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Mopani District Municipality'

Private Bag X9687

Tel: +27 15 8116300

Giyani Fax:+27 15 812-
4570
0826
léud_get a;n_d Treasury . i
- Office
L
¥
e - [
- ENG MATHONSFH - — = . o o . 4
DATE: 14th October 2016
FROM: ACTING CHIEF FINANCIAL OFFICE: CFO
SUBJECT: Request for Formal Written Price Quotation

Mopani District Municipality hereby inviles formal written price quotation as per the attached specifications.

Kindly sent the quotation as per the below information:-

Physical Address:

Submission of Quotes (Tender Box)

Closing Date

Mwémfy -

MANGENA §
ACTING CFO

Mopani District Municipality

Office No:.41
12t Floor
Giyani

(015) 811 8300
Office No: 42
1=t Floor
Giyani

(015) 811 6300

26 October 2016/ 12h00
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SPECIFICATIONS Q04/10/2016

- Appointment of training provider to train 40 employee (senior managers records
clerk and secretaries) on records management at NQF level 04 (9406)

24 Registration. number- 0f company,” enterprise, close corporation, parinership agreement or trust:
25 Tax Reference Number: .......... et
26 . =YAT Registration Number: _» ..................................................................

- 2641 “The names of all directors / trusteeslshareholdersl members, thewmdwnﬁual |denﬁy numbers, tax reference numbers

and, if applicable, employee / PERSAL numbers must be indicaled in paragraph 3 below.
*“Stale” means -
{a) any national or provincial department natlonal or provincial public entity or-constitutional institution \w[{n the
meaning of the Public Finance Management Act, 1999 (Aci No. 1 of 1999)
(b) any municipality or municipal enfity, < e - T e e =
¢) provincial legislature; T
d) national Assembly or the national Council of provinces; or
Y Parliament.

e

#Shareholder” means a person who owns shares in the company and is actively involved in the management of the enlerprise or
business and exercises controf over the enterprise.

27 Are you or any person connected with the bidder YES/NO
presently employed by the state?

27.1  f so, fumnish the following particulars:

Name of person / director / frustee / shareholder/ member: et e et g

Name of state institution at which you or the person

connected to the bidderisemploved : e, e

Position occupied in the state institution: e

Any other particulars:

272 Ifyou are presently employed by the state, did you obiain YES/NO
the appropriate authority to underiake remunerative
work outside employment in the public sector?

2.7.21 Ifyes, did you attach proof of such authority to the bid . YES/NO
document?

{Note: Failure to submit proof of such authority, where

applicable, may result in the disqualification of the bid.

2.7.2.2 1 no, furnish reasons for non-submission of such proof:

...............................................................................

...............................................................................

28  Did you or your spouse, or any of the company's directors," ' YES/NO




........................................................................................
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SP_ECIFICAT[ONS Q04/10/2016

Appointment of training provider to train 40 employee {senior managers records
clerk and secretaries} on records management at NQF level 04 (9406)

3 Full details of directors / trustees /f members / shareholders.

Full Name Identity Number Personal Income  Tax | State Employee Number /
Reference Number Persal Number
—— _ e Y -
L
!
[

4 DECLARATION

|, THE UNDERSIGNED (NAME)........c.ooviimminisirmrseineren it e ves ersasrs s enas

CERTIFY THAT THE INFORMATION FURNISHED IN PARAGRAPHS 2 and 3 ABOVE 1S CORRECT.
I ACCEPT THAT THE STATE MAY REJECT THE BID OR ACT AGAINST ME SHOULD THIS DECLARATION PROVE

TO BE FALSE.
Slgnature T | Date ...........................
E;;‘ition ''''' ' Name ofbldder ............
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SPECIFICATIONS Q04/10/2016

Appointment of training provider to train 40 employee (senior managers records
clerk and secretaries) on records management at NQF level 04 (9406)

2.2 “B-BBEE" means broad-based black economic empowerment as defined in section 1 of the Broad
-Based Black Economic Empoweiment Act;

2.3 “B-BBEE status level of contributor” means ihe B-BBEE status received by a measured enfity based
on its overall performance using the relevant scorecard contained in the Codes of Good Practice on Black Economic
_ Empowerment, issued in terms of section 8(1) of the Broad-Based Black Economic _

"Empowerment Act; )
24 “bid” means a written offer in a prescribed or stipulated form in response te an invitation by an
organ of state for the provision of services, works or goods, through price quotations, advertised {
cqmpeiitive bidding processes orfproposals; o 4
25 “Broad-Based Black Economic Empowerment Act” maans the Broad-Based Black Economic
Empowerment Act, 2003 (Act No. 53 of 2003);
26 “comparative price” means the price after the factors of a non-firm price and all unconditional
discounts that can be ufilized have been taken into consideration;
.27 “consortium or joint venture” means an association of persons for the purpose of combining their
expertise, property, capital, efforts, skill and knowledge in an aclivity for the execution of a contract;
28 “contract” means the agreefnent that results from the acceptance of a bid by an organ of state;
29 . "EME"means any enterprise with an annual total revenue of RS million or less .
2.10 “Firm price” means the price that is only subject to adjustments in accordance with the aclual increase or decrease

resulting from the change, imposition, or abolition of customs or excise duty and any other duty, levy, or tax, wihich, in
terms of the Taw or regulation, is binding on the contractor and demonstrably has an influence on ihe price of any supplies,
or the rendering costs of any service, for the execution of the contract;

211 “functionality” means the measurement according fo predstermined norms, as sst out in the bid
documents, of a service or commodity that is designed to be practical and useful, working or
operating, taking into account, among other factors, the quality, reliability, viabifity and durability of a
service and the technical capacity and ability of a bidder;

212 “non-firm prices” means all prices other than *firm” prices;
213 “person™ includes a juristic person;
2.14 “rand value™ means the total estimated value of a contract in South African currency, calculated at

the time of bid invitations, and includes all applicable taxes and excise duiles;

215 “sub-contract” means the primary contractor's assigning, leasing, making out work to, or employing, another person
to support such primary contractor in the execution of part of a project in terms of the contract;

216 “total revenue” bears the same meaning assigned to this expression in the Codes of Good
Practice on Black Economic Empowerment, issued in terms of section 9(1) of the Broad-Based
Black Economic Empowerment Act and promulgated in the Government Gazette on 9 February
2007, . :

217 “trust” meéns the arrangsment through which the property of one person is made over or
bequeathed to a trustes to adminfster such property for the benefit of another person; and




-:MM0j8q S|qB) 8L )M aauepmooe U] UONNGUYLOD JO [3A3| SMIEJS 3304-A 8U Bulueye Joj Isppig & o}

papje.-.\e aq 1snw sjujed sousisjald ‘suone|nbsy Juswamsold [BNuaselald eyl jo (g) g pue (2) g uoneinBay jo swis) u| 15
UOHHCI!HUOO 0 jaAs] Snlelé 3398-9 40} papleme sjujod g
piq sjqeidsooe jsemal jo aoud saeledwo) = uud
UO2IopISU0D IapuUn piq jo aoud sajeiedwosy = id
LOeIapISUCD JBpUN piq Jo°301d sANeIedwWon 10} PaIods Sjujod = sd
- ' ) BIAUA
ut W J
—_—— =8 10 _—— =5
U f — 77 1106=5d w7 g T08=5d
0Li06 10 0zI08

:siseq Bumojjo) ay) uo soud Jo} pajesole st sjujod 0§ Jo 0g 1o WnWXel v
SWILSAS INIOd 3IN3YI3Ud 01106 HO 02/08 THL L'y

FoR4d HO4 QAUVMY SLNIOd A4

‘s10( 1o Bumeiq
gyl AQ poploap o4 |[eys pleme eyl ‘syoadsal jje Ul [enbo aq spiq slow IO 0M] plnoys 9'e

-Alljeuofiouny 1o} 8109s 1s9yb6iy syl Bujioos auo
ayl aq 1ShW pIg |nyssecons sy} ‘J3gg-g o} swuiod sousisfaid |enbs Buipnjouwr swutod |[enbs peiods
8ABL SPIG 2JoW Jo OMY pue sse00ud uoien|eAd aul jo Hed st AJjeUolouUN) UBYM “IBAGMOH Gg'e

'3399-g Jog siuod souaselaid Jo taqunu 1ssybly eyl Bunoos suo ayl g ysnw
pIg [yssaoons syl ‘siuled (2301 [enbe paioos aABL SPIY SI0W IO OM] TEUL JUSAS oyl U] +'e

'sgoed jewIosp 7 1solesu 8L} 01 }jO PaPUNOL BY ISNU PaJOIS $1UI04 >

- PR - - —— -

“s“_'?"é “ISIUNOOSID leuompuoaun [[E pue Sa9Ld wiy-Uot Jo Sioje
]e 1u90:)oe ojul Buiye) siseq sajetedwos & oy JuBnoiq uasq arey seolid 1318 paje|nsiea eq (leys sjulod sousiald e
= “JoRJUOD SU) paplese 2q |m sjulod (e1o) Jo Jagunit 1saUBIy au BUIUEBIQO 13ppiq 4, L'E
- e e WIISASINIOL Y ONISA NOLLYOlnraYE <

‘uossed Jayjoug Jo Jyauaq au} o} palaisiuiwpe aq o) Aadod yons 10] Iaplo
ut payeenbaq st Apadoid Wwoym o} jsnu} e jo sapunoy sy} Buipnjy ‘upsiad Aue suesul aaisndl,, 8L

(9018) +0 18A9] JUN 18 1uswebeurd SPI0Jal UO (SBLIE1SI09S pUR 3180
spiooal slebBeuew lowss) eshopdwa Of uiedy 01 Japinoid Buiuien jo jusuiuioddy

91L0¢/0L/$00 SNOILLVIHID3dS



SPECIFICATIONS Q04/10/2016

Appointment of training provider to train 40 employee (senior managers records
clerk and secretaries) on records management at NQF level 04 (9406)

- ¥

B-BBEE Status Level of Number of points Number of points
Contributor (90/10 system) (80120 system)
N T | R TRV 1) QR - 20
2 ' 9 18
3 8 16 54
B S 5 T T 2 = -
5 4 8
6 3 6
7 7 ) 4
8 1 2
Non-compliant contributor 0 0

52  Bidders who qualify as EMEs in terms of the B-BBEE Act must submit a cerlificate issued by an Accounting Officer as
contsmpfated in the CCA or a Verification Agency accredited by SANAS or a Registered Auditor. Registered auditors
do not need to meet the prerequisite for IRBA's approval for the purpose of conducting verification and issuing EMEs
with B-BBEE Status Level Cerfificates. ‘

53  Bidders other than EMEs must submit their original and valid B-BBEE status level verification certificate or a cerfified
copy thereof, substantiating their B-BBEE rating issued by a Registered Auditor approved by IRBA or a Verification
Agency accredited by SANAS. _ :

5.4 A trust, consortium or joint venture, will qualify for points for their B-BBEE status level
as a legal entity,

provided that the entity submits their B-BBEE status level certificate.

"5.5 - A trust, consortium or joint venture will qualify for points for their B-BBEE status level
as an unincorporated

entity, provided that the entity submits their consclidated B-BBEE scorecard as if they
were a group _ .

structure and that such a consolidated B-BBEE scorecard is prepared for every separate
bid. :

5.6 Tertiary institutions and public entities will be required to submit their B-BBEE status level
certificates in terms of the  spscialized scorecard contained in the B-BBEE Codes of
Good Practice. :

“n

s
[
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SPECIFICATIONS Q04/10/2016

Appointment of training provider to train 40 employee (senior manageré records
clerk and secretaries) on records management at NQF level 04 (9406)

9.1 Name of firm - - ¥

92 VAT registration number
93 Companyregistralion nUMber e,

',‘-:x—

54 TYPE OF COMPANY/ FIRM . . &

PartnershipiJoint Venture / Consortium ' : {
One person business/sole propriety e - -
Close coperation - -~ -— _ - = o el - A
Company :
{Pty) Limited
[TICK APPLICABLE BOX]

9.5 DESCRIBE PRINCIPAL BUSINESS ACTIVITIES

9.6 COMPANY CLASSIFICATION

Manuiacturer

Supplier

Professional service provider

Other service providers, .. fransporter, efc.
[TICK APPLICABLE BOX]

8.7 MUNICIPAL INFORMATION

Municipality where busingss IS SIUALET oo et ss
Registered Account Number ...........ccccoei i, A
Stantd NUMBBE e ers s s

9.9 Iivée, the undersigned, who is / are duly authorised to do so on behalf of the company/firm, certify that the
points claimed, based on the B-BBE status level of contribution indicated in paragraph 7 of the foregoing
certificate, qualifies the company/ firm for the preference(s) shown and 1/ we acknovdedge that:

{i) The information fumished is true and correct;

{ii) The preference points claimed are in accordance with the General Conditions as indicated in
paragraph 1 of this form. -




T

‘naubys pue pajajdinos Ajjng a4 anw SuLoj iy :aN -
syoid Aueduiopy e
"peaylaps) Auedwiod ayy uo (JeA "joul) Uoieiony) 8dlid USHUM JBuo] e
JUNC29Y SeXe] pue sejey [ediolunyy 10 JuswslelS e
S olqelINeyY Jo )si —a i-"?d

ni ]

~d

‘SIESENLIM

uonnoesold [BUILILS 10} Jenew a1 plerioy (9}

pue ‘paidde uaaq sey ajru (apis Jalio
3y} Jeay) woped-wrigye Ipne au) I8l ‘SIeak g} Buipesoxs 10U pousd e 1o} 818js Jo
ueBro Aue Woy ssouisn BUeilgo Wodp 'SISeq JUSINPNR} B LD P90 QUM SI101081p DU2
siap[oyaieys aU; A|UO JO ‘SI0]081D PUB SISP|OUSIRYS S ‘I0JORIILOD 1O BPPIG 8] joUisal {p)

UOLE[[9OUBD YIS 0) anp sjusluabuele sjqeinoaz) ssef eYeW o}
ﬁumeq [0 }Nsal e se paroyns sey )i yolum sebiewep Aue WIBR puB JOBIUOD SU) [90UED {5)

- R . fPnpuod o
s, wosiad Jey} JO S8l B SE peJeuns 10 paunou& seq 11 saBeulep Jo 5ass0] ‘S]S00 18A03) (q)

‘s59001d Buippiq auy wou uos:ad auy Ajyenbsip (e)
- aney Agui i Apawej Jayio ,
Aue o} uoqippe Ul “Aew 13seyomnd a1 *pajjyi USBq 10U BABY JOBIUCIO-SUCHIPUCD o) Jo Aug™ T = -
10 §iS2¢ JUBNPREJ} B UO DAUIRIG0 J0 PSR USa( SEL UORNGLILOD JO [9A9] SW2)S 338d-g aU )| {r)
81100 B8 SWIE[ BU) 1By

. Jaseq:und al} Jo uonsesnes sy) o) jooud Aejuawinaop Ysiung o) painbal a4q Aew 10)280UCD BY)
‘7 ydesfeied v upmoys se pawiep sjuied jo Jnsal 2 se papieme Buiaq JIBAu0ed B0 Jusas sy U (g

(90¥6) ¥0 1943 4ON 1e Juowobeuew SpP1023l UO (S21IE18109S puUe YI3[o
sp1ooat siabeuell lojuas) ssAojdwa Of uiell o1 Jeptnold Buuen Jo jusuiuioddy

910Z/01/¥00 SNOILYDIAI1DIdS



- TERMS OF REFERENCE FOR MOPANI DISTRICT MUNICIPALITY RECORDS
MANAGEMENT TRAINING

- ¥

TENDER NO: MDM: 04-10-2016 RECORDS MANAGEMENT TRAINII\fG

1. PURPOSE/PROBLEM STATEMENT

Mopani District Muniéipality believes that people are most important component of
resources in any institution and therefore regards continual skills development as
paramount for the municipality. It therefore seeks to appoint a service provider to
conduct a RECORDS MANAGEMENT training and develop a comprehensive skills
plan for the Municipality.

2. PURPOSE /PROBLEM STATEMENT

The Municipality has had a few challenges in achieving its objectives. This is partly
attributable to the inadequacy of skills and to the extent that there are skills, their

uneven distribution across the institution.

The Municipality has further absorbed empioyees from the former Department of
Water Affairs when this function was devolved to the district. The process has
increased the number of employees such that officials dealing with records must have

knowledge and capacity to meet the currently records management requirements.

3. RATIONALE

1|Page
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5.1.4 Comprehensive plan of action regarding the conducting of PMS, including
communication and the‘_need for confidentiality;

5.1.5 Documentation of PMS.

5.1.6 Generating, present and consolidate RECORDS MANAGEMENT training

repoirt and recommendations.

— - _ PR pE e T PO - ) ~-

6. DURATION » {

. - - = Py — = . _ g - s -

5.1. The project will be for a period of 02 months from signing of the contract with

the successful service provider.

7. SCOPE OF WORK

6.1. The RECORDS MANAGEMENT ftraining project will involve about 40

employees of the Mopani District Municipality.

6.2. Generate, present and consolidate RECORDS MANAGEMENT training report

and recommendations.

6.3. The Successful service provider is further required to demonstrate skills and
experience in the following areas through the provision of detailed curriculum

vitae of team members and reference sites:

. 6.3.1 Demonstrable ability to conduct RECORDS MANAGEMENT trainings.

6.3.2. An understanding of human resource management, planning and development

in the public and private sector.

-6.3.3. An understanding of public sector related legislative and accbuntability

framework;
6.3.4. Ability to do research in the Records Management field;
6.3.5. The identification of tools and instruments within Records Management field;

6.3.6. Ability fo facilitate, compile and present re-searéh reports; and
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“11.COMPLETION DATE
10.1. The project will'commence after signing the service level agreement with the

successful service provider and will be completed within 06 months from

_. commencementdate.

12. COMPULSORY INFORMATION SESSIO . e -

11.1. No Compulsory briefing session

13.TAX CLEARANCE CERTIFICATE

12.1  The bidder is required to submit an original and Valid Tax Clearance
Certificate issued by the South African Revenue Services together with the
quotation and bid documents before the closing date and the time of the
bid. Failure to comply with this will invalidate the bid."

14.CONFIDENTIALITY OF INFORMATION

14.1 The names of all the members of the service provider team must be disclosed
for the project for prior approval of Mopani District Municipality. Any changes
replacements and or additions should be submitted for prior approval by
Mopani District Municipality. |

14.2 Al members will have to sign a non-disclosure agreement before the project
commencement, and may be required to undergo security screening and
tests as the Mopani District Municipality deems necessary.

5iPage
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15.1.2. The tota] cost must be VAT inclusive and should be quoted in South Africa

currency (i.e. Rands)

15.1.3 The service provider must be prepared to work at rates not exceeding those
" prescribed by the National Treasury, Department of Public Service and
Administration (DPSA) and /or the body regulating the professional of the

consultants,

b e ~ S L T e -

- = z - — e - JUS -

17.BROAD BASED BLACK ECONOMIC EMPOWERMENT

16.1.  Provision of the preferential procurement policy Framework Act (PPPFA)

2011 and its regulations will apply in terms of awarding points.

16.2. Bidders are required to submit original and valid B-BBEE status level
~ verification Certificates or certified copies thereof together with their quotes to

substantiate their B-BBEE rating claims.

16.3. Bidders who do not submit their B-BBEE status leve! Verification certificates or
non-compliant contributors to B-BBEE will not qualify for preference points for
B-BBEE.

16.4. A trust, consortium or joint venture must submit a consolidated B-BBEE status

Level Verification Certificaie for every separate bid.

16.5. Accounting Officers must ensure that the B-BBEE status Level Verification
Certificate submitted are issued by the following agencies:

16.5.1. Bidders other than EME’s
(@)  Verification agencies accredited by ECSA

(b)  Registered auditors approved by IRBA

7lPage
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18.

18.1

18.2

18.3

19.1

19.1

17.2  The service provider should be able to:

17 2.1 Demonstrate ability to conduct large scale RECORDS MANAGEMENT .

tramlng

17.2.2 Show an understanding of Human Resource Management, Planning

- . and Developmentin the public and private sector.
17.2.3 Develop the tools and instruments within the Human Resource field{

. K. -
17.2.4 Show an-understanding of public_ sector related. .legislative and

accountability framework.

17.3  Proof from four (4) contactable references indicating that similar projects

were executed should be attached.

EXPERIENCE OF TEAM LEAD AND TEAM MEMBERS

Team leader must have at least five (5) years’ experience in conducting
RECORDS MANAGEMENT training and developing a comprehensive Human
Resource Development Strategy in the public and private sector.

Team members must at least have three (3) years’ experience in conducting

- RECORDS MANAGEMENT training and developing human resource

development strategies in the public sector.

CV'S with four (4) contactable references must be attached.

19. PROJECT PLAN

The service providers must provide:

.1 A project pfoposaf that demonstrates comprehensive and competence to

deliver on_ what it is required.

19.1. 2A project plan outlimng key actlwtles t|me frames, milestones and budget.

19 1.3A schedule of resources to be commltted to the prOJect

9fPage
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MANAGEMENT training and developing a

+
DO

4
4‘0

\’
o

e

-Pemonstrate ability to conduct RECORDS

related  legislative  and

comprehensive Human Resource
Development Strategy in the public and
private sector. '

MANAGEMENT trainings

An understanding of Human Resource
Management, Planning.and Development in
the public and private sector.

An understanding of public and private sector
a 7 accountability |

framework. - oo

The development of tools and instruments

within the Human Resource field.

Proof from four (4) contactable references
indicating that similar projects were executed
should be attached.

Team leader and Team Members experience:

\/
0‘.

*4

Team leader must have at least five (5) years
experience in conducting RECORDS

MANAGEMENT training and developing a |

comprehensive Human Resource
Development Strategy in the public sector.
Team members must have at least three (3)
years experience in conducting RECORDS
MANAGEMENT training and developing .a
comprehensive Human Resource
Development Strategy in the public and
private sector.

CV's with four (4) contactable references
must be attached.

15

Qualification:

*
0'0

Team leader must have a post Graduate
Degree in Administration, Management of |
Training, Human Resource Management,

Human  Resource  Development or,

10

Psychology.
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B-BBEE Compliance 20

23.

23.1

24,

- 241

25.

251

25.2

CLOSING DATE

-Proposal must be submitted on or before 26 Octoher 2016

FORMAT A:ND SUBMISSION OF THE PROPOSAL

All official "standard bidding forms (SBD) must be completed in all

respects by service providers. Failure to comply will invalidate a quote.

. Bidders are requested.to submit twe (2) copies:. 1 original plus copy of

the proposal and bid documents. , =
/ ,
&_. -
at 11HOGQ, at
Mopani District Municipality (Old Parliament Building) Giyani Main Road.

ENQUIRIES

All technical enquiries to be in writing to:
Name: Mr MP Mafumo

Tel No: (015) 811 6300

E-Mail: mafumop@mopani.gov.zé'

All bid enquiries to be directed in writing to:
Name: Ms. M.R Pootona

Tel No: (015) 811 6300

E-Mail: pootonamr@mopani.gov.za
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