to provide a detailed project plan with 

intermediate, and final outputs and identified timeframes/ 

milestones of proposed methodology in Events Management, 

Stakeholder Engagements and Outreach or Awareness Campaigns. 

Project plan, methodology and project 

management in Events Management, 

Stakeholder Engagements and Outreach 

or Awareness campaigns. 

Indicator 
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Project Plan and methodology, action well 

broken down, with detailed objectives and 

milestones 

5 

Project Plan and methodology, action partly 

broken down, clear objectives, and clear 

milestone 

4 
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GUIDELINES FOR 

CATEGORY CRITERIA 

FUNCTIONALITY: (GUIDELINES FOR CRITERIA 

APPLICATION) 
WEIGHT  

Project Plan and methodology, action 

broken down with no deliverables and 

timeframes 

3 

Limited information provided on the action 

plan 
2 

Task not well understood. 1 

No information provided 0 

 

 

Technical Capability/ 

expertise and track 

record of the Project 

Leader to be assigned 

to the project in events 

management, 

stakeholder 

engagements and 

outreach or Awareness 

campaigns. 

Bidder(s) are required to demonstrate that they have the necessary 

resources and technical expertise to undertake and successfully 

complete the project.  

Bidder(s) should submit curriculum vitae for the Project leader 

proposed to be employed on the project.  

Curriculum vitae are to include specific details of these individuals 

including, inter alia, relevant experience and to include three 

contactable references, and experience in events management, 

stakeholder engagements and outreach  or Awareness campaigns. 

Experience of the Project Leader in 

events management, stakeholder 

engagements and outreach or 

Awareness campaigns. 

Indicator 

25 

10 years or more years’ experience  5 

7 years and less than 10 years’ experience 4 

5 years and less than 7 years’ experience  3 

3 years and less than 5 years’ experience  2 

2 years and less than 3 years’ experience  1 

Less than 2 years’ experience or no 

experience 
0 

The service provider 

experience, track 

record and knowledge 

in Stakeholder 

Bidder(s) are required to demonstrate relevant 

experience and competency of the company for all 

successfully completed projects.  
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GUIDELINES FOR 

CATEGORY CRITERIA 

FUNCTIONALITY: (GUIDELINES FOR CRITERIA 

APPLICATION) 
WEIGHT  

Engagements and 

outreach or Awareness 

campaigns. 

Bidder(s) should submit full details of reliable 

contactable dully signed positive references letters 

on company letter head where successfully 

completed projects indicating the value of the project 

were done in Stakeholder Engagements and 

Outreach or Awareness campaigns. 

Company experience in Stakeholder 

Engagements and Outreach or 

Awareness campaigns. 

Indicator 

30 

10 duly signed positive reference letters on 

successfully completed projects 
5 

9 duly signed positive reference letters on 

successfully completed projects 
4 

8 duly signed positive reference letters on 

successfully completed projects  
3 

7 duly signed positive reference letters on 

successfully completed projects  
2 

6 duly signed positive reference letters on 

successfully completed projects  
1 

Less than 6 duly signed positive reference 

letters on successfully completed projects 
0 

The service provider 

experience, track 

record and knowledge 

in Events Management. 

Bidder(s) are required to demonstrate relevant experience and 

competency of the company for all successfully completed projects.  

Bidder(s) should submit full details of reliable contactable dully 

signed positive references letters on company letter head where 

successfully completed projects indicating the value of the project 

were done in Events Management. 

Company experience in Events 

Management projects. 
Indicator 

30 10 duly signed positive reference letters on 

successfully completed projects indicating 

the value of the projects 

5 
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GUIDELINES FOR 

CATEGORY CRITERIA 

FUNCTIONALITY: (GUIDELINES FOR CRITERIA 

APPLICATION) 
WEIGHT  

9 duly signed positive reference letters on 

successfully completed projects indicating 

the value of the projects 

4 

8 duly signed positive reference letters on 

successfully completed projects indicating 

the value of the projects 

3 

7 duly signed positive reference letters on 

successfully completed projects indicating 

the value of the projects 

2 

6 duly signed positive reference letters on 

successfully completed projects indicating 

the value of the projects 

1 

Less than 6 duly signed positive reference 

letters on successfully completed projects 

indicating the value of the projects  

0 

TOTAL POINTS ON FUNCTIONALITY 100 

 

 

11. BID SUBMISSION REQUIREMENTS 

 
11.1 Bidders must ensure that the following submission requirements, which will be needed for evaluation 

purposes are included in their bid proposal and are as follows: 

11.1.1. The service provider must draft a table of contents that will indicate where each document is 

in the proposal. 

11.1.2. The information in the CV of the proposed Project leader must include relevant experience in 

the chosen area of expertise. 

11.1.3. Project reference specifying the role played by the service provider in the listed projects or 

assignments. 

11.1.4. Where applicable contactable reference will be required on the CV for due diligence, however 

bidders will not be disqualified.  

11.1.5. A detailed project plan with a clear indication of who will be responsible for the management 

of the assignment as well as its execution. The allocation of team members on the 

assignments must be based on the experience in delivering the scope of work as listed 
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11.1.6. Standard bidding documents (SBD1 4, and 6.1). 

11.1.7. Copy of Central Supplier Database (CSD) report or tax pin certificate from SARS. 

11.1.8. Letter of Authority to sign documents on behalf of the company. 

 

12. LEGISLATIVE FRAMEWORK OF THE BID 

 
12.1 Tax Legislation 

12.1.1. Bidder must at all-time be compliant when submitting a proposal to DFFE and remain 

compliant for the entire contract term with all applicable tax legislation, including but not limited 

to the Income Tax Act, 1962 (Act No. 58 of 1962) and Value Added Tax Act, 1991 (Act No. 89 

of 1991). 

12.1.2. Bidders who make taxable supplies more than R1 million in any 12-month conservative period 

are liable for compulsory VAT registration, but a person may also choose to register voluntarily 

provided that the minimum threshold of R50 000 has been exceeded in the past 12-month 

period.  

12.1.3. Bidders who meet the above requirement must register as VAT vendors, if successful, within 

one month of award of the bid.  

12.1.4. SARS Tax Status Pin requirements / or Central Supplier Database (CSD) number or report 

must be provided. 

12.2  Procurement Legislation  

12.2.1. Bidders must be cognisant of the legislation and/or standards specifically applicable to the 

services. 

12.2.2. Bidders are requested to submit a valid B-BBEE Status Level Verification Certificate issued 

by SANAS Accredited Verification Agency, or B-BBEE Certificate issued by CIPC, or a Sworn 

Affidavit commissioned by Commissioner of Oaths together with their bids. The sworn affidavit 

must be signed by the deponent (Bidder), in the presence of a Commissioner of Oaths where 

the Commissioner of Oaths must affix his/her signature, together with the stamp of the office, 

and affix a date on which the signature was affixed. Furthermore, the dates of the deponent 

and the CoO must correspond. 

12.2.3. If the application is made by a Joint Venture or Partnership, the accreditation credentials in 

the name of joined entities must be submitted. Members of the joint venture must meet the 

requirements of the proposal. 

12.3 Privacy and Protection of Personal Information Act 4 of 2013 
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12.3.1. Protecting personal information is important to the Department of Forestry, Fisheries, and the 

Environment. To do so, DFFE follows general principles by applicable privacy laws and the 

Protection of Personal Information Act 4 of 2013 (POPIA). 

12.3.2. DFFE’s role as the responsible party is amongst others to process personal information for 

the intended purpose for which it was obtained and in line with legal agreements with its 

respective/ prospective service providers and third parties. 

12.3.3. DFFE will process personal information only with the knowledge and authorisation of the 

bidder/ respondent and will treat the personal information which comes to its knowledge as 

confidential and will not disclose it unless so required by law or subject to the exception 

contained in the POPIA. 

12.3.4. DFFE reserves all the rights afforded to it by the POPIA in the processing of any of its 

information as contained in this bid and the bidder/respondent is required to comply with all 

prescripts as detailed in the POPIA relating to all information concerning DFFE. 

12.3.5. In responding to this bid, DFFE acknowledges that it will obtain and have access to the 

personal information of the bidder/ respondent. DFFE agrees that it shall only process the 

information disclosed by the bidder/ respondent in their response to this bid for evaluation and 

subsequent award of the tender and by any applicable law. 

 

13. SPECIAL CONDITIONS OF THE CONTRACT 

 

13.1. The specifications in the form of a Request for quotation will be sent to a group of contracted Events 

management companies on a competitive basis and are required to respond within a stipulated time 

frame. 

13.2. The enlisted company will be required to make a presentation to the Department on how outsourcing or 

sub-contracting will take place (list of companies provided), payments, final payments, reconciliation of 

budgets, and management fees involved. The enlisted company will select subcontractors in 

consultation with the Department. 

13.3. Services should be contracted from the province and area where the event will take place where 

possible. 

13.4. On appointment, the performance measures for the delivery of the project will be closely monitored by 

the DFFE. 

13.5. The service provider/s will submit a soft copy weekly progress report for the first months from the start 

of the project then submit monthly progress reports to the Programme Manager, within four (04) days 

after the end of each month and quarter for the duration of the project. Failure to submit the required 

reports on time will result in penalties. 
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13.6.  A short debriefing meeting will be convened immediately after the event. 

13.7. A post-event report should be submitted within two weeks after the event, which must include, but is not 

limited to, the number of jobs created during the event for example 60% women, 25% youth, and 2% 

people with disability. 

13.8. The template for the post-event report will be provided by the Department of Forestry, Fisheries, and 

the Environment. 

13.9. The Programme Manager shall do the ongoing management of the Service Level Agreement. 

13.10. The enlisted service Provider may be subjected to security vetting and screening. 

13.11. The service provider/s must guarantee the presence of the senior in charge of fieldwork throughout the 

duration of the contract. 

13.12. Prior to the appointment of a replacement, the Programme Manager must approve such appointment. 

If the senior must leave the project, a period of at least one (1) month is required, in which the senior 

must work parallel with the next person (senior consultant with similar expertise and equal years of 

experience) enlisted and able to transfer skills and knowledge. 

13.13. All the conditions specified in the General Conditions of Contract (GCC) will apply and where the 

conditions in the special conditions of contract contradict the conditions in the general conditions of 

contract the special conditions of contract will prevail. 

13.14. The service provider shall notify the DFFE in writing of all subcontracts awarded under this contract if 

not already specified in the bid. Such notification, in the original bid or later, shall not relieve the service 

provider from any liability or obligation under the contract. 

13.15. The service provider will submit monthly progress reports as per the agreed to work plan, to the 

Programme Manager, within 3 days after the set date. 

13.16. The proposals should be submitted with all required information containing technical information. 

13.17. A trust, consortium, or joint venture will qualify for Preference Points if their average combined 

ownership is more than 50% (fifty percent) of ownership on specific goals (e.g., two or more companies 

claiming preference points, Ownership/ Directorship will be combined and divided by the number of 

companies to ascertain the preference points), 

13.18. DFFE reserves the right to request additional information to validate any information submitted by 

bidders including preference points claimed. 

13.19. If the DFFE is of the view that a Bidder submitted false information regarding a Specific Goal, the DFFE 

must inform the Bidder accordingly and allow the Bidder to make representations within 14 (fourteen) 

days as to why: - 

13.19.1. the Tender may not be disqualified, or, 

13.19.2. if the Tender has already been awarded to the Bidder, the contract or order should not be 

terminated in whole or in part. 
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13.20. After considering the representations, the DFFE may, if it concludes that the information relating to a 

Specific Goal is false, disqualify the Bidder or terminate the Contract in whole or in part and if applicable, 

claim damages from the Bidder. 

13.21. Poor or non-performance by the bidder will result in the cancellation of contracts/orders. 

13.22. Please take note that DFFE is not bound to select any of the firms submitting proposals. DFFE reserves 

the right not to award any of the bids and not to award the contract to the lowest bidding price. 

13.23. DFFE will not be held responsible for any costs incurred by the service providers in the preparation, 

presentation, and submission of the proposal. 

13.24. The Department will consider Company and Individual(s) (Personnel) experience and Qualifications 

obtained within and outside the Republic of South Africa (RSA). For evaluation purposes, qualifications 

obtained outside RSA must be accompanied by the SAQA Certificate of Evaluation (SCoE). The SCoE 

must indicate the recognition decision taken by SAQA with respect to the foreign qualification and the 

comparability of that qualification with a South African qualification registered on the National 

Qualification Framework (NQF). Foreign qualifications that are not accompanied by the SCoE will not 

be considered for evaluation in this contract.  

13.25. The recognition of foreign qualifications is in terms of the South African National Qualifications 

Framework (NQF) conducted by SAQA. SAQA derives this mandate from the NQF Act, 67 of 2008 (as 

amended) and performs the function according to the Policy and Criteria for Evaluating Foreign 

Qualifications within the South African NQF (as amended, 2017). (www.saqa.org.za)” 

 

14. PAYMENT TERMS 

 

14.1. DFFE undertakes to pay out in full or as per deliverables within 30 (thirty) days all valid claims for work 

done to its satisfaction upon presentation of an approved detailed claim and the required reports 

stipulated in special conditions. No payment will be made where there is outstanding information/ work 

not submitted by the service provider/s until that outstanding information is submitted. 

 

15. TECHNICAL ENQUIRIES 

 

15.1. Should you require any further information in this regard, please do not hesitate to send written enquiries 

to: Tenders@dffe.gov.za  

https://protect-za.mimecast.com/s/-22MC8qANXUXkYJyHnSFuM?domain=saqa.org.za
mailto:Tenders@dffe.gov.za
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16. ANNEXURE A – CV TEMPLATE TO BE COMPLETED BY THE PROJECT LEADER 

 

CV TEMPLATE 

 

1. Surname  

2. Name  

3. National ID / Passport Number  

4. Contact Number  

5. Email Address  

6. Proposed role on the project  

 

7. Education: 

Year Completed Institution Qualification (s) obtained NQF Level 

    

    

    

    

    

 

8. Language skills: Indicate competence on a scale from 1 (basic) to 5 (excellent) 

Language Reading Speaking Writing 

    

    

    

    

 

9. Membership of professional bodies: 

Name of professional body Year joined Membership Number 

   

   

   

 

10. Other skills: (e.g. Computer literacy, etc.) 

 

 

 

 

11. Present position: 

Name of Employer  

Position  

Date from - Date to  

 

12. Years within the institution: 
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13. Key experience relevant to the terms of reference: (List specific assignments relevant to the terms of reference) 

Name of Employer Name of Client Role on 

Assignment 

Client Reference 

(Provide contact person 

and contact details) 

Date from - Date to Description of key experience as per 

the requirements of Terms of Reference 

      

      

      

 

14. Professional experience: 

Name of Employer Date from - Date 

to 

Reference 

(Provide contact person and contact details) 

Position Description of duties 

     

     

     

     

 

15. Other relevant information (e.g. Publications) 

 

 

 




































