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BIDDING DOCUMENTS : GENERAL INFORMATION 
 

 

1. The bidding forms are drawn up so that certain essential information is to be furnished in a specific 
manner.  Any additional particulars shall be furnished in the enclosed questionnaire(s) or in a separate 
annexure. 
 

2. The bidding forms should not be retyped or redrafted but photocopies may be prepared and used.  
Additional offers may be made for any item, but only on a photocopy of the page in question.  Additional 
offers made in any other manner may be disregarded. 
 

3. Bidding forms not filled in using a computer and printer shall be completed in black ink. 
 

4. Bidders shall check the numbers of the pages and satisfy themselves that none are missing or duplicated.  
No liability shall be accepted in regard to claims arising from the fact that pages are missing or duplicated. 
 

5. The forms in respect of Preference Points Claim, if attached, shall be completed and submitted with the 
completed Bid. 
 

6. Firm bid prices and delivery periods are preferred.  Consequently bidders shall clearly state whether 
prices and delivery periods will remain firm for the duration of the contract or not. 
 

7. If non-firm prices are submitted, this fact should be clearly stated in the bidding documents. 
 

8. Where items are specified in detail, the specifications from an integral part of the bidding document and 
bidders shall indicate in the space provided whether the items offered are to specification or not. 
 

9. In respect of the paragraphs where the items offered are strictly to specification, bidders shall insert the 
words “as specified”. 
 

10. In cases where the items are not to specification, the deviations from the specifications shall be indicated. 
 

11. The bid prices shall be given in the units shown. 
 

12. All prices shall be quoted in South African currency. 
 

13. All delivery costs must be included in the submitted bid prices. 
 

14. Unless specifically provided for in the bidding document, no bids transmitted by telegram, telex, facsimile, 
e-mail or similar apparatus shall be considered. 
 

15. All forms and tables must be completed as required. Non-submission of some required information will 
result in the bid declared invalid. In addition to the required information, brief additional information may be 
appended. 
 

16. Bidders must ensure themselves that all the required forms, certificates and required documents are 
completed, signed and attached. 
 

17. All bids are subjected to : the Project Specification, Special Provisions, Special Conditions and General 
Conditions of Contract. 
 

18. Only the successful Bidder will be required to complete and sign a written Contract – Form SBD 7. 
 

19. These conditions and information from part of the bid and failure to comply therewith may invalidate a bid. 
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SBD 1 (page 1) 
 

ROAD TRAFFIC INFRINGEMENT AGENCY (RTIA) 
BID FORM  –  INVITATION TO BID – PROFESSIONAL SERVICES 

 
 

BID NUMBER                         : RTMC 02 / 2013/2014 

DESCRIPTION OF BID          : Debt Collection Services for the period of 24 months 

  

CLOSING DATE                     : Monday, 22 July 2013 

CLOSING TIME                      : 11:00 

BIDDING DOCUMENTS  The Registrar 

MAY BE POSTED TO            : Road Traffic Infringement Agency 

 P.O Box 6341, Halfway House, 1685  

OR DEPOSITED IN THE  Road Traffic Infringement Agency 

TENDER BOX SITUATED AT: Waterfall Edge B, Howick Close 

 Waterfall Office Park, Bekker Road, Midrand 

IMPORTANT NOTES: 1.   All envelopes containing Bids must be clearly marked with the Bid Number. 
2.  Bidders must ensure that Bids are delivered timeously to the correct address. If the 

Bid is late, it will not be accepted for consideration. 
3. The Bid must be submitted at the foyer of the RTIA office is generally open from 

08:00 to 16:45 from Monday to Friday, excluding public holidays. 
4.  All Bids must be submitted on the official forms – (not to be re-typed). 
 

 

THE FOLLOWING PARTICULARS MUST BE FURNISHED 

(FAILURE TO DO SO MAY RESULT IN YOUR BID BEING DISQUALIFIED) 
 
NAME OF BIDDER                   : …………………………………………………………………………………………………. 

POSTAL ADDRESS & CODE   : …………………………………………………………………………………………………. 

STREET ADDRESS & CODE   : …………………………………………………………………………………………………. 

TELEPHONE NUMBER            : CODE ( ……….) NUMBER…………………………………………………………………. 

CELLPHONE NUMBER            : …………………………………………………………………………………………………. 

FACSIMILE NUMBER              : CODE ( ……….) NUMBER…………………………………………………………………. 

VAT REGISTRATION NUMBER …………………………………………(Tax Clearance Certificate attached? : Yes / No) 

CONTACT PERSON                 : …………………………………………………………………………………………………. 

E-MAIL ADDRESS                    : …………………………………………………………………………………………………. 

  

SIGNATURE OF BIDDER         :    …………………………………………………………………………………………………. 

DATE                                         : …………………………………………………………………………………………………. 

CAPACITY UNDER WHICH 
THIS BID IS SIGNED                : 

 

…………………………………………………………………………………………………. 
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SBD 1 (page 2) 
 

TERMS AND CONDITIONS OF BID 

 
 

1. I/We hereby bid to supply all or any of the supplies and/or to render all or any of the services described 
in the attached documents to the Road Traffic Infringement Agency (RTIA) 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. I/We agree that:- 
 

(a) the offer herein shall remain binding upon me/us and open for acceptance by the RTIA during the validity 
period indicated and calculated from the closing time of the bid; 
 

(b) This bid and its acceptance shall be subject to the terms and conditions contained in the bidding 
documents; 
 

I If I/we withdraw my/our bid within the period for which I/we have agreed that the bid shall remain open 
for acceptance, or fail to fulfil the contract when called upon to do so, the RTIA  may, without prejudice to 
its other rights, agree to the withdrawal of my/our bid or cancel the contract that may have been entered 
into between me/us and the RTIA and I/we will then pay to the RTIA any additional expense incurred by 
the RTIA, having either to accept any less favourable bid or, if fresh bids have to be invited, the 
additional expenditure incurred by the invitation of such fresh bids, and by the subsequent acceptance of 
any less favourable bid; the RTIA shall also have the right to recover such additional expenditure by set-
off against moneys which may be due or become due to me/us under this or any other bid or contract of 
against any guarantee or deposit that may have been furnished by me/us or on my/our behalf for the due 
fulfilment of this or any other bid or contract and pending the ascertainment of the amount of such 
additional expenditure to retain such moneys, guarantee or deposit as security for any loss the RTIA may 
sustain by reason of my/our default; 
 

(d) If my/our bid is accepted the acceptance may be communicated to me/us by letter or order by ordinary 
post or registered post and that SA Post Office Ltd shall be regarded as my/our agent, and delivery of 
such acceptance to SA Post Office Ltd shall be treated as delivery to me/us; 
 

(e) The law of the Republic of South Africa shall govern the contract created by the acceptance of my/our 
tender and  that I/we choose domicilium citandi et executandi in the Republic as indicated above; 
 

3. I/We furthermore confirm that I/we have satisfied myself/ourselves as to correctness and validity of 
my/our bid; that the prices(s) and rate(s) quoted cover all the work/item(s) specified in the bidding 
documents, and that the price(s) and rate(s) cover all my our obligations under a resulting contract and 
that I/we accept that any mistakes regarding price(s) and calculations will be at my/our risk. 
 

4. I/We hereby accept full responsibility for the proper execution and fulfilment of all obligations and 
conditions devolving on me/us under this agreement as the Principal(s) liable for the due fulfilment of this 
contract. 
 

5. I/We agree that any action arising from this contract may in all respects be instituted against me/us and 
I/we hereby undertake to satisfy fully any sentence or judgement which me be pronounced against 
me/us as a result of such action. 
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SBD 1 (page 3) 
 
6. I/We declare that I/we have participation* / no participation* in the submission of any other offer for the 

supplies/services described in the attached documents.  If in the affirmative, state names(s) of bidder(s) 
involved: 
………………………………………………………………………………………………………………………… 

………………………………………………………………………………………………………………………… 

………………………………………………………………………………………………………………………… 

………………………………………………………………………………………………………………………… 

………………………………………………………………………………………………………………………… 

7. Are you duly authorised to sign the bid? 
 

*Yes / No 

8. Has the Declaration of Interest (SBD 4) been duly completed and included with the other 
required tender forms? 
 

*Yes / No 

9. Have the company or any of its Directors, Shareholders or Joint Venture Partners in their 
present or previous capacity ever been restricted from bidding by any organ of the State? 
If in the affirmative, please provide full details of restriction: 
……………………………………………………………………………………………………….. 
……………………………………………………………………………………………………….. 
……………………………………………………………………………………………………….. 
……………………………………………………………………………………………………….. 

*Yes / No 

(  *Please circle the applicable Yes or No response above clearly ) 

 
…………………………………… 

Signature of Declarant 

 
…………………………………. 

Bid Number 

 
…………………………… 

Date 

 
…………………………………… 

Position of Declarant 

 
………………………………………………………………………… 

Name of Company / Organisation / Enterprise / Bidder 

 
Witness 1. : ……………………………………………… 

 
Witness 2. : ……………………………………………… 

 

  

IMPORTANT BIDDING CONDITIONS 

 
1.  Failure on the part of the bidder to sign this bid form and thus to acknowledge 

and accept the conditions in writing, or to complete the attached forms, 
questionnaires and specification in all respects, the bid will be disqualify. 

2.  Bids should be submitted on the official forms and should not be qualified by 
the bidder’s own conditions of bidding.  Failure to comply with these 
requirements or to renounce specifically the bidder’s own conditions of bid, 
when called upon to do so, may invalidate the bid. 

3.   If any of the conditions on these bid forms are in conflict with any special 
conditions, stipulations or provisions incorporated in the bidding documents, 
such special conditions, stipulations or provisions shall apply 

4. Each bid must be submitted in a separate, sealed envelope on which the bid 
number, bid description, name and address of the bidder, and the 
closing date and time must be clearly endorsed.   
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SBD 3.3 (page 1) 

 

ROAD TRAFFIC INFRINGEMENT AGENCY 
PRICING SCHEDULE – SBD 3.3 

(Professional Services) 
 

NOTE : USE INK, PREFERABLY BLACK, TO FILL IN THIS FORM 

Name of Bidder : …………………………………………………….. Bid No. : RTMC 02/2013/14 

Bid Description: Debt Collections Service for the period of 24 months   

Closing time 11:00 a.m. on :22 July  2013 Bid valid for 90 Days after closing date 

NOTE: The Project Specifications, inclusive of Special Provisions, Special and General Conditions of Contract; as well as 
the information in the Annexures thereto, must be used as the basis for the formulation of proposals and cost estimates. 

Bidders are required to provide an all-inclusive ceiling price, based on the total estimated time for the 
completion of all aspects and phases of the Project, including all related costs and expenses. The 
Price must be in South African Rands and inclusive of Value Added Tax (VAT). 

Ceiling Price 
 

R………………….. 

 

1. 

 

 

Personnel Costs: 
Bidders must ensure that the total number of personnel, hours, rates for the 
various levels of personnel; as well as the total costs submitted in this section are 
all inclusive and will provide for the completion of the Project as required. Unless 
specifically provided for in the Project Specification and the Special provisions, 
these costs must, amongst others, provide for research, production work, 
attendance of meetings, travel time and, if required, time for training and transfer 
of skills, etc as required.. 
 

 

 
Estimated Cost 

(RSA Rand) 

 1.1 Level 1 personnel  ( from SBD 3.3 annexure A ) …………. Estimated hours ……………hrs R …………………. 

 1.2 Level 2 personnel  ( from SBD 3.3 annexure C ) …………… Estimated hours ……………hrs R …………………. 

      

  Total personnel hours and cost ……………hrs 
 

R 
    

2.  Travel Costs: 
Only actual travel costs related to the undertaking of this Project are recoverable. 
Proof of expenses incurred and original invoices, where applicable, must 
accompany the prescribed Claim Certificate for payment. Also specify the rate per 
kilometre, etc. Air travel will be economy class. 

 

  

 2.1 Travel by car/Air: Distance Rate / km  

  (a)   Own vehicle: …………………………………………. ……………..kms R …………/km R …………………. 

  (b)   Rented vehicle : ………………………………………. ……………..kms R …………/km R …………………. 

  (c)   Air : ……………………………………………….. …………...trips R……...…..trip R …………………. 

      

      

  
 

Total travel cost 
 

R  
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SBD 3.3 (page 2) 
  

3.  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. 
 

  
Estimated Cost 
(RSA Rand – R) 

  Description of expense to be incurred Quantity Rate  

 3

.

................................................................................. ……………… R ………… R …………………. 

 3

.

................................................................................ ……………… R ………… R …………………. 

 3

.

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

   

Total of any other claimable expenses and costs  

 

R   

 

4.  Time Periods:  

 
4.1 State the period required before commencing with the project after acceptance of the Bid: ……….weeks 

 
4.2 Total duration of the Project until completion: …………………………………………………. ……….weeks 

 
4.3 Specific date at which the Project will be completed and Final Report(s) handed over: …. ……………... 

 

5.  Validity of Rates, Prices and Cost:  

 5.1 Are all the rates, prices and costs given firm for the full period of the bid? (See clause 17 of General 

Conditions of Contract).                                           ( * please circle applicable response) 
 

* Yes / No 

 5.2 If not firm for the full period, provide details of the basis on which adjustments will be applied, for 
example the Consumer Price Index (CPI), as well as the period with specific reference to dates, from 
which such adjustments may be applicable. (See clause 17 of General Conditions of Contract).   
……………………………………………………………………………………………………….. 

……………………………………………………………………………………………………….. 

………………………………………………………………………………………………………. 

 

6.  VAT Registration:  

 6.1 Are you registered in terms of section 23(1) or 23(3) of the Value Added Tax Act, 1991 (Act No.89 of 
1991) ?                                                                     ( * please circle applicable response) 
 

* Yes / No 

 6.2 If so, state your VAT registration number: ……………………………………………..  

 

7.  Declaration: 

  I, the undersigned (name)………………………………………………………… hereby certify that: 

 7.1 All the Forms and Certificates required in terms of Annexure 3 : “Standard Bidding Documents and Forms to be submitted 

by Bidders” have been completed in all respects, signed, attached and submitted;  

 7.2 The contents thereof have been noted; and 

 10.3 I am duly authorised by the Company / Organisation / Enterprise to sign the Bid. 

  
……………………… 
Bid Number 

 
………………………………………………………………………… 
Name of Company / Organisation / Enterprise / Bidder 

 

  
…………………………………… 
Signature of Declarant 

 
…………………………………… 

Position of Declarant 

 
……………………… 

Date 
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SBD 3.3 – Annexure A  (page 3) 
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SBD 3.3 - Annexure B  (page 4) 
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SBD 3.3 - Annexure C  (page 5) 
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SBD 3.3 - Annexure D  (page 6) 
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                          SBD 4 

 
DECLARATION OF INTEREST 

 
1. Any legal person, including persons employed by the state¹, or persons having a kinship with 

persons employed by the state, including a blood relationship, may make an offer or offers in terms 
of this invitation to bid (includes a price quotation, advertised competitive bid, limited bid or 
proposal).  In view of possible allegations of favouritism, should the resulting bid, or part thereof, be 
awarded to persons employed by the state, or to persons connected with or related to them, it is 
required that the bidder or his/her authorised representative declare his/her position in relation to the 
evaluating/adjudicating authority where-  

 
 - the bidder is employed by the state; and/or 
  
 - the legal person on whose behalf the bidding document is signed, has a relationship with 

persons/a person who are/is involved in the evaluation and or adjudication of the bid(s), or 
where it is known that such a relationship exists between the person or persons for or on 
whose behalf the declarant acts and persons who are involved with the evaluation and or 
adjudication of the bid.  

 
2. In order to give effect to the above, the following questionnaire must be completed and 

submitted with the bid. 
 
2.1 Full Name of bidder or his or her representative:  …………………………………………………………. 
 
2.2 Identity number:  ………………………………………………………………………………… 
 
2.3 Position occupied in the Company (director, trustee, shareholder²):  ………………………………….. 
 
2.4 Company Registration Number:  ………………………………………………………………………..……. 
 
2.5 Tax Reference Number:  …………………………………………………………………………….……… 
 
2.6 VAT Registration Number:  ………………………………………………………………………………....

   
2.6.1 The names of all directors / trustees / shareholders / members, their individual identity numbers, tax 

reference numbers and, if applicable, employee / persal numbers must be indicated in paragraph 3 
below. 

¹“State” means – 
               (a) any national or provincial department, national or provincial public entity or constitutional institution within the 

meaning of the Public Finance Management Act, 1999 (Act No. 1 of 1999); 
 (b) any municipality or municipal entity; 
 (c) provincial legislature; 
 (d) national Assembly or the national Council of provinces; or 
 (e) Parliament. 
  
²”Shareholder” means a person who owns shares in the company and is actively involved in the management of the enterprise or 
business and exercises control over the enterprise.  
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2.7  Are you or any person connected with the bidder           YES / NO 
       presently employed by the state? 
 
2.7.1 If so, furnish the following particulars: 
 

Name of person / director / trustee / shareholder/ member:    ……....……………………………… 
Name of state institution at which you or the person  
connected to the bidder is employed :     ……………………………………… 
Position occupied in the state institution:     ……………………………………… 
 
Any other particulars:    
……………………………………………………………… 
 

……………………………………………………………… 
……………………………………………………………… 

 
2.7.2 If you are presently employed by the state, did you obtain  YES / NO 

the appropriate authority to undertake remunerative  
work outside employment in the public sector? 

 
2.7.2.1 If yes, did you attached 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 If no, furnish reasons for non-submission of such proof: 
  

……………………………………………………………………. 
……………………………………………………………………. 
……………………………………………………………………. 
 

2.8 Did you or your spouse, or any of the company’s directors /   YES / NO 
trustees / shareholders / members or their spouses conduct  
business with the state in the previous twelve months? 

 
2.8.1 If so, furnish particulars: 

………………………………………………………………….. 
…………………………………………………………………..  
…………………………………………………………………... 
 

2.9 Do you, or any person connected with the bidder, have YES / NO 
 any relationship (family, friend, other) with a person   
 employed by the state and who may be involved with  
 the evaluation and or adjudication of this bid? 

 2.9.1If so, furnish particulars. 
 ……………………………………………………………... 
 …………………………………………………………..…. 

……………………………………………………………… 
 

2.10  Are you, or any person connected with the bidder,   YES/NO 
 aware of any relationship (family, friend, other) between  

any other bidder and any person employed by the state 
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who may be involved with the evaluation and or adjudication 
of this bid? 

  
2.10.1 If so, furnish particulars. 

……………………………………………………………… 
……………………………………………………………… 
……………………………………………………………… 

 
2.11 Do you or any of the directors / trustees / shareholders / members  YES/NO 

of the company have any interest in any other related companies  
whether or not they are bidding for this contract? 
 

2.11.1 If so, furnish particulars: 
……………………………………………………………………………. 
……………………………………………………………………………. 
……………………………………………………………………………. 
 

3 Full details of directors / trustees / members / shareholders. 
 
Full Name Identity 

Number 
Personal Tax 
Reference 
Number 

State Employee 
Number / Persal 
Number  
 

    
 

    
 

    
 

    
 

    
 

 
4 DECLARATION 

 
I, THE UNDERSIGNED (NAME)……………………………………………………………………… 

 
CERTIFY THAT THE INFORMATION FURNISHED IN PARAGRAPHS 2 and 3 ABOVE IS CORRECT.  
I ACCEPT THAT THE STATE MAY REJECT THE BID OR ACT AGAINST ME IN TERMS OF 
PARAGRAPH 23 OF THE GENERAL CONDITIONS OF CONTRACT SHOULD THIS DECLARATION 
PROVE TO BE FALSE.   
 
 
…………………………………..  ..……………………………………………   
 Signature                           Date 
 
…………………………………. ……………………………………………… 
 Position  Name of bidder 
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PREFERENCE POINTS CLAIM FORM IN TERMS OF THE 
PREFERENTIAL PROCUREMENT REGULATIONS 2011 

 
 

This preference form must form part of all bids invited.  It contains general information and serves 
as a claim form for preference points for Broad-Based Black Economic Empowerment (B-BBEE) 
Status Level of Contribution  
 
NB: BEFORE COMPLETING THIS FORM, BIDDERS MUST STUDY  THE GENERAL CONDITIONS, 

DEFINITIONS AND DIRECTIVES APPLICABLE IN RESPECT OF  B-BBEE, AS PRESCRIBED 
IN THE PREFERENTIAL PROCUREMENT REGULATIONS, 2011.  

 
 
 
1. GENERAL CONDITIONS 
 
1.1 The following preference point systems are applicable to all bids: 

 
- the 80/20 system for requirements with a Rand value of up to R1 000 000 (all applicable 

taxes included); and  
- the 90/10 system for requirements with a Rand value above R1 000 000 (all applicable taxes 

included). 
 
1.2 The value of this bid is estimated to exceed/not exceed R1 000 000 (all applicable taxes included) 

and therefore the……………………system shall be applicable. 
 
1.3 Preference points for this bid shall be awarded for:  
 

(a) Price; and 
(b) B-BBEE Status Level of Contribution. 
 

1.3.1 The maximum points for this bid are allocated as follows: 
 

      
    POINTS  
 

1.3.1.1 PRICE     90 
     
1.3.1.2 B-BBEE STATUS LEVEL OF CONTRIBUTION   10 
 
 Total points for Price and B-BBEE must not exceed    100  

 
1.4 Failure on the part of a bidder to fill in and/or to sign this form and submit a B-BBEE Verification 

Certificate from a Verification Agency  accredited by the South African Accreditation System 
(SANAS) or a Registered Auditor approved by the Independent Regulatory Board of Auditors 
(IRBA) or an Accounting Officer as contemplated in the Close Corporation Act (CCA) together with 
the bid, will be interpreted to mean that preference points for B-BBEE status level of contribution 
are not claimed. 

 
1.5. The purchaser reserves the right to require of a bidder, either before a bid is adjudicated or at any 

time subsequently, to substantiate any claim in regard to preferences, in any manner required by 
the purchaser. 

 
 
2. DEFINITIONS 
 
2..1  “all applicable taxes” includes value-added tax, pay as you earn, income tax, unemployment    

insurance fund contributions and skills development levies; 
 

2.2  “B-BBEE”  means broad-based black economic empowerment as defined in section 1 of the Broad 
 -Based Black Economic Empowerment Act; 
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2.3  “B-BBEE status level of contributor” means the B-BBEE status received by a measured entity 
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 9(1) of the Broad-Based Black Economic 
Empowerment Act; 

 
2.4 “bid”  means a written offer in a prescribed or stipulated form in response to an invitation by an 

organ of state for the provision of services, works or goods, through price quotations, advertised 
competitive bidding processes or proposals;  

 
2.5 “Broad-Based Black Economic Empowerment Act”  means the Broad-Based Black Economic 
         Empowerment Act, 2003 (Act No. 53 of 2003); 
 
2.6 “comparative price”  means the price after the factors of a non-firm price and all unconditional 
      discounts that can be utilized have been taken into consideration; 
 
2.7 “consortium or joint venture”  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; 
 
2.8 “contract”  means the agreement that results from the acceptance of a bid by an organ of state; 
 
2.9 “EME” means any enterprise  with an annual total revenue of R5 million or less . 
 
2.10 “Firm price”  means the price that is only subject to adjustments in accordance with the actual 

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

 
2.11 “functionality” means the measurement according to predetermined norms, as set 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, viability and durability of a 
          service and the technical capacity and ability of a bidder;  
 
2.12 “non-firm prices” means all prices other than “firm” prices;  
  
2.13 “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 duties; 

2.15 “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;  

 
2.16 “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;   
 
2.17 “trust”  means the arrangement through which the property of one person is made over or 
           bequeathed to a trustee to administer such property for the benefit of another person; and 
 
2.18 “trustee” means any person, including the founder of a trust, to whom property is bequeathed in 
           order for such property to be administered for the benefit of another person. 
 
3. ADJUDICATION USING A POINT SYSTEM  
 
3.1 The bidder obtaining the highest number of total points will be awarded the contract. 
 
3.2 Preference points shall be calculated after prices have been brought to a comparative basis taking 

into account all factors of non-firm prices and all unconditional discounts;. 
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3.3 Points scored must be rounded off to the nearest 2 decimal places. 
 
3.4           In the event that two or more bids have scored equal total points, the successful bid 
               must be the one scoring the highest number of preference points for B-BBEE.   
 
 3.5          However, when functionality is part of the evaluation process and two or more bids have 
               scored equal points including equal preference points for B-BBEE, the successful bid must 
                be the one scoring the highest score for functionality.  
 
3.6          Should two or more bids be equal in all respects, the award shall be decided by the 
                drawing of lots.  
 
4. POINTS AWARDED FOR PRICE 
 
4.1 THE 80/20 OR 90/10 PREFERENCE POINT SYSTEMS  
 
 A maximum of 80 or 90 points is allocated for price on the following basis: 
 
 
   80/20 or 90/10  
 
    

   






 −−=
min

min
180

P

PPt
Ps  or 







 −−=
min

min
190

P

PPt
Ps  

 Where 
 
 Ps = Points scored for comparative  price of bid under consideration 
 
 Pt = Comparative price of bid under consideration 
 
 Pmin = Comparative price of lowest acceptable bid 
 
 
5. Points awarded for B-BBEE Status Level of Contri bution 
 
5.1 In terms of Regulation 5 (2) and 6 (2) of the Preferential Procurement Regulations, preference points 

must be awarded to a bidder for attaining the B-BBEE status level of contribution in accordance with 
the table below: 

  

B-BBEE Status Level of 
Contributor 

Number of points 

 (90/10 system) 

Number of points  

(80/20 system) 

1 10 20 

2 9 18 

3 8 16 

4 5 12 

5 4 8 

6 3 6 

7 2 4 

8 1 2 

Non-compliant 
contributor 

0 0 
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5.2 Bidders who qualify as EMEs in terms of the B-BBEE Act must submit a certificate issued by an 

Accounting Officer as contemplated 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 Certificates.  

 
5.3 Bidders other than EMEs must submit their original and valid B-BBEE status level verification 

certificate or a certified 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 consolidated 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 specialized scorecard contained in the B-BBEE Codes of Good Practice. 
 
5.7     A person will not be awarded points for B-BBEE status level if it is indicated in the bid documents that  
           such a bidder intends sub-contracting more than 25% of the value of the contract to any other 

enterprise 
           that does not qualify for at least the points that such a bidder qualifies for, unless the intended sub- 
           contractor is an EME that has the capability and ability to execute the sub-contract. 
 
5.8      A person awarded a contract may not sub-contract more than 25% of the value of the contract to any 

other 
          enterprise that does not have an equal or higher B-BBEE status level than the person concerned, 

unless the 
          contract is sub-contracted to an EME that has the capability and ability to execute the 
          sub-contract.  
 
 
 
 
6. BID DECLARATION 
  
6.1     Bidders who claim points in respect of B-BBEE Status Level of Contribution must complete the 
following: 
 
7.        B-BBEE STATUS LEVEL OF CONTRIBUTION CLAIM ED IN TERMS OF PARAGRAPHS 1.3.1.2 
AND 5.1  
      
7.1        B-BBEE Status Level of Contribution: ………….      =     ……………(maximum of 10 or 20 points)  
 

(Points claimed in respect of paragraph 7.1 must be in accordance with the table reflected in 
paragraph  5.1 and must be substantiated by means of a B-BBEE certificate issued by a 
Verification Agency accredited by SANAS or a Registered Auditor approved by IRBA or an 
Accounting Officer as contemplated in the CCA). 

 
8 SUB-CONTRACTING 
     
8.1      Will any portion of the contract be sub-contracted?     YES / NO (delete which is not 

applicable)    
8.1.1 If yes, indicate: 
 (i)  what percentage of the contract will be subcontracted? 
 ............……………….…% 
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 (ii)  the name of the sub-contractor? …………………………………………….. 
 (iii)  the B-BBEE status level of the sub-contractor? ………….. 
 (iv) whether the sub-contractor is an EME? YES / NO (delete which is not applicable) 
   
9 DECLARATION WITH REGARD TO COMPANY/FIRM  
 
9.1 Name of company/firm    .............................................................................................. :

  

   

9.2 VAT registration number  : ............................................................................................. 

   

9.3 Company registration number  ……………………………………………………………………. 

    :   

9.4 TYPE OF COMPANY/ FIRM 
 
�  Partnership/Joint Venture / Consortium 
�  One person business/sole propriety 
�  Close corporation 
�  Company 
�  (Pty) Limited 
[TICK APPLICABLE BOX] 
 
9.5 DESCRIBE PRINCIPAL BUSINESS ACTIVITIES 
 
………….. ..................................................................................................................................................  

……………… .............................................................................................................................................  

…………….. ...............................................................................................................................................  

 
9.6 COMPANY CLASSIFICATION 
 
�  Manufacturer 
�  Supplier 
�  Professional service provider 
�  Other service providers, e.g. transporter, etc. 
 [TICK APPLICABLE BOX] 
 
 
9.7 Total number of years the company/firm has been in business? …………………………………… 
 
9.8 I/we, 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 I / we 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 

paragraph 7, the contractor may be required to furnish documentary proof to the 
satisfaction of the purchaser that the claims are correct;  

 
 (iv) If the B-BBEE status level of contribution has been claimed or obtained on a 

fraudulent basis or any of the conditions of contract have not been fulfilled, the 
purchaser may, in addition to any other remedy it may have – 

 
  (a) disqualify the person from the bidding process; 
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  (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) restrict the bidder or contractor, its shareholders and directors, or only the 

shareholders and directors who acted on a fraudulent basis, 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 

 
WITNESSES: 

 
 
 
1. ………………………………………   
      
     …………………………………… 
     SIGNATURE(S) OF BIDDER(S) 
 
 
 
2. ……………………………………… 
 
 
DATE:……………………………….. 
      
 
ADDRESS:………………………….. 
      
….………………………………      
      
……………………………………… 
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SBD 8 
DECLARATION OF BIDDER’S PAST SUPPLY CHAIN MANAGEMEN T PRACTICES 

 
1 This Standard Bidding Document must form part of all bids invited.   
 
2 It serves as a declaration to be used by institutions in ensuring that when goods and 

services are being procured, all reasonable steps are taken to combat the abuse of the 
supply chain management system.  

 
3 The bid of any bidder may be disregarded if that bidder, or any of its directors have- 

 
a. abused the institution’s supply chain management system; 
b. committed fraud or any other improper conduct in relation to such system; or 
c. failed to perform on any previous contract. 
 

4 In order to give effect to the above, the following questionnaire must be completed 
and submitted with the bid. 

Item Question Yes No 
4.1 Is the bidder or any of its directors listed on the National Treasury’s Database of 

Restricted Suppliers as companies or persons prohibited from doing business with the 
public sector? 
(Companies or persons who are listed on this Database were informed in writing 
of this restriction by the Accounting Officer/Authority of the institution that 
imposed the restriction after the audi alteram partem rule was applied). 
 
The Database of Restricted Suppliers now resides on the National Treasury’s 
website(www.treasury.gov.za) and can be accessed by clicking on its link at the 
bottom of the home page.  
 

Yes 
 

 
 

No 
 

 

4.1.1 If so, furnish particulars: 
 
 
 

4.2 Is the bidder or any of its directors listed on the Register for Tender Defaulters in 
terms of section 29 of the Prevention and Combating of Corrupt Activities Act (No 12 
of 2004)?  
The Register for Tender Defaulters can be accessed on the National Treasury’s 
website (www.treasury.gov.za) by clicking on its link at the bottom of the home 
page.  
 

Yes 
 

No 
 

4.2.1 If so, furnish particulars: 
 
 
 

4.3 Was the bidder or any of its directors convicted by a court of law (including a court 
outside of the Republic of South Africa) for fraud or corruption during the past five 
years? 
 

Yes 
 

No 
 

4.3.1 If so, furnish particulars: 
 
 
 

4.4 Was any contract between the bidder and any organ of state terminated during the past 
five years on account of failure to perform on or comply with the contract? 
 

Yes 
 

No 
 

4.4.1 If so, furnish particulars: 
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SBD 8 
 

CERTIFICATION 
 

I, THE UNDERSIGNED (FULL NAME)…………………………………………………  
 CERTIFY THAT THE INFORMATION FURNISHED ON THIS DEC LARATION FORM 

IS TRUE AND CORRECT. 
 
 I ACCEPT THAT, IN ADDITION TO CANCELLATION OF A CO NTRACT, ACTION 

MAY BE TAKEN AGAINST ME SHOULD THIS DECLARATION PRO VE TO BE 
FALSE. 

 
 
 ………………………………………...   ………………………….. 
 Signature        Date 

 
 ……………………………………….   ………………………….. 
 Position        Name of Bidder 

    Js365bW 
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SBD 9 
 

 
CERTIFICATE OF INDEPENDENT BID DETERMINATION  

 
I, the undersigned, in submitting the accompanying bid: 

________________________________________________________________________ 

(Bid Number and Description) 

  

in response to the invitation for the bid made by: 

______________________________________________________________________________ 

(Name of Institution) 

 

do hereby make the following statements that I certify to be true and complete in every 

respect: 

 

I certify, on behalf of:_______________________________________________________that: 

(Name of Bidder) 

1. I have read and I understand the contents of this Certificate; 

2. I understand that the accompanying bid will be disqualified if this Certificate is found not to 

be true and complete in every respect; 

3. I am authorized by the bidder to sign this Certificate, and to submit the accompanying bid, 

on behalf of the bidder; 

4. Each person whose signature appears on the accompanying bid has been authorized by 

the bidder to determine the terms of, and to sign the bid, on behalf of the bidder; 

5. For the purposes of this Certificate and the accompanying bid, I understand that the word 

“competitor” shall include any individual or organization, other than the bidder, whether or 

not affiliated with the bidder, who: 

 

(a)  has been requested to submit a bid in response to this bid invitation; 

(b)  could potentially submit a bid in response to this bid invitation, based on their 

qualifications, abilities or experience; and 

(c) provides the same goods and services as the bidder and/or is in the same 

line of business as the bidder 
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SBD 9 

  

6. 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 consortium³ will not be construed as 

collusive bidding. 

7.  In particular, without limiting the generality of paragraphs 6 above, there has been no 

consultation, communication, agreement or arrangement with any competitor regarding: 

(a) prices;       

(b) geographical area where product or service will be rendered (market 

allocation)   

(c)  methods, factors or formulas used to calculate prices; 

(d)  the intention or decision to submit or not to submit, a bid;  

(e)  the submission of a bid which does not meet the specifications and 

conditions of the bid; or 

(f)        bidding with the intention not to win the bid. 

8. In addition, there have been no consultations, communications, agreements or 

arrangements with any competitor regarding the quality, quantity, specifications and 

conditions or delivery particulars of the products or services to which this bid invitation 

relates. 

9. 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 Joint venture or Consortium means an association of persons for the purpose of combining their exper tise, property, capital, 
efforts, skill and knowledge in an activity for the  execution of a contract. 
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SBD 9 

10.   I am aware that, in addition and without prejudice to any other remedy provided to combat 

any restrictive practices related to bids and contracts, bids that are suspicious will be 

reported to the Competition Commission for investigation and possible imposition of 

administrative penalties in terms of section 59 of the Competition Act No 89 of 1998 and or 

may be reported to the National Prosecuting Authority (NPA) for criminal investigation and 

or may be restricted from conducting business with the public sector for a period not 

exceeding ten (10) years in terms of the Prevention and Combating of Corrupt Activities 

Act No 12 of 2004 or any other applicable legislation. 

 

 

 …………………………………………………   ………………………………… 

Signature        Date 

 

………………………………………………….   ………………………………… 

Position         Name of Bidder 
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Bid No. : RTIA  02 / 2013/14 
 

 
 

Invitation to Bid  
on  

 
 

Debt Collection Services 
 

 

 

 

 

 

 

June 2013 
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1. Purpose 
 

The Road Traffic Infringement Agency (RTIA) herewith invites Bids from 

experienced debt collecting organisations and other competent service providers to 

assist the Agency in the identification and collection of outstanding infringement 

penalties that were imposed on infringers in terms of the AARTO Act. 

 

2. Background 
 

One of South Africa's greatest challenges is to significantly reduce the carnage on 

our roads. The present system under the Criminal Procedure Act is inadequate for 

fine collection for traffic violations and the Administrative Adjudication of Road 

Traffic Offences (AARTO) Act, No. 46 of 1998, which was approved by Parliament 

in 1998 was, amongst others, created with the view to introduce a more effective 

and efficient adjudication process, yet which is still objective, transparent and fair. 

 

Recognising the complicated nature of AARTO in terms of its involvement of a 

multiplicity of role-players and the need to ensure seamless integration with various 

existing systems and procedures, the launch of the AARTO Act on a pilot phase in 

the jurisdictional areas of Tshwane and Johannesburg, was aimed at testing the 

functionality of the full system, including the development of the National 

Contravention Register (NCR) on the National Traffic Information System (eNaTIS), 

and a great variety of forms, processes and procedures.  

 

The pilot provided the opportunity to identify the roles and responsibilities of the 

various key stakeholders in providing an efficient and effective system.  The 

implementation of the pilot also allowed for impact assessments to be conducted on 

all systems and procedures with the view to identify any weaknesses and allow for 

the necessary enhancements to be made.  

 

In accordance with the AARTO provisions, upon being issued with an infringement 

notice, either in person or through registered mail, infringers have five (5) options, 

any one of which they may exercise within a period of 32 days from the date of the 

notice. If they have failed to respond within the first 32-day period, a courtesy letter 

is issued to them reminding them that they failed to respond to the notice and a 

further 32-day period is allowed for them to again exercise certain options, one of 

which is to pay the penalty imposed.  

A large number of penalties remain uncollected. This could be due to various 

reasons, including amongst others, out-dated contact information which could have 
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contributed to them not receiving notices, courtesy letters and enforcement orders 

through the postal system. 

 

The purpose of this project is to appoint experienced debt collecting organisations 

and other competent service providers to assist the Agency in the collection of 

outstanding AARTO infringement penalties.  

  

3. Project requirements 
 

 The tasks that will be required from the successful bidder for this project will consist 

of the following: 

 

3.1 The tracing of infringers identified by the Agency with outstanding 

infringement debt. The successful bidder will be assisted by the Agency 

through the provision of relevant information that is contained on the 

National Contraventions Register (NCR). 

  

3.2 The collection of the outstanding infringement penalties on behalf of the Agency 

 

a) The means that could be used to trace persons should include :  

i. The information provided by the Agency; 

ii. The own sources of the successful bidder; and 

iii. Any other legally acceptable sources that the successful bidder 

may have access to. 

 

b) Persons traced may be contacted by means of any or all of the 

following : 

i. Telephonically; 

ii. SMSs;  

iii. E-mail; 

iv. Letters and 

v. Any other acceptable means. 

 

c) In addition to encouraging infringers to pay their outstanding traffic 

fines, it will be required of the successful bidder to : 

i. On request of the infringer provide proof of the infringement 

notice; courtesy letter and or enforcement order served; 

ii. Provide information to infringers on the AARTO process; 

options that may be exercised upon receipt of an infringement 

notice and courtesy letter; and 
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iii. Provide information how and where payments may be made. 

 

3.3 Monthly progress reports must be prepared and submitted to the Agency within 

7 days after the end of each month. The contents of these reports must at 

least include the following information : 

a) The number of infringers traced and contacted during the month; 

b) The number of untraceable infringers identified; 

c) The number of infringers contacted that indicated they : 

i. Never received an infringement notice;  

ii. Received an infringement notice but failed to respond and the 

reason/s for not responding; 

iii. Never received a courtesy letter; 

iv. Received a courtesy letter but failed to respond and the 

reason/s for not responding; 

d) The number of payments made per day during the month and the 

total at the end of the month; 

e) The total value of the payments made; and 

f) The average value of payments. 

In addition to the text in the report, where relevant, the information should 

be provided in a table format, supported by applicable graphs. 

 

3.4 A final project report must be prepared and submitted within 14 days after 

completion of the project. This report must be comprehensive and provide a 

full summary of : 

a) The number of persons traced;  

b) The number of untraceable persons; 

c) The means used to locate persons;  

d) processes followed;  

e) difficulties experienced;  

f) Classification of comments by infringers;  

g) The number of payments made per month;  

h) The total value of payments made; 

i) The average value of a payment; and 

j) General related matters and achievements during the full contract 

period. 

As in the case of the monthly reports, where relevant, the information 

should be provided in a table format, supported by applicable graphs. 
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4. Expertise Required 
 

The successful bidder and its personnel that will be working on this project are 

required to have a reasonable sound knowledge of the AARTO Act and process, 

particularly of the options that may be exercised by infringers upon receipt of an 

infringement notice and a courtesy letter. 

   

This project further requires that the successful bidder must have a general sound 

knowledge of debt collection; including the means to trace persons and skills to 

motivate people to make payments.  Adequate practical experience in the planning 

and collection of debt; processes followed, the recording and analysis of the number 

of persons contacted, payments received and amounts collected per time frame in 

particular, will be a strong recommendation.  

  

 In this regard: 

 

  4.1 The successful Bidder shall ensure that all personnel; as well as supporting 

personnel that will be working on this project have a sound knowledge and 

adequate experience in all the related aspects to successfully undertake, 

complete and report on this project; and 

 

 4.2 Personnel with adequate qualifications and expertise must be provided.   

Detail and certified copies of qualifications and up-to-date curricula vitae of 

the personnel must be submitted in the bidding documents, together with 

their position in the organisation and hourly rates, as follows: 

 

 Level 1:  This level of personnel must have appropriate qualifications and at 

least five (5) years appropriate planning and relevant debt collection and 

analysis experience.  

 

  Level 2:  This level of personnel must have appropriate qualifications and at 

least two (2) years appropriate planning and relevant debt collection and 

analysis experience.  

 

Level 3 : The choice of this level of personnel (which could be part-time) will 

be at the discretion of the successful bidder but, they must be fully literate, 

have excellent communication skills; a friendly nature to communicate with 

the road using public and reliable to diligently and accurately undertake the 

required tasks which will be expected from them.  Such persons may be 

scholars or students, to do their required duties under the supervision of 
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either a level 1 or level 2 person as described above. It shall be expected of 

the successful bidder to provide adequate training to this level of personnel to 

ensure that the data collection and recording is done at the highest possible 

level of accuracy. 

 

5. Time Frames, Deliverables and Duration of Appointment 
 

5.1 It is required that the successful Bidder will : 

a) Commence with preparation work on the Project within a period not 

exceeding two (2) weeks maximum, after notification that his/her Bid 

was accepted; 

b) Prepare and submit to the Agency for consideration and approval a 

detailed project plan containing information on how the project will be 

conducted; time frames and the supporting systems and means that 

will be utilised; and 

c) During the project inaugural meeting with the Agency, provide proof of 

the knowledge of the personnel that will be working on the project, on 

the AARTO process. 

 

5.2 The total duration of the appointment will be for a period of two (2) years with 

an option for one (1) year renewal based on the quality of service and 

performance and . 

 

6. Special Provisions of Contract 
 

In the preparation of the bid for this project to be undertaken as required in terms of 

clause 3 above; as well as in the subsequent preparation and submission of Claim 

Forms and Payment Certificates, due cognisance must be taken of the following 

Special Provisions for this bid : 

 

6.1 More than one company will be appointed by the Agency to execute this 

project; 

6.2 The monthly remuneration of the appointed companies will be on 

commission based on a percentage of the total value of collected 

infringement made during the previous month.  

 

6.3 The percentage required by each company must be calculated by each 

bidder and provided in the bidding documents to be submitted. This 

percentage must be all inclusive of all the work that needs to be done, and 

must provide for, amongst others, the following: 
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a) All the personnel that will be working on the project; 

b) The identification and contacting of infringers; 

c) All equipment and systems that will be used for the undertaking of the 

project; 

d) Control, capturing and analysis of the data and information collected; 

e) Preparation of the required monthly and the final project reports. 

 

6.4 The submission of monthly claim forms and payment certificates must be 

accompanied by the monthly project report. 

 

7. Special Conditions of Contract and Entry into Force 
 

7.1 Bidders are required to take note of the Special Conditions of Contract , as 

contained under Administrative Annexure A-1 , which shall form an integral 

part of the Contract Agreement between the Road Traffic Infringement 

Agency and the successful Bidder. 

 

7.2 This Invitation to Bid and all its Annexures, together with the accepted 

Bidding Documents, duly completed, signed and submitted by the 

successful Bidder, shall form the full Contract Documentation in accordance 

with which this Project shall be undertaken, managed and completed. 

 

7.3 The contract shall enter into force on signing of form SBD 7.2 as contained 

under Administrative Annexure A-3 by both parties. 

 

8. General Conditions of Contract 
 

Bidders are required to take note of the General Conditions of Contract , as 

contained under Administrative Annexure A-2 , which shall form an integral part of 

the Contract Agreement between the Road Traffic Infringement Agency (RTIA) and 

the successful Bidder. 

 

 

9. Bidding Documents to be Completed, Signed and Submitted 
 

9.1 The information contained in this Invitation to Bid, specifically that under 

Clauses 3, 4, 5 and 6  above; must be taken into account and used as a 

basis for the formulation of proposals and calculation of the percentage 

remuneration. 
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9.2 All the required information and tables under the following Administrative 

Annexures , as well as all the annexures thereto, must be duly and 

comprehensively completed and submitted:  

a) Bid Form : Invitation to Bid (SBD 1); 

b) Application for Tax Clearance Certificate (SBD 2); 

c) Pricing Schedule : Goods and Professional Services (SBD 3) - 

(plus certified copies of degrees, professional qualifications and 

curricula vitae); 

d) Declaration of Interest (SBD 4); 

e) Preference Points Claim Forms (SBD 6);  

f) Declaration of Bidder’s Past Supply Chain Management Practices 

(SBD 8). 

 

9.3 Note must be taken that the summarized information to be submitted in the 

annexures to SBD 3 in particular must be provided in the required format. 

Failure to do so may result in the bid being rejected. Addition detailed 

information in this regard may be appended. 

 

10. Evaluation of Bids Received 
 

10.1 The Agency will use the information in the duly completed Bidding 

Documents submitted in terms of Clause 9 above, as well as the 

required supportive documentation attached thereto, to evaluate each 

bid against the criteria given in Clause 28 of the Special Conditions of 

Contract.  

 

10.2 Bidding documents will be evaluated in accordance with the 90/10 

principle. 

 

11. Compulsory Meeting of Bidders and Closing Date 
 

11.1 A compulsory meeting with all Bidders shall be arranged 

approximately two (2) weeks prior to the closing date for bids to be 

submitted. 

 

11.2 The purpose of this meeting is to jointly discuss the detailed 

requirements of the project; as well as to clarify any uncertainties that 

may exist. An attendance register will be kept which, together with the 

minutes of the meeting, will form part of the Bidding Documents for 

this Project. 
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11.3 It is a requirement that all Bidders must attend this meeting. Failure to 

attend the meeting shall result in bids for this Project not being 

considered. 

 

11.4 The set time and date for this compulsory meeting is : From 10:00 to  

11:00 on Friday, 05 July 2013 , in the Board Room of the Road Traffic 

Infringement Agency,  

 

11.5 The closing time and date for the submission of Bidding Documents is 

at 11:00 on Monday, 22 July 2013  at the above address. 

 
12  EVALUATION PROCESS OF THE SUBMITTED AND ACCEPTA BLE BIDS 

The RTIA will follow two phases when assessing and evaluating the 

submitted and acceptable bids for this project; 

 

First phase  

The Bid Evaluation Committee will scrutinize and assess all bid 

documents for compliance. 

 

Second phase 

All complying bids will participate in the functionality processes all 

bidders will be scored in accordance with the scoring criteria that are 

based on functionality. 

 

With regard to functionality the following criteria with the maximum value of 

each criteria.  

CRITERIA Weights 

Functionality  

Experience capability and past performance 

- Core business and main client base  

- Current commitments  

- Expertise in providing the services 

- Commitment to achieving work program  

 

35 

Plan for proposed services 

- Propose work plan methodology 

- Proposed organizational structure for the contract 

- Innovation and technology 

- Contract control and reporting systems 

30 
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Resources 

- Number of competent staff available to perform the services 

- Personnel profile for employees who will work on the contract 

20 

Financial capacity 

- Collection effort 

- Evidence of financial stability as indicated by the latest 

audited financial statements. 

15 

Total for functionality 100 

  

 All bidders must provide at least three contactable references. 

For the purpose of comparison and in order to ensure a meaning evaluation, 

bidders are   requested to furnish detailed information in substantiation of 

compliance to evaluation criteria. 

A bidder that scores less than 60 points out of 100 points in respect of functionality 

will be regarded as submitting a non – responsive proposal and will be disqualified. 

      
Format of bids 

 Bidders must complete all the necessary bid documents and undertakings required in the 

service specification. Bidders are advised that their bid should be concise, written in plain 

English and simply presented.  

 Bidders shall set out their bid in the following format: 

a) Technical Proposal  

i) Cover letter 

ii) Invitation to bid  

iii) Technical proposal 

iv) Compulsory information 

• Tax clearance certificate 

• Declaration of interest (SBD4) 

• Declaration of bidder’s past supply chain management practices (SBD8) 

• Certificate of independent bid determination (SDB 9) 

 

 b) Price proposal  

i) Cover letter 

ii) SBD 3.3 - Price proposal 

iii) Preference points claim form (SBD 6.1) 
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1. Checklist 

3.1 Bidders are to use this checklist to ensure that the bid documentation is complete for 

administrative compliance. The bidder must indicate that the documentation is complete 

and included in the bid document by completing the table below. 

 

Item Description Yes No 

1. Technical Proposal    

1.1 Covering letter   

1.2 Invitation to bid (SBD1): completed and signed   

1.3 Declaration of interest ( SBD 4) 

Original completed and signed 

  

1.4 Tax clearance certificate   

Original and valid tax clearance certificate not older than 12 
months 

  

1.5 Declaration of bidder’s past supply chain management 
practices (SBD8) 

  

1.6 Certificate of Independent bid determination SBD 9   

1.7 Did you submit one (1)  original and four (4) hard copies of 
the bid document? 

  

1.8 Did you submit management and contact details   

1.9 Did you submit your institution profile, and BEE 
Shareholding 

  

1.10 Price proposal     

2. Covering letter   

2.1 SBD 3.3 completed and signed   

2.2 Preference points claim (SBD 6.1) 

Original completed and signed 

  

 

 

3.2 Bids must respond to the service specifications and follow the prescribed formats 

provided. 

 


