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INVITATION TO TENDER
[bookmark: _GoBack]APPOINTMENT OF SERVICE PROVIDER(S) TO PROVIDE ADHOC OUTSOURCED CATERING SERVICES
	TENDER NO: PUR1601/14
The Engineering Council of South Africa (hereafter refered to as ECSA) together with PURCO SA are inviting qualified companies to render adhoc catering services to ECSA’s internal and external meetings situated at 2 Ernest Oppenheimer Avenue Bruma Lake Office Park, Bruma Johannesburg.

ECSA is a  culturally diverse organisation and the catering will need to provide various options that would accommodate the particular needs of various religious and ethnic groups. ECSA expects the service provider/s to provide nutritious, well balanced meals for all its meetings.
The successful catering service provider/s will be required to resource their own staff to run an effective and efficient catering service.
	
CLOSING DATE: 15 April 2019, 12H00 	

	
No late, faxed or electronic (e-mailed) tender documents are acceptable





	Company Name
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	Contact person
	Ms/Mrs/Mr/Prof/Dr

	Contact numbers
	(w)
	(cell)

	Email address
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SECTION 1
1. [bookmark: _Toc298686933][bookmark: _Toc298688033]INTRODUCTION
Service Providers who are interested in rendering Catering Services at ECSA as mentioned above, and in accordance with the General Conditions of Offer as well as the Specifications of this Offer and in accordance to Regulations and Procurement Policies of ECSA, tenderers are requested to complete these documents in full, place them in an new envelope, seal and mark the envelope with Tender Number and then place the tender in the Tender Box at the address mentioned hereunder, not later than the closing time and date. 
1.1 [bookmark: _Toc298688034]OBJECTIVE OF THIS TENDER
The primary operational objectives are the following: 
1.1.1 Appoint an experienced Panel of Catering Service Providers on an adhoc basis;
1.1.2 The Service Providers to be appointed must display an unquestionable track record and experience with positive feedback from their existing and previous clients; 
1.1.3 The Service Provider that ECSA will contract for this service must as far as practical make use of equipment which supports the preservation of the environment, includes recycling plans, and complies with all the regulations of the Republic of South Africa;
1.2 [bookmark: _Toc298688035]COMPULSORY INFORMATION SESSION	
1.2.1 A compulsory public information session will be held to answer any questions that may arise from the tender documents and the tender process. Any Service Provider who fails to attend the compulsory session (Information and Inspection) will be disqualified from the bidding process. Service Providers will be required to sign an attendance register on the date of the session.  
1.2.2 Service Providers will only be required to attend the compulsory information meeting to be held at PURCO SA  on the date indicated on both the tender advertisement and the tender document. Proof of payment and a copy of the document must be presented during the information session.

Table: 1.2
	COMPULSORY INFORMATION SESSION DATE
	COMPULSORY INFORMATION SESSION VENUE & ADDRESS

	Date: Monday, 08 April 2019
Time: 14H00
	PURCO SA 
Rosen Office Park
8 Invicta Road 
Midrand
1682



1.3 [bookmark: _Toc298688036]COMPULSORY REQUIREMENTS FOR REGISTRATION AND ADMITTANCE TO THE PUBLIC TENDER INFORMATION SESSION
1.3.1 Prospective Service Providers must read the tender specification as outlined and bring a copy to the information session.
1.3.2 The compulsory tender information session will take place on the dates and times and at the venues as set out in the table above and the one below in Table: 1.2
1.4 [bookmark: _Toc298688037]CLOSING TIME OF TENDERS AND PROVISIONS RELATING TO SUBMISSION OF TENDERS
1.4.1 [bookmark: _Toc298686938][bookmark: _Toc298688038]The closing time for the receipt of tenders in response to this invitation to tender is detailed on tender advertisement.
1.4.2 [bookmark: _Toc298686939][bookmark: _Toc298688039]All tenders must be submitted in a sealed envelope bearing the tender number, tender description and closing.
1.4.3 [bookmark: _Toc298686940][bookmark: _Toc298688040]All tenders must be received before the closing time and date stipulated above and must be deposited in the tender box at the address detailed on the tender advertisement. 
1.5 [bookmark: _Toc298688041]TENDER SUBMISSION AND COMPLIANCE
The one (1)  original, two copies of the original and two (2) USB submission of the sealed tenders must be submitted into the official tender box located at the following address; 
Table: 1.5
	PURCO SA
	ADDRESS

	Date: Monday, 15 April  2019

Time: 12H00 
	PURCO SA 
TENDER BOX
Rosen Office Park
8 Invicta Road 
Midrand
1682




Prior to submission the Service Providers must check that all pages are properly numbered and all required documents are signed, initialed and submitted. ECSA will hold the duly authorized signatory liable on behalf of the tendering Service Provider.


1.6 Table: 

	
Second Evaluation: Food Tasting & Site Inspection

	
Date: TBA 
Time:TBA 

NB!! Only shortlisted bidders will take part In this Second Part of Evaluation.



2. [bookmark: _Toc298688043]BACKGROUND AND INTRODUCTORY PROVISIONS
The purpose of this document is to detail the scope of work, incorporating the tasks and responsibilities of the potential Service Provider (hereinafter, the Service Provider), required by ECSA for Catering Services. 
2.1 [bookmark: _Ref511606983][bookmark: _Toc298688044]OFFER AND SPECIAL CONDITIONS
2.1.1 Service Providers must take careful note of the special conditions attached as Section 4 – Schedule A - I
2.1.2 [bookmark: _Ref41870980]All tenders submitted in reply to this invitation to tender should incorporate all the forms, parts, certificates and other documentation forming part of this invitation to tender, duly completed where required.  Each page should be initialed with a black pen.
2.1.3 In the event that any form or certificate provided in Section 4 of this invitation to tender does not have adequate space for the Service Provider to provide the requested details, the details should be provided and the service Provider must refer to such annexure in the form or certificate provided.
2.2 [bookmark: _Ref511606992][bookmark: _Toc298688045]ENQUIRIES
Should any Service Provider have any enquiries relating to this invitation to tender, such inquiries may only be addressed in writing:
For Document Enquiries: Genius Mthembu email: Genius.mthembu@purcosa.co.za
For Technical Enquiries: Victor Leshiba email:victor@ecsa.co.za 
2.3 [bookmark: _Ref511606999][bookmark: _Toc298688046] FOOD TASTING & SITE VISIT
2.3.1 A food tasting and site visit inspection may be requested to shortlisted bidders in respect of this tender.  The details of this are set out in Section 1 clause 1.6 (Table: 1.6) of this document. 
2.3.2 The purpose of the site visit if deeded necessary shall be to enable the prospective Service Providers to acquaint themselves with the requirements relating to the Services. It should be noted that the attendance of the inspection meeting is compulsory if requested. 
2.4 [bookmark: _Ref511607017][bookmark: _Toc298688047]PRICING
2.4.1 The Service provider must submit details regarding the tender price for the Services on the Pricing Schedule attached as Section 4 – Schedule I which completed form/s must be submitted together with the tender documents. 
2.4.2 It is a requirement of this tender that the tender price is based on a fixed price for the duration of 12 months and subject to the following escalations. This shall become effective from the first anniversary of the commencement of the agreement/contract in accordance with regulatory determination.
2.4.3 Labor component of the total cost, based on statutory adjustments. 
2.4.4 All other costs increases will be negotiated not exceeding actual inflation rate (CPI). 
2.4.5 Such prices should be all inclusive of provision for labor, material, overheads, chemicals and profit etc.
2.4.6 Pricing must be stipulated INCLUSIVE OF VALUE ADDED TAX.
It is an express requirement of this invitation to tender that the Service Providers provide some transparency in respect to their pricing approach.  In this regard, Service Providers must indicate the basis on which they have calculated their pricing by completing all aspects of the Pricing Schedule Section 4 – Schedule I. There must be no hidden costs. The Service Providers are required to provide a clear break-down of the costs.
2.5 [bookmark: _Ref511607022][bookmark: _Toc298688048]QUALIFICATIONS OF SERVICE PROVIDERS
Only service providers with proven professional experience and market recognition meeting all the mandatory requirements in the provision of services will be considered. Service Providers must submit detailed information together with their tender of their experience in the relevant trade.
2.6 [bookmark: _Ref511607027][bookmark: _Toc298688049]PARTNERSHIPS AND LEGAL ENTITIES
[bookmark: _Toc298688050]In the case of the Service Provider being a partnership, close corporation or a company a certificate reflecting the names, identity numbers and address of the partners, members or directors (as the case may be) must be submitted with the tender.   
2.7 CONSORTIUMS AND JOINT VENTURES
2.7.1 If the tendering unit emanates from a joint venture or collaborative partnership (including a newly formed company), which does not have a joint track record of at least three (3) years, the individual entities that make up the tendering unit should each provide all the mandatory requirements. Should all the requirements in respect of the tendering unit or the individual entities, as the case may be, not be met, the tendering unit will be disqualified.  
2.7.2 It is recognized that Service Providers may wish to form consortia to provide the Services.  
2.7.3 A tender in response to this invitation to tender by a consortium shall comply with the following requirements:-
2.7.3.1 It shall be signed so as to be legally binding on all consortium members;
2.7.3.2 One of the members shall be nominated by the others as authorized to be the lead member and this authorization shall be included in the agreement entered into between the consortium members;
2.7.3.3 The lead member shall be the only authorized party to make legal statements, communicate with ECSA and receive instructions for and on behalf of any and all  the members of the consortium;
2.7.3.4 A copy of the agreement entered into by the consortium members shall be submitted with the tender.  It shall be signed so as to be legally binding on all consortium members;
2.7.3.5 One of the members shall be nominated by the others as authorized to be the lead member and this authorization shall be included in the agreement entered into between and communicate with ECSA  and receive instructions for and on behalf of any and all the members of the consortium;
2.7.3.6 A copy of the agreement entered into by the consortium members shall be submitted with the tender.
2.8 [bookmark: _Toc298688051][bookmark: _Ref511607051]HOLDING COMPANY / GROUP
All documents submitted in support of this tender must be documents of the tendering unit. It is not permitted that documents submitted pertain to different companies or units within a group.  As an example, a Service Provider cannot submit its own BBBEE certificate but the financial statements of its parent or another company in the same group. Similarly, a Service Provider cannot submit its own financial statement, but the BBBEE certificate, SARS certificate, etc. of other companies in the group.
2.9 [bookmark: _Toc298688052]DECLARATION OF INTEREST
The Service Provider must submit a duly signed declaration of interest together with the tender. 

2.10 [bookmark: _Ref511607040][bookmark: _Toc298688053]TAX CLEARANCE CERTIFICATE
The Service Provider must submit an original valid tax clearance certificate together with the tender documentation.  
	
2.11 [bookmark: _Ref512049319][bookmark: _Toc298688054]FINANCIAL PARTICULARS
Provide one set (two years) recent Audited Financial Statements or submit an official signed letterhead by a registered Accountant or Auditor confirming specific recent audited financials. Financial statements signed by the Accounting Officer for Close Corporations. I.e. Minimum of two years comparative figures to be submitted. No holding company financial statements will be accepted.  This is a pre-qualification requirement as it will also assist ECSA in determining whether the Service Provider has the financial capacity to discharge the contract if appointed.
2.12 [bookmark: _Ref511607046][bookmark: _Toc298688055]DETAILS OF THE PROSPECTIVE SERVICE PROVIDER’S NEAREST OFFICE TO THE LOCATION OF THE CONTRACT
The Service Provider must provide full details regarding the Service Provider nearest office to the premises at which the Services are to be provided as per required on SCHEDULE L of this document.
2.13 [bookmark: _Toc298688056]VALIDITY OF TENDER
2.13.1 Tender documentation submitted by the Service Provider will be valid and open for acceptance for a period of 90 (Ninety) calendar days from the closing date and time stipulated on the tender advertisement.
2.13.2 Should the Service Provider withdraw this tender within the period for which prices shall remain open for acceptance, or fail to fulfill the contract when called upon to do so, ECSA may, in addition to any other remedies it may have, withdraw the tender or cancel the contract. 
2.14 [bookmark: _Ref511607058][bookmark: _Toc298688057]ACCEPTANCE OF TENDERS
2.14.1 The tenderer hereby tenders to render all of the Services described in the attached documents to ECSA on the terms and conditions and in accordance with the specifications stipulated in the tender documents (and which shall be taken as part of, and incorporated into, this tender) at the prices and on the terms regarding time for delivery and/or execution inserted therein.
2.14.2 ECSA does not bind itself to accept either the lowest or any other tender and reserves the right to accept the tender which it deems to be in the best interest of the organization. ECSA reserves the right to accept the offer in full or in part or not at all. 
2.15 [bookmark: _Toc298688058]NO RIGHTS OR CLAIMS
2.15.1 Receipt of the invitation to tender does not confer any right on any party in respect of the Services or in respect of or against ECSA. ECSA reserves the right, in its sole discretion, to withdraw by notice to Service Providers any Services or combination of Services from the tender process, to terminate any party’s participation in the tender process or to accept or reject any response to this invitation to tender on notice to the Service Providers without liability to any party.  Accordingly, parties have no rights, expressed or implied, with respect to any of the Services as a result of their participation in the tender process.
2.15.2 ECSA will not assume any obligations for any costs or expenses incurred by any party in or associated with any appraisal and/or investigation relating to this invitation to tender or the subsequent submission of a tender in response to this invitation to tender in respect of the Services or any other costs, expenses or liabilities of whatsoever nature and howsoever incurred by Service Providers in connection with or arising out of the tender process. 
2.16 [bookmark: _Toc298688059]NON DISCLOSURE, CONFIDENTIALITY AND SECURITY
[bookmark: _Toc298686960][bookmark: _Toc298688060]The invitation to tender and its contents are made available on condition that they are used in connection with the tender process set out in the invitation to tender and for no other purpose.  All information pertaining to this invitation to tender and its contents shall be regarded as restricted and divulged on a “need to know” basis with the approval of ECSA.
[bookmark: _Toc298686961][bookmark: _Toc298688061]In the event that the Service Provider is appointed pursuant to this invitation to tender such Service Provider may be subject to security clearance prior to commencement of the Services.
[bookmark: _Toc298686962][bookmark: _Toc298688062]The Service Provider undertakes to ensure that all data and information (including but not limited to any technical, commercial, scientific information, processes, designs, technical specifications, copyright and data in any form) in connection with or arising from this tender shall be kept confidential and agree not to disclose it to third parties and not to make use of such information other than for the purpose of participating in the tender and to release such information to its employees on a “need-to-know” basis only, provided that such employees undertake to be bound by the confidentiality contained herein.

2.17 [bookmark: _Toc298688063]ACCURACY OF INFORMATION
2.17.1 [bookmark: _Toc298686964][bookmark: _Toc298688064]The information contained in the invitation to tender has been prepared in good faith.   Neither ECSA nor any of their respective employees, make any representation or warranty or give any undertaking express or implied, or accept any responsibility or liability whatsoever, as to the contents, accuracy or completeness of the information contained in the invitation to tender, or any other written or oral information made available in connection with the tender and nothing contained herein is, or shall be relied upon as a promise or representation, whether as to the past or the future.  
 
2.17.2 [bookmark: _Toc298686965][bookmark: _Toc298688065]
This invitation to tender may not contain all the information that may be required to evaluate a possible submission of a response to this invitation to tender.  The Service Provider should conduct its own independent analysis of the operations to the extent required to enable it to respond to this tender.  It is the Service Provider’s responsibility to ensure that submission in response to the invitation to tender has been comprehensively analysed. 
2.18 [bookmark: _Toc298688066]COMPETITION
2.18.1 [bookmark: _Toc298686967][bookmark: _Toc298688067]Service Providers and their respective officers, employees and agents are prohibited from engaging in any collusive actions with respect to the tendering process which serves to limit competition amongst Service Providers.
2.18.2 [bookmark: _Toc298686968][bookmark: _Toc298688068]In general, the attention of Service Providers is drawn to Section 4(1) (iii) of the Competition Act 1998 (Act No. 89 of 1998) (the Competition Act) that prohibits collusive tendering.
2.18.3 [bookmark: _Toc298686969][bookmark: _Toc298688069]If Service Providers have reason to believe that competition issues may arise from any submission of a response to this tender invitation they may make, they are encouraged to discuss their position with the competition authorities before submitting response.
2.18.4 [bookmark: _Toc298686970][bookmark: _Toc298688070]Any correspondence or process of any kind between Service Providers and the competition authorities must be documented in the responses to this invitation to tender.  
2.19 [bookmark: _Toc298688071]RESERVATION OF RIGHTS
Without limitation to any other rights of ECSA (whether otherwise reserved in this invitation to tender or under law), ECSA expressly reserves the right to:-
2.19.1 [bookmark: _Toc298686972][bookmark: _Toc298688072]Request clarification on any aspect of a response to this invitation to tender received from the Service Providers, such requests and the responses to be in writing;
2.19.2 [bookmark: _Toc298686973][bookmark: _Toc298688073]Reject all responses submitted by Service Providers and to embark on a new tender process.
2.20 [bookmark: _Toc298688074]GENERAL
2.20.1 This document contains relevant information in respect of the operational and physical specification for Catering Services that need to be performed. 
2.20.2 The Catering Services will relate only to areas specifically referred to. Service Providers should study the information provided in detail before responding. The conditions set out in this specification will be used as a basis for monitoring the Services. The responsible person at ECSA will frequently communicate and negotiate with the Service Provider in order to ensure an acceptable standard of service is provided.
2.21 [bookmark: _Toc298688075]POLICY OBJECTIVE
2.21.1 The aim of this tender is to solicit proposals and quotations for adhoc catering services for the Engineering Council of South Africa. The main objectives of ECSA are focused around these objectives. 


2.22 [bookmark: _Toc298688076]TYPE OF CONTRACT
ECSA requires a full-risk contract arrangement; i.e. the Service Provider is committed to the price quoted for the full contract period of three (3) years with the option to renew and will only be allowed to motivate for a price increase for statutory adjustments which have to be clearly outlined and stated in the tender submission. Such adjustments will only be considered if written proof is submitted to the Finance Manager. The application for a price increase will only be considered if submitted with written proof that it is due to circumstances beyond the control of the service provider.
SERVICE FEE
The Supplier must provide for a 2% service fee calculated on the total value of each invoice issued by the Supplier for or otherwise relating to supply of goods and/ or performance of the Services to the Purchaser (including any additional/ ad hoc goods supplied or services rendered), payable to PURCO SA on submission of relevant invoice to the Purchaser. The selected Supplier is required to send a copy of monthly invoice and statement to both PURCO SA and the Purchaser. Upon receipt of the monthly sales report from the Supplier, PURCO SA shall invoice the Supplier a minimum of 2% service fee based on the Rand value of the total monthly sales which is payable to PURCO SA within 30 days of the invoice date.

SECTION 3
3 [bookmark: _Toc298688078]EVALUATION PROCESS
ECSA may request additional information, clarification or verification in respect of any information contained in or omitted from a Service provider’s tender. This information will be requested in writing;
ECSA may conduct a due diligence on any Service Provider, which may include interviewing customer references or other activities to verify a Service Provider’s or other information and capabilities (Including visiting the Service Provider’s various premises and/or sites to verify certain stated information or assumptions) and in this instances the service providers will be obliged to provide ECSA with all necessary access, assistance and/or information which ECSA may reasonably request and to respond within the given time frame set by ECSA;
ECSA will shortlist Service Providers and request food tasting and site visits from short-listed Service Providers
ECSA may enforce whatever measures it considers necessary to ensure the confidentiality and integrity of the contents of the Tender;
ECSA will evaluate the Tenders with reference to ECSA set and approved evaluation criteria guided by the procurement policy as indicated in Section 2 clause 1.2. ECSA reserves the right to appoint a specialist/consultant to assist in performing such evaluations.
3.1 AIM OF EVALUATION 
3.1.1 The aim of this exercise is to evaluate all bids received based on Functionality as a criterion in accordance with the RFP. 
3.1.2 Evaluation criteria as set out hereunder to ensure conformity with ECSA’s bid requirements.

3.2  METHODOLOGY 
The evaluation of bids will be divided into two (2) phases.
3.2.1 Phase 1 - Pre-qualification check:
3.2.1.1 The pre-qualification check requires verification of compliance with mandatory documentation – whether all required documentation and/or certification have been included.
Note: No points are allocated to this phase; however, bids that do not meet the pre-qualification requirements will not advance to the next phase of the evaluation process.






3.2.2 Phase 2 – Stage 1 & 2
Evaluation of bids based on Functionality and the BBBEE Preference point system as criteria. This phase of the evaluation is conducted in two (2) stages – first functionality will be assessed and then in accordance with 80/20 preference point system.
3.2.2.1 Stage 1: Evaluation of functionality
The evaluation criteria for functionality will take into account the tenderers previous experience and ability to render catering services as required by ECSA. 
The evaluation criteria, weights, applicable values and/or minimum qualifying score for functionality will be included in the tender document. 
Note: No bid will be considered further unless the minimum qualifying score/percentage for functionality has been achieved.
3.2.2.2 Stage 2: Evaluation in terms of the 80/20 preference point system
Only bids that achieved the minimum qualifying score/percentage for functionality will be considered further in terms of the 80/20 preference point system.
The formulae to be utilized in calculating points scored for the preference point system will be included in the tender document. Step 1 will be the calculation of points for price where the lowest bid will score 80 points for price, while bids with higher prices will score lower points for price on a pro-rata basis.  
The following formula will be utilized to calculate the points for price in respect of tenders with a Rand value below R50 000 000 (all applicable taxes included):

Where:	
Ps  = Points scored for comparative price of proposal or offer under consideration;
Pt   = Comparative price of proposal or offer under consideration; and
Pmin = Comparative price of lowest acceptable proposal or offer.



Step 2 will be the calculation of points for the B-BBEE status level of contribution where 20 points will be awarded to a bidder for attaining the B-BBEE status level of 1, and lower points will be awarded to bidders with lower B-BBEE status levels as per table below: 

	B-BBEE Status Level of Contributor
	Number of Points

	1
	20

	2
	18

	3
	14

	4
	12

	5
	8

	6
	6

	7
	4

	8
	2

	Non-compliant contributor
	0



Note: Non-compliant contributors or failure to provide certification substantiating the B-BBEE status level of contribution will result in the Bidder being awarded zero (0) points for the preference point system.

CALCULATING THE FINAL SCORE
The points scored for price (step 1) will be added to the points scored for B-BBEE status level of contribution (step 2) to obtain the Bidder’s total points scored out of 100.
ECSA may request additional information, clarification or verification in respect of any information contained in or omitted from a Service provider’s tender. This information will be requested in writing;
ECSA may conduct a due diligence on any Service Provider, which may include interviewing customer references. 
ECSA may shortlist Service Providers and may request site visits from short-listed Service Provider ;
ECSA may enforce whatever measures it considers necessary to ensure the confidentiality and integrity of the contents of the Tender;
ECSA will evaluate the Tenders with reference to ECSA set and approved evaluation criteria guided by the procurement policy as indicated. ECSA reserve the right to appoint a specialist/consultant to assist in performing such evaluations.






3.3 [bookmark: _Toc298688079]PRE-QUALIFICATION / MANDATORY REQUIREMENTS
3.3.1 ECSA has defined minimum pre-qualification/mandatory criteria listed in the table below that must be met by the Service Provider in order for ECSA to accept a Tender for evaluation.
3.3.2 The pre-qualification evaluation will be carried out by both PURCO SA and ECSA to determine which Tender responses are compliant or non-compliant with the Tender specifications/requirements issued by ECSA as part of the Tender process. 
3.3.3 Where there is failure to comply with the pre-qualification criteria or ECSA and/or PURCO SA is for any reason unable to verify whether the pre-qualification criteria are fully complied with, the tender will be disqualified.
The following documents must be attached to the final Bid Document
	
	I/We have attached to this document:
	Tick if submitted
	Office use

	
	· Correctly completed tender and signed by authorized signatories
	Yes
	No
	

	
	· a valid SARS Tax Clearance Certificate
	Yes
	No
	

	
	· Registration Certificate: Compensation of Occupational Injuries and Diseases 
	Yes
	No
	

	
	· a valid B-BBEE Certificate  
	Yes
	No
	

	
	· Proof of Bank Account ( Bank Rating / Letter of Goodstanding)
	Yes
	No
	

	
	· proof of my/our company/closed corporation registration and a copy of my/our CM/CK certificates 
	Yes
	No
	

	
	· copies of the identity documents of those with equity/shares
	Yes
	No
	

	
	· Completion of SBD 1 to SBD 9 
	Yes
	No
	

	
	· CSD Registration (National Treasury) 
	Yes
	No
	

	
	· One (1) original bid document , two copies plus 2 x electronic copies (cd/usb)
	Yes
	No
	



No points allocated for mandatory requirements. Service Providers not meeting these mandatory requirements will be disqualified from the bidding process.
All documents submitted in support of this tender must be documents of the tendering unit. It is not permitted that documents submitted pertain to different companies or units within a group.  As an example, a Service Provider cannot submit its own B-BBEE certificate but the financial statements of its parent or another company in the same group. Similarly, a Service Provider cannot submit its own financial statement, but the B-BBEE certificate, SARS certificate, etc. of other companies in the group. 
PLEASE NOTE: THE ABOVE MANDATORY DOCUMENTS MUST BE INSERTED IN A SEPARATE FILE OR SEPARATE SECTION OF THE TENDER DOCUMENT REFERRED TO AS ‘MANDATORY DOCUMENTS’.
3.4 PHASE 2: EVALUATION CRITERIA
3.4.1 ECSA’s evaluation criteria provide for the accumulation of points for a Service Provider’s Tender based on the extent to which, technical solution and services proposed meet ECSA requirements and financial competitiveness.
3.4.2 ECSA has approved a two (2) phase evaluation process. Service Providers qualifying from phase one (1) will proceed to phase two (2) of the tender evaluation. 
3.4.3 STAGE 1
In Stage one (1) of phase two (2), service providers will be assessed in terms of experience in a similar office type environment, financial stability, operational capacity, and quality management standards. Only Service providers scoring 70% and more will be considered for stage two (2) of Phase 2 of the tender evaluation process. 

	NO
	CRITERIA
	DOCUMENTS REQUIRED
	POINTS

	1. 
	Capacity and experience
	Verification of the references submitted. 
The bidder must have experience in rendering outsource catering services at corporate/ government institutions. 
Please provide three (3) references (One of which must be exisiting clients) where similar services have been provided in the past two (2) years. 

· 3 References provided =   15 points
· 2 References provided =   10 points 
· 1 Reference provided =       5 points

	MAXIMUM OF 15 POINTS 



	2. 
	Health and Safety Compliance

	The service provider must ensure compliance with Occupational Health and Safety Act. 
· Submit proposed health and safety plan and checklist.
· Upon award the bidder will be required to provide Health and Safety Policy and a plan 
	MAXIMUM OF 15 POINTS 







	3. 
	Menu Planning 
	Compile and present Menus to ensure variety to cater for ECSA’s staff. 
· Describe how you will provide a variety of menus and choices. 
· Describe your system of managing customer orders in order to ensure timely delivery of ECSA orders for functions/meetings and to ensure that meals supplied are in accordance with the requisition. 
	MAXIMUM OF 20 POINTS 


	4. 
	Hygiene / Quality of Service 
	Ensure facilities where food is prepared and served always meet the recommended hygiene standard.
· Describe how you ensure that food preparation and serving areas meet hygiene standards. 
· Provide quality catering services to ECSA staff. Indicate how quality of service is maintained. 
	MAXIMUM OF 30 POINTS 


Stage one (1): Functionality

	5. 
	Accreditations/Affiliations  relevant to Hospitality 
	Ensure that you are up to date with latest developments in food industry.
· Attach proof of your current accreditation/ affiliation to a recognised hospitality association 
	MAXIMUM  OF 10 POINTS 

	6. 
	Local Business Development
	· Local Business in Gauteng ( Attach Utility Bill or Lease Agreement) 
	MAXIMUM  OF 10 POINTS

	TOTAL POINTS FOR FUNCTIONALITY 
	100 POINTS 























SECTION 4

4. TECHNICAL SPECIFICATIONS 
4.1 Background for Service
4.1.1 ECSA has a staff capacity of ±100 employees, regular meetings are hosted for the clients thus it is the sole responsibility of the Service Provide to Cater in this regard. 
4.1.2 Services must make provision for the diversity of the company by providing meals for different religious and ethnic groups. 
4.1.3 All meals must be prepared off –site, delivered timeously to the ECSA offices. The meals must be prepared in a hygienic environment, produced of good quality.

4.2 Meal Requirements
4.2.1 Standard Meal
4.2.1.1 Protein/Meat (choice of 2 ) 
4.2.1.2 Lasagne (which included 1 starch & 1 meat & Bread rolls) 
4.2.1.3 Starch (pap/Rice/Wraps/Bread Rolls) with Gravy
4.2.1.4 Two Vegetables or salad
4.2.1.5 Halaal/Vegetarian Protein 2 x Meat (Choice of 2 )

4.2.2 Executive Meal
4.2.2.1 Two Starch (Pap/Rice/Samp/wrap/Rolls) with gravy 
4.2.2.2 Two Vegetables 
4.2.2.3 Two salads
4.2.2.4 Desert
4.2.2.5 Small bowls of sweets (Endear mints and Sparkles)

4.2.3 Finger Lunch Platter 
4.2.3.1 Finger lunch Platter – Meat option 
4.2.3.2 Finger Lunch Platter – Sandwich/ Wrap option 
4.2.3.3 Finger Lunch Platter – Vegetarian option 
4.2.3.4 Finger Lunch Platter - Nuts, Biltong, Crackers & Spread, cheese
4.2.3.5 Finger Lunch Platter – Pastries / Meat Option
4.2.3.6 Finger Lunch – Sweets Platter
4.2.4 Drinks 
Not Required.



NB – to provide own crockery and cutlery.
Serviettes to be submitted provided. 
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MANDATORY DOCUMENTS: COMPULSORY DOCUMENTS.


Appendix 1

Tax Clearance Certificate



	Documentation
	Requirement
	Included in required format (Please tick)

	Tax Clearance certificate
	Please ensure that the Tax clearance certificate is valid 
	







	Please sign that the contents of this Appendix has been verified

	Name
	

	Signature
	











Appendix 2

Registration Certificate: Compensation of Occupational Injuries and Diseases



	Documentation
	Requirement
	Included in required format (Please tick)

	Registration Certificate: Compensation of Occupational Injuries and Diseases

	Please ensure that the financial statement for the last financial year and that they are certified.
	









	Please sign that the contents of this Appendix has been verified

	Name
	

	Signature
	















Appendix 3

B-BBEE Certificate



	Documentation
	Requirement
	Included in required format (Please tick)

	B-BBEE Certificate
	Supply a valid B-BBEE certificate

	









	Please sign that the contents of this Appendix has been verified

	Name
	

	Signature
	


























Appendix 4

Proof of Bank Account 



	Documentation
	Requirement
	Included in required format (Please tick)

	Proof of Bank Account ( Bank Rating /Letter of Good standing)
	Bank Rating Letter/Bank letter of good standing

	









	Please sign that the contents of this Appendix has been verified

	Name
	

	Signature
	

























Appendix 5

CM/CK Certificate


	Documentation
	Requirement
	Included in required format (Please tick)

	Company Certificate
	
Provide company/closed corporation registration and a copy of CM/CK certificate  
	






	Please sign that the contents of this Appendix has been verified

	Name
	

	Signature
	













Appendix 6

Copies of Identity documents of those with equity shares 



	Documentation
	Requirement
	Included in required format (Please tick)

	 ID copies of those with equity shares 

	
Provide company/closed corporation registration and a copy of CM/CK certificate  
	





	Please sign that the contents of this Appendix has been verified

	Name
	

	Signature
	



Appendix 7
Standard Bidding Documents:Mandatory.
Failure to complete and submit will result in disqualification.

	
	I/We have attached to this document:
	Tick if submitted
	Office use

	
	· SBD 1
	Yes
	No
	

	
	· SBD 2
	N/A
	

	
	· SBD 3
	Yes
	No
	

	
	· SBD 4
	Yes
	No
	

	
	· SBD 5
	Yes
	No
	

	
	· SBD 6
	Yes
	No
	

	
	· SBD 7
	Yes
	No
	

	
	· SBD 8
	Yes
	No
	

	
	· SBD 9
	Yes
	No
	



 


	Please sign that the contents of this Appendix has been verified

	Name
	

	Signature
	




Appendix 8

Central Supplier Database 



	Documentation
	Requirement
	Included in required format (Please tick)

	CSD Report
	Attach Proof of Registration on National Treasury Central Supplier Database. 
Refer to Database Circular No.3 of 2015.

	











	Please sign that the contents of this Appendix has been verified

	Name
	

	Signature
	









Appendix 9

One (1) Original bid document, two copies plus two (2) x electronic copies (cd/usb) 



	Documentation
	Requirement
	Included in required format (Please tick)

	One (1) Original bid document,  plus two (2) copies and 2 electronic copies (cd/usb) 



	Attach Proof of Payment R1140.00 (Incl VAT) 

	











	Please sign that the contents of this Appendix has been verified

	Name
	

	Signature
	
















FUNCTIONALITY CRITERIA TO BE COMPLETED ANY INCOMPLETION/ BLANK SPACES WILL RESULT IN ZERO POINT ALLOCATION:
Please provide references from three customers with similar requirements as ECSA (one reference may be from ECSA. The reference must be current clients that have done business with your company for longer than two years. 

	1. Capacity and experience 
Verification of the reference submitted. Bidder must have experience in rendering outsource catering services at corporate /government institutions. Please provide three (3) references (One of which must be existing clients) where similar services have been provided in the past two (2) years. 
3 References 			= 15 points 
2 References 			= 10 points 
1 Reference			= 5 points 
Failure to Attach Reference Letters to Appendix A will result in zero points. 
	Maximum 15 points


	Name of Company  
	Contact Name
	Contact Number
	Email Address 

	1. 
	
	
	

	2. 
	
	
	

	3. 
	
	
	



	2. Health and Safety Compliance  
	Maximum 15 points

	The service provider must ensure compliance with Occupational Health and Safety Act
	Attach Proof to Appendix B 



	3. Menu Planning 
	Maximum  25 points

	Compile and present Menus to ensure variety to cater for ECSA staff
	Attach  Proof to Appendix C



	4. Hygiene /Quality of Service  
	Maximum 15 points

	Ensure facilities where food is prepared and served always meet the recommended hygiene standard 
	Attach  Proof to Appendix D



	5. Accreditations relevant to Hospitality 
	Maximum 10 points

	Ensure that you are up to date with latest developments in food industry. 
	Attach  Proof to Appendix E



	6. Local Business Development 
	Maximum 10 points

	Local Business In Tshwane / Gauteng (Attach Utility Bill or Lease Agreement)

	Attach Proof to Appendix F
























ATTACH FUNCTIONALITY CRITERIA RESPONSE

1. FUNCTIONALITY CRITERIA TO BE COMPLETED AND ATTACHED TO EACH ANNEXURE 





ALL SERVICE PROVIDERS MUST SUBMIT THEIR RESPONSES IN THE FOLLOWING FORMAT – NO DEVIATION.














FUNCTIONALITY CRITERIA
APPENDIX A.10 
REFERENCE LETTER NO. (1)  
	
	I/We have attached to this Appendix A the following documents: 
	Tick if submitted
	Office use

	
	References for similar arrangements should be provided to demonstrate your ability to fulfil ECSA requirements and demonstrate service provider’s ability to maintain satisfied customers. Reference Letter for  to be Attached to this Appendix A :
· Official Letterhead from your Client with the following:
· Name of your business mentioned on the letterhead with Reference to Tender PUR1601/14 
· Period of contract
· Value of Contract
· Officially signed and dated with contact details (Name, telephone, email address)
· Recommendation

	Yes
	No
	



	Please sign that the contents of this Appendix has been attached and verified

	Name
	

	Signature
	



FAILURE TO PROVIDE RELEVANT PROOF WILL RESULT IN ZERO POINT ALLOCATION


FUNCTIONALITY CRITERIA
APPENDIX A.11
 
REFERENCE LETTER NO. (2) 

	
	I/We have attached to this Appendix A the following documents: 
	Tick if submitted
	Office use

	
	References for similar arrangements should be provided to demonstrate your ability to fulfil ECSA’s requirements and demonstrate service provider’s ability to maintain satisfied customers. Reference Letter to be Attached to this Appendix A :
· Official Letterhead from your Client with the following:
· Name of your business mentioned on the letterhead with Reference to Tender PUR1601/14 
· Period of contract
· Value of Contract
· Officially signed and dated with contact details (Name, telephone, email address)
· Recommendation

	Yes
	No
	



	Please sign that the contents of this Appendix has been attached and verified

	Name
	

	Signature
	



FAILURE TO PROVIDE RELEVANT PROOF WILL RESULT IN ZERO POINT ALLOCATION

FUNCTIONALITY CRITERIA
APPENDIX A.12
 
REFERENCE LETTER NO. (3) 

	
	I/We have attached to this Appendix A the following documents: 
	Tick if submitted
	Office use

	
	 References for similar arrangements should be provided to demonstrate your ability to fulfil ECSA’s  requirements and demonstrate service provider’s ability to maintain satisfied customers.Three (3) Reference Letters to be Attached to this Appendix A :
· Official Letterhead from your Client with the following:
· Name of your business mentioned on the letterhead with Reference to Tender PUR 1601/14
· Period of contract
· Value of Contract
· Officially signed and dated with contact details (Name, telephone, email address)
· Recommendation

	Yes
	No
	



	Please sign that the contents of this Appendix has been attached and verified

	Name
	

	Signature
	



FAILURE TO PROVIDE RELEVANT PROOF WILL RESULT IN ZERO POINT ALLOCATION

FUNCTIONALITY CRITERIA 
APPENDIX B
 
HEALTH AND SAFETY COMPLIANCE 

	
	I/We have attached to this Appendix B the following documents: 
	Tick if submitted
	Office use

	
	Attach compliance with Occupational Health and Safety Act to Appendix B– 
· Upon award the bidder will be required to provide Health and Safety Policy and a plan

	Yes
	No
	

	
	· Submit proposed health and safety plan and checklist.
	Yes
	No
	



	Please sign that the contents of this Appendix has been attached and verified

	Name
	

	Signature
	



FAILURE TO PROVIDE RELEVANT PROOF WILL RESULT IN ZERO POINT ALLOCATION



FUNCTIONALITY CRITERIA
APPENDIX C
MENU PLANNING 

	
	I/We have attached to this Appendix D the following documents: 
	Tick if submitted
	Office use

	
	Compile and present Menus to ensure variety to cater for ECSA’s  staff
	Yes
	No
	



	Please sign that the contents of this Appendix has been attached and verified

	Name
	

	Signature
	




FAILURE TO PROVIDE RELEVANT PROOF WILL RESULT IN ZERO POINT ALLOCATION




FUNCTIONALITY CRITERIA
APPENDIX D
 HYGIENE / QUALITY OF SERVICE 

	
	I/We have attached to this Appendix E  the following documents: 
	Tick if submitted
	Office use

	
	Ensure facilities where food is prepared and served always meet the recommended hygiene standard
	Yes
	No
	



	Please sign that the contents of this Appendix has been attached and verified

	Name
	

	Signature
	




FAILURE TO PROVIDE RELEVANT PROOF WILL RESULT IN ZERO POINT ALLOCATION



















FUNCTIONALITY CRITERIA 
APPENDIX E
 ACCREDITATIONS/AFFILIATIONS RELEVANT TO HOSPITALITY

	
	I/We have attached to this Appendix F the following documents: 
	Tick if submitted
	Office use

	
	 Ensure that you are up to date with the latest developments in food industry. 
	Yes
	No
	



	Please sign that the contents of this Appendix has been attached and verified

	Name
	

	Signature
	




FAILURE TO PROVIDE RELEVANT PROOF WILL RESULT IN ZERO POINT ALLOCATION 


















FUNCTIONALITY CRITERIA 
APPENDIX F
LOCAL BUSINESS DEVELOPMENT 

	
	I/We have attached to this Appendix G the following documents: 
	Tick if submitted
	Office use

	
	Local Business in Gauteng ( Attach Utility Bill or lease Agreement) 
	Yes
	No
	



	Please sign that the contents of this Appendix has been attached and verified

	Name
	

	Signature
	




FAILURE TO PROVIDE RELEVANT PROOF WILL RESULT IN ZERO POINT ALLOCATION 



SECTION 5
3. PHASE 2: STAGE 2
Service providers who scored above 70% of Stage 1 will be considered for Stage 2. Stage 2 will focus on Price and BBBEE.
	No
	CRITERIA
	DOCUMENTS REQUIRED

	1.
	PRICE (80 POINTS)
Points for price will be allocated in accordance with the formula 

	
Price schedule to be completed in Section 4 Schedule I and submitted with the tender

	2
	BBBEE (20 POINTS)
Points on BBBEE will be allocated in accordance with the Service Providers BBBEE status
	
Valid B-BBEEE Certificate from a SANAS accredited verification agency or proof of exemption


5.1 Additional Requirements
The successful Service providers shall be appointed only after proof of the following is provided:
5.1.1 Provide a draft SLA and Standard Operating Procedures.
5.2 Other Information
5.2.1 Information given during the site inspection is meant to assist Service Providers in order to submit a meaningful proposal.
5.2.2 The tender Evaluation Panel will select  preferred Service Providers on the basis of a ranking using the evaluation criteria and ECSA’s Procurement policy as a guideline. 
5.2.3 A shortlist of potential service providers will be compiled after a review of tender documentation submitted. Short listed Service Providers may be required if deemed necessary to make a further oral presentation, food tasting and site visit to the Tender Evaluation Panel, at a time and venue to be advised by the Panel. 
5.2.4 All Service Providers will be formally notified (successful or not) after the evaluation process has been completed, and are requested not to contact the Institution in this regard. 
5.2.5 Detailed evaluation results and Service Provider ratings will not be published.
5.2.6 The Tender awarded will be conditional and subject to successful negotiations and signing of a written contract, failing which ECSA reserves the right to withdraw the tender and to award same to another Service Provider without the need to repeat the tender process.
It should be noted that ECSA is not bound and/or obliged to accept the lowest tender.
ECSA reserves the right to accept and/or award the tender either in part or in full.

5.3 Pricing Schedule 
5.3.1 Standard Meal 1
	STANDARD MEAL 1
	COST P/P (Incl VAT) 

	Protein/Meat (Choice of 2)
	R

	Starch (Pap/Rice/Wraps/Bread Rolls) with gravy
	R

	Two vegetables or salad
	R

	Total Cost Per Meal (Incl VAT) 
	R


5.3.2 Standard Meal 2
	STANDARD MEAL 2
	COST P/P (Incl VAT) 

	1 Lasagne 
	R

	1 Starch 
	R

	1 Bread Roll
	R

	Total Cost Per Meal (Incl VAT) 
	R


5.3.3 Standard Meal 3
	STANDARD MEAL 3
	COST P/P (Incl VAT) 

	Halaal / Vegetarian
	R

	Total Cost Per Meal (Incl VAT) 
	R



5.3.4 Executive Meal 
	EXECUTIVE MEAL  
	COST P/P (Incl VAT) 

	Protein 2 x Meat (Choice of 2)
	R

	Two Starch (Pap/Rice/Samp, Wrap, Rolls) with gravy
	R

	Two vegetable
	R

	Two Salad
	R

	Desert
	R

	Small bowls of sweets (Endear mints and Sparkles)
	

	Total Cost Per Meal (Incl VAT) 
	R





5.3.5 Finger Lunch Platter 
	FINGER LUNCH PLATTER   (CATER 10 -15 PPL)
	TOTAL COST PER PLATTER (INCL VAT) 

	Finger Lunch Platter – Meat Option 
	R

	Finger Lunch Platter – Sandwich/ Wrap Option 
	R

	Finger Lunch Platter – Vegetarian Option 
	R

	Finger Lunch Platter – Nuts, Biltong, Crackers & Spread, Cheese
	R

	Finger Lunch Platter – Pastries / Meat Option
	R

	Sweat Platter
	R

	Total Cost Per Meal (Incl VAT) 
	R








SCHEDULE I: STATEMENT OF COMMITMENT

	
I, the undersigned..………………………………………………………………………………….

From (Name of Service Provider/ Service Provider) 
………………………………………………….……………………..

Declare that I have studied the contents of this document and that the organisation I represent is prepared to carry out the services according to the specifications and to the satisfaction of the Engineering Council of South Africa.

Has the authorisation to sign tender documents on behalf of my company.  Attached a director’s resolution or proxy, authorising to sign this document on behalf of the company.

Declare that the company has the financial ability to meet its obligations in respect of this contract and that it is in a sound position to meet its overall financial commitments.

State that the information submitted is true and correct.

Certify that as far as I/we know no member of our company have any direct or indirect vested interest in PURCO SA and/or ECSA. 
Member/s as detailed hereunder has a direct/indirect vested interest in PURCO SA and/or ECSA.  (Delete if not applicable)
Name and occupation of contact within the Engineering Council of South Africa / PURCO SA. 
……………………………………………………………………………………………….
……………………………………………………………………………………………….
	…………………………………			………………………………
	Signature					Date



ADHOC CATERING SERVICES PUR1601/14		1
  	Initials:    _______
ADHOC CATERING SERVICES PUR1601/14		2
  	Initials:    _______
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