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1. Introduction

11 The Participant is invited to respond to this Request for Proposal (RFP). The Participant
may not contact any person from UJ regarding this RFP other than the dedicated UJ
contact person as indicated in this RFP document’s front page.

1.2 Any and all enquiries that may arise prior to award of the RFP must be raised in writing to
the UJ contact person (as indicated on the front page) using the RFP number and RFP
description in the subject line.

1.3 The documents that form part of the RFP are:

Annexure A — RFP Specifications & Criteria.

Annexure B - Information Sheet and Particulars of the Participant.
Annexure C — Returnables

Annexure D — Acceptance Form and Declaration.

Annexure E — Declaration of Interest.

Annexure F — Terms and Conditions of RFP.

Annexure G — ST&Cs.

2. Submission requirements

21 The Participant’s Proposal must:

211 be typed and/or filled in and completed in indelible ink;

2.1.2 indicate any and all changes, including any proposed amendments to the ST&Cs;

2.1.3 properly initial every page of the Proposal and the RFP documents as well as any
changes;

214 include completed and signed Annexures as contained in RFP document. These
Annexures will be referred to during the consideration of the proposals to determine
comparable merits;

21.5 include a fully completed Proposal setting out all the requirements in the
Specification and Criteria of the RFP (as set out in Annexure A);

21.6 include a fully completed information sheet as well as all the supporting
documents as required in Annexure B and Annexure C;

21.7 include a fully completed and signed acceptance form and declaration (in
Annexure D) as well as the declaration of interest (in Annexure E) signed by a
duly authorized person of the Participant; and

2.1.8 include any other document that may be specifically set out in the RFP

document. As far as possible, the Participant must provide and include
appropriate information by means of suitable reading matter, to enable UJ to
consider and investigate any technical details which cannot be clearly derived
from the proposal documentation.

2.2 All submissions of Proposals must strictly adhere to the following process:

221

222

223

Proposals must be returned in their entirety and include the information,
documents and requirements as set out in paragraph 2.1 (above).

Proposals must be submitted on or before the Closing Date and Closing Time
(as indicated on the front page of the document). The Participant is responsible
for ensuring that proposals are submitted on time. Proposals received after the
Closing Date and Closing Time will be late and will not be accepted for consideration.

Proposals must be submitted electronically via the UJ weblink:
https://www.uj.ac.za/Pages/tender.aspx or physically at Office 182, First Floor,
37 Nind Street, Maropeng Building, UJ Doorfontein Office, as per the invitation
letter. Proposals submitted in a way that does not conform with the invitation
letter will not be considered.




Annexure A — RFP Specifications & Evaluation Criteria

1.

Project / technical Specification

The RFP technical Specifications are as follows:

The University of Johannesburg must ensure that stationery is always available to employees.
The UJ and Warehousing and Distribution Unit, which is part of the supply chain, will procure,
store, and distribute the stationery.

Service providers must complete the pricing schedule in its entirety to be considered.
Consequently, no consideration will be given to pricing and/or menu.

1.

SPECIFICATION

The estimated quantities are based on previous purchases and cannot be
guaranteed. Operational requirements will determine this.

The awarded supplier (or suppliers) will sign a service level agreement (SLA) with UJ.
The annual escalation will be negotiated by UJ.

No partial deliveries will be accepted (for example, if we order 150 items, then 150
items should be delivered altogether).

Delivery will be Monday through to Friday, 7:30 a.m. to 15:30 p.m., excluding holidays.
No collaborative ventures will be allowed, and the institution will not accept
prepayments. Suppliers will be paid 30 days after the invoices are received.

DELIVERY OF ITEMS

The University's Warehousing and Distribution Units are located at Auckland Park and
Doornfontein  Campus, respectively. The Purchase Order/s will confirm the delivery

information.

OPTIONS | ITEM COLOUR BRAND UJ ISSUE | ANNUAL
DESCRIPTION SIZE/QTY | ESTIMATED

QTY

WRITING
INSTRUMENTS

1 Chalk, Writing, | White Treeline 1 x 12160
Soft, Dust-Free piece box

2 Chalk, Writing, | White Crayola 1 x 12
Soft, Dust-Free piece box

1 Chalk, Writing, | White Treeline 1 x 100|100
Soft, Dust-Free piece box

2 Chalk, Writing, | White Crayola 1 x 100
Soft, Dust-Free piece box

1 Highlighter, Fluorescent Stabilo Each 10700
Chisel Point, Boss
Dry-out
Protection

2 Highlighter, Fluorescent Penflex Each
Chisel Point,
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Dry-Out
Protection

3 Highlighter, Fluorescent Monami Each
Chisel point,
Dry-Out
Protection

1 Marker, Various Penflex Each 1700
Flipchart, Bullet
Tip

2 Marker, Various Staedler Each
Flipchart, Bullet
Tip

3 Marker, Various Parrot Each
Flipchart, Bullet
Tip

1 Marker, Various Staedler Each 4700
Permanent,
Bullet Tip; NIB
Size: 1.5 mm

2 Marker, Various Artline ek- | Each
Permanent, 70
Bullet Tip ; NIB
Size : 1.5 mm

3 Marker, Various Monami Each
Permanent,
Bullet Tip ; NIB
Size : 1.5 mm

4 Marker, Various Pentel Each
Permanent,
Bullet Tip ; NIB
Size : 1.5 mm

1 Marker, Various Penflex Each 9110
Whiteboard;
Bullet Tip

2 Marker, Various Parrot Each
Whiteboard;
Bullet Tip

Pen, Ball, Fine | Various Bic Orange | Each 24100
Point ; Cap and
Plug Matching
Ink Colour

Pen, Fineliner ; | Various Pilot Each 10340
0.4mm Point
Size; SW- PPF

Pen, Needle | Various Pilot Each 9100
Point Liquid Ink
Pilot ; bx v5 ; Hi-
Tecpoint

Pen, OHP Fine | Black Penflex Each 630
Point 0.6 mm;
Permanent Ink
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Pen, Various Bic Clic Each 53240
Retractable
Side Push
Button; Visible
Ink Level;
Medium Point

1 Pencil Lead, Pilot 1 x tube of | 3000
Clutch, REéfill; 12
0.5 mm; 12
Leads Per Tube

2 Pencil Lead, Pentel 1 x tube of
Clutch, REéfill; 12

0.5mm ; HB, Hi-
Polymer, 250,
12 Leads Per
Tube

1 Pencil, Clutch Pilot Each 3610
,Mechanical, Progrex
0.5mm HB

2 Pencil, Clutch Pentel Each
,Mechanical, Hotshot
0.5mm HB

1 Pencil, Faber Each 7950
Traditional Full Castell
Size  Graphite 1221
(Wood); HB

2 Pencil, Stadeler Each
Traditional Full 110
Size  Graphite
(Wood); HB

FILES,
FASTENERS
AND FOLDERS

Archive Box Each 440
Stitched, Kraft;
Short End Flap
Access, 270 x
370 x 92 mm

1 File, Accessible | Blue, Red, | Donau Each
; 360 gsm Board | Yellow
Foolscap;
Spring Clip

2 File, Accessible | Blue, Red, | Treeline Each 1000
; 360 gsm Board | Yellow
Foolscap;
Spring Clip
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1 File, Lever Arch | Mottled Croxley Each 6300
With Solid Dust
Cover ; A4 ;
Cardboard; 70
mm; Upright;
Compressor Bar

2 File, Lever Arch | Mottled Treeline
With Solid Dust
Cover ; A4 ;
Cardboard ; 70
mm; Upright;
Compressor Bar

1 File, Lever | Mottled Croxley Each 7000
Arch; A4;
Cardboard; 70
mm; Upright;
Compressor Bar

1 File, Lever | Mottled Croxley Each 2500
Arch; A4;
Cardboard; 70
mm; Upright;
Compressor Bar

2 File, Lever | Mottled Treeline Each
Arch; A4,
Cardboard; 70
mm; Upright;
Compressor Bar

File, PVC Lever | Various Bantex Each 4500
Arch, 70 mm,
A4, Rado, Spine
Ring, Spine
Label Holder

1 File, Ring | Various Bantex Each
Binder; 25 mm
Ring; 40 mm
Spine; 2 mm
Board Covered
In Laminated In
Polypropylene;
A4; 2D

2 File, Ring | Various Croxley Each
Binder; 25 mm
Ring; 40 mm
Spine; 2 mm
Board Covered
In Laminated In
Polypropylene;
A4; 2D
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File, Ring
Binder; 25 mm
Ring; 40 mm
Spine; 2 mm
Board Covered
In Laminated In
Polypropylene;
A4; 2D

Various

Donau

Each

File, Ring
Binder; 25 mm
Ring; 40 mm
Spine; 2 mm
Board Covered
In Laminated In
Polypropylene;
A4; 2D

Various

Treeline

Each

850

File,
Suspension;
Foolscap; Box:
25 ; Blue;
Includes Clear
Plastic Tab And
Paper Insert
25;

Various

Treeline
505

1 x box of
25

140

File,
Suspension;
Foolscap; Box:
25 ; Blue;
Includes Clear
Plastic Tab And
Paper Insert
25;

Various

Bantex
b3470000

1 x box of
25

File Fastener,
Metal  Prongs
And
Compressors;
Tin-Plated
Steel; 80 mm ;
50 Sets

1 x box of
50

300

Filing  Pocket,
Plastic; A4,
Multi Punched ;
100 Pack; 40
micron

Clear

1 x pack of
100

2200

Folder, Manilla
180 gsm Board;
Foolscap;

Straight Cut ;
Scored, Slotted

Bright

Treeline

1 x pack of
10

2100
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2 Folder, Manilla | Bright Donau 1 x pack of
180 gsm Board; 10
Foolscap;

Straight Cut ;
Scored, Slotted

Index Strips, 1 x pack of | 450
Self-Adhesive; 5
200 mm Pack of
5 Transparent
Index Tabs

Indexes, Each 3200
Polypropylene,

a4, Coloured
Tabs, Multi-
Punched, A - Z;
26 Part, Toiugh

Label, Lever | White 1 x pack of | 70
Arch Spine 100
Label ; a4 ;
Pack: 100

Paper Clip, | Silver Each 800
Giant ; Box:
100; 50 mm

Paper Clip, | Various 1 box of | 1720
Large ; Plastic 100
Coated ; 28 mm;
Box: 100

Plastic Covers, | Clear 1 box of | 200
for Straight Cut 100
Foolscap;
Manilla Folders;
150 Micron

Plastic Display | Clear Each 26 200
Pocket,
Certificate
Cover ; a4 ;pvc;
150 Micron; Not
Punched ; Top

Opening
PAPER,
BOARD AND
BOOKS
Board, A4 ; 160 | Pastel 1 x pack | 200
gsm; Pack: 100 of 100
Sheets sheets
Board, A4 ; 160 | White 1 x pack | 300
gsm ; Pack: 100 of 100
Sheets sheets

1 Book, Counter Treeline Each 1000

A4 ; 96 Pages,
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Ruled Feint &
Margin, Quarter
Bound, Flush
Black Board
Sides, Thread
Sewn, Wove

Paper
2 Book, Counter Croxley Each
A4 ; 96 Pages, JD160
Ruled Feint &
Margin, Quarter
Bound, Flush
Black Board
Sides, Thread
Sewn, Wove
Paper
1 Book, Counter Treeline Each 4900
A4 ; 192 Pages,
Ruled Feint &
Margin, Quarter
Bound, Flush
Black Board
Sides, Thread
Sewn, Wove
Paper
2 Book, Counter Croxley Each
A4 ; 192 Pages, JD162
Ruled Feint &
Margin, Quarter
Bound, Flush
Black Board
Sides, Thread
Sewn, Wove
Paper
1 Book, Treeline Each 2100
Hardcover
Manuscript
Book ; A5 ; 192
Pages; Ruled
Feint & Margin,
Quarter Bound,
Flush Black
Board Sides,
Thread Sewn,
Wove Paper
2 Book, Croxley Each
Hardcover
Manuscript
Book ; A5 ; 192
Pages; Ruled

Feint & Margin,
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Quarter Bound,
Flush Black
Board Sides,
Thread Sewn,
Wove Paper

Exam Pad, A4,
Punched; Feint
and Margin, 100
Pages

Croxley

Each

Exam Pad, A4,
Punched; Feint
and Margin, 100
Pages

Stick' N

Each

Exam Pad, A4,
Punched; Feint
and Margin, 100
Pages

Treeline

Each

6700

Flipchart Paper;
Bond; A1 ; 50
Sheets; Slotted
Holes,
Perforated
Sheets,
Individually
Wrapped Pads
(860 x 610)

Treeline

Each

500

Flipchart Paper;
Bond; A1; 50
Sheets; Slotted
Holes,
Perforated
Sheets,
Individually
Wrapped
Pads(860 x 610)

Parrot

Each

Flipchart Paper;
Newsprint 48
gsm; A1; 50
Sheets; Slotted
Holes,
Perforated
Sheets,
Individually
Wrapped Pads
(860 x 610)

Parrot

Each

Flipchart Paper;
Newsprint 48
gsm; A1; 50
Sheets; Slotted
Holes,
Perforated

Treeline

Each
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Sheets,
Individually
Wrapped Pads
(860 x 610)

1 Fly Paper, Feint Treeline
and Margin
Ruled, A4 58
gsm, 240
Sheets (A3
Sheets Folded
to A4), Wrapped

Each

50

2 Fly Paper, Feint Croxley
and Margin
Ruled, A4 58
gsm, 240
Sheets (A3
Sheets Folded
to A4), Wrapped

Each

Memo Cube | Black
Plastic Holder;
Without Paper
Refill

Each

80

Memo Paper | White
Cube Refill ; 800
x 80 gsm Bond

Each

300

1 Shorthand Treeline
Notebook, A5,
Wirebound,
Centre Line,
Feint Ruled,
Card Front,
Greyboard
Back, 144
Pages

6800

2 Shorthand Croxley
Notebook, A5,
Wirebound,
Centre Line,
Feint Ruled,
Card Front,
Greyboard
Back, 144
Pages

Each

SELF-
ADHESIVE,
GLUE, TAPE,
LABELS
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Pop Up Flags
25 mm x 43 mm,
50 Sheets

Various Neon

Post-It

Each

2420

Pop Up Flags
25 mm x 43 mm,
50 Sheets

Various Neon

Stick' N

Each

Clear Glue;
Tube ; 25 ml

Bostik

1x25ml

500

Clear Glue;
Tube ; 25 ml

Genkem

1x25ml

Clear Tape : 12
mm X 66 m

Clear

Sellotape

Each

1100

Glue Stick, 20 g

Pritt

Each

3900

Invisible Tape,
Roll: 18 mm x
50 m

Clear

Scotch 810

Each

150

Invisible Tape,
Roll: 18 mm x
50 m

Clear

Bostik

Each

Packaging
Tape, Roll: 48
mm x 50 m

Buff

Sellotape

Each

880

Packaging
Tape, Roll: 48
mm x 50 m

Clear

Sellotape

Each

1280

Self-Adhesive
Labels :Laser
Labels ; 70 mm
x 37 mm ; White
; 24 up ; Box:
100 Sheets

White

Tower

1 box of
100 sheets

70

Self-Adhesive
Labels :Laser
Labels ; 70 mm
x 37 mm; White
; 24 up ; Box:
100 Sheets

White

Redfern

1 box of
100 sheets

Self-Adhesive
Notes : 38 mm x
50 mm ; Pad:
100 Sheets

Yellow

Post-It

Each

1000

Self-Adhesive
Notes : 38 mm x
50 mm ; Pad:
100 Sheets

Yellow

Stick' N

Each




UJ - Tender Document RFP UJ 72 2022

14

Self-Adhesive
Notes : 73 mm x
73 mm ; Pad :
100 Sheets

Yellow

Post-It

Each

1750

Self-Adhesive
Notes : 73 mm x
73 mm ; Pad :
100 Sheets

Yellow

Stick' N

Each

Self-Adhesive
Notes : 76 mm x
127 mm ; Pad :
100 Sheets

Yellow

Post-It

Each

850

Self-Adhesive
Notes : 76 mm x
127 mm ; Pad :
100 Sheets

Yellow

Stick' N

Each

Self-Adhesive
Notes ; 76 mm x
76 mm ; Neon ;
Pad : 400
Sheets

Neon

Post-It

Each

2210

Self-Adhesive
Notes ; 76 mm x
76 mm ; Neon ;
Pad ;400
Sheets

Neon

Stick' N

Each

GENERAL
STATIONERY

Chalkboard
Duster, Wood;
95 x 50 mm,
Grey

Each

220

Correction

Fluid, Fine
Point, Pen
Shaped, 7 ml
Fluid

White

Tipp-Ex

Each

2200

Correction

Fluid, Fine
Point, Pen
Shaped, 7 ml
Fluid

White

Pentel

Each

Correction
Fluid; 20 mi;
with Brush,
Quick Dry

White

Tipp-Ex

Each

330

Correction
Fluid; 20 ml;

White

Pentel

Each
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With Brush,
Quick Dry

Correction Tape
S5mmx5m

White

Pentel
ZT35W

Each

140

Correction Tape
S5mmx5m

White

Tipp-Ex

Each

Drawing Pins,
12,5 mm Solid
Head ; Box : 100

Silver

Each

160

Letter Tray ; A4;
Moulded

Plastic;
Stackable

Black

Bantex
B9800

Each

300

Riser Pins for
B0900 Letter
Tray,
Hexagonal, 4
Plastic, B9801

Bantex

1 x pack of
4

300

Pencil
Sharpener ;
Metal Wedge
Shaped Single
Hole

Silver

Each

1650

Eraser, Plastic
65 x 24 x 13 mm

White

Staedler
Mars

Each

3400

Eraser, Plastic
65 x 24 x 13 mm

White

Treeline

Each

Pliant Re-
Usable
Adhesive, 100 g

Pritt  Multi
Tack

Each

2800

Pliant Re-
Usable
Adhesive, 100 g

Bostik
Prestik

Each

Punch : 2 Hole ;
All Metal;
Removable
Confetti  Tray;
Slide Guide; 20
Pages

Rexel

Each

300

Punch : 2 Hole ;
All Metal;
Removable
Confetti  Tray;
Slide Guide; 40
Pages

Rexel

Each

220
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Ready Sorter; A
toZ; 1to 31; Jan
to Dec, Sunday
to Saturday

Croxley

Each

120

Rubber Bands ;
no.64; 100 g

Croxley

1 x pack of
100g

400

Rubber Bands ;
no. 38; 100 g

Croxley

1 x pack of
100g

400

Ruler, Shatter
Resistant;
Plastic ; 30 cm

Each

3300

Scissors: 165
mm; Soft Grip
Black Handle

Treeline

Each

500

Scissors: 165
mm; Soft Grip
Black Handle

Bantex

Each

Scissors: 165
mm; Soft Grip
Black Handle

Sabre
Deluxe

Each

Scissors: 210
mm; Soft Grip
Black Handle

Treeline

Each

1500

Scissors: 210
mm; Soft Grip
Black Handle

Bantex

Each

Scissors: 210
mm; Soft Grip
Black Handle

Sabre
Deluxe

Each

Stamp Pad Ink,
30 ml

Purple

Penguin

Each

250

Staple
Remover,
Plastic  Finger
Grips, For No.
10 Staple

Treeline

Each

1060

Staple
Remover,
Plastic  Finger
Grips, For No.
10 Staple

Rapid C1

Each

Staple
Remover,
Plastic  Finger
Grips, For No.
10 Staple

Bantex
B9355

Each
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Staple Parrot Each

Remover,

Plastic  Finger

Grips, For No.

10 Staple

Stapler ; Office, Rexel Each 1600
20 Sheets, Full

Strip, 50 Sheets

Staples, No. 56, Rexel Each 2180
26/6 mm

Telephone Each 200
Message Pad ;

102 mm x 127

mm ; 50 Sheets

Whiteboard Parrot Each 260
Duster

:Magnetic; 95 x

50 mm, Full

Size

Whiteboard Treeline Each

Duster

:Magnetic; 95 x

50 mm, Full

Size

Whiteboard Artline Each

Duster

:Magnetic; 95 x

50 mm, Fullsize

Whiteboard Parrot Each 240
Duster, Non-

Magnetic; 95 x

50 mm

Whiteboard Treeline Each

Duster, Non-

Magnetic; 95 x

50 mm

Whiteboard Artline Each

Duster, Non-

Magnetic; 95 x

50 mm

DATA

STORAGE

USB Stick - 16 Axiz Each

GB Removable

flash drive

USB Stick - 16 Kingston Each

GB Removable
Flash Drive

Datatraveler
50




UJ - Tender Document RFP UJ 72 2022

18

USB Stick - 16
GB Removable
Flash Drive

Sandisk
Cruzer
Blade

Each

1000

USB Stick - 32
GB Removable
Flash Drive

Axiz

Each

USB Stick - 32
GB Removable
Flash Drive

Kingston
Datatraveler
50

Each

USB Stick -
32GB
Removable
Flash Drive

Sandisk
Cruzer
Blade

Each

120

Clipboards, A4;
Masonite,
Bulldog Clip

Parrot

Each

180

Binder
Element,
Plastic, 90
Sheet, 12 mm

Comb

Various

Box of 25

Binder Comb
Element,
Plastic, 120
Sheet, 16 mm

Various

Box of 25

Binder Comb
Element,

Plastic, 170
Sheet, 20 mm

Various

Box of 25

25

Clips,
38 mm

Bulldog

Silver

Box of 12

70

Clips, Foldback;
No. 1; 19 mm

Black

Box of 12

130

Clips, Foldback,
No. 3; 32 mm

Black

Box of 12

150

Clips, Foldback,
No. 5; 51 mm

Black

Box of 12

100

Folders,
Presentation,
A4, Crystal
Clear
Polypropylene
Cover

Clear

Each

80

Punch; Heavy
Duty ; 2 Hole;
100 Sheet

Rexel Giant

Each

30
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Laminating
Pouches, a3;
150 Micron; 100
Sheets

Clear

Pack

30

Laminating
Pouches, a4;
150 Micron; 100
Sheets

Clear

Pack

70

Map Pins, 12
mm Long; 5 mm
Round  Head,;
100/Pack

Various

Pack
100

of

40

Calculator
Sharp EL334

Sharp

Each

130

Pen, Rollerball,
Metal, 0.7 mm

Pentel Energel
BL17

Various

Each

1280

Pop-Up Flags,
Self-Adhesive;
Sign Here; 50
Flags

Stick' N

Neon

flags

50

210

Pop-Up Flags,
Self-Adhesive;
Sign Here; 50
Flags

Post-It

Neon

1 X
flags

50

Whiteboard;
Magnetic; 1200
mm x 1000 mm,
Slide-In
Aluminium
Pentray (450 x
35 mm)
Anodised
Aluminium
Frame;
Concealed
Mounting (Wall
Screws and
Masonry Plugs
Included)

Parrot

Each

Whiteboard;
Magnetic; 2000
mm x 1200 mm,
Slide-In
Aluminium
Pentray (450 x
35 mm)
Anodised
Aluminium

Parrot

Each
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Frame;
Concealed
Mounting (Wall
Screws and
Masonry Plugs
Included)

Whiteboard; Parrot Each 2
Non-Magnetic;
1000 mm x
1000 mm, Slide-
In Aluminium
Pentray (450 x
35 mm)
Anodised
Aluminium
Frame;
Concealed
Mounting (Wall
Screws and
Masonry Plugs
Included)

¢ Additional Information
o Stationery must not be of inferior quality
o Defects will be rectified by supplier at own costs

0 You may use the UJ-provided quotation format or your own, but please do not change our
standards; instead, add on options. YOUR OWN QUOTATION FORMAT MUST BE CLEAR,
AND WORDS OR SIMILAR MUST BE USED AS PER OUR REQUIREMENTS. PLEASE BE
AWARE OF INDUSTRY TERMINOLOGY SO THAT WE CAN COMPREHEND YOUR
OFFERS/QUOTED ITEMS.

2. Financial Specification / Pricing Schedule
The RFP financial Specifications are as follows:
As per the above BOQ

3. Stage 1: Responsiveness Evaluation Criteria

The following information and documentation must be included in the Proposal:

e Allinformation in Annexure B and returnable documents as set out in Annexure C, together
with the RFP document, are to be submitted as stipulated.

Incomplete RFPs will be disqualified.

The submitted RFPs will be evaluated based on the list of criteria defined below and in the specific
sequence. A RFP which fails to meet any one criterion will not be considered in subsequent evaluations.
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4. Stage 2: Functional/Technical Evaluation Criteria

POINTS
EVALUATION CRITERIA ALLOCATED
Service provider must submit a company
profile showing the number of years’
experience in the supply of Bulk Grocery field,
three written contactable References (on
company letterheads) of companies that they
have provided similar services to and the
value of such contracts, per annum
¢ Number of references submitted (5)
5 = 3 written references
3 = 2 written references
1 = 1 written references
0 = 0 written references
e Number of years’ experience in 20
Relevant Experience providing a similar service (5)
in commodity type | 5 =5 years or more
and Reference 4 = 4-5 years
3 = 3-4 years
= 2-3 years
1=1-2 years
e Contract values of similar work (per
annum) (10)
10 =R 1, 500,001 or more
8 = R 1,200,001 — R1,500,000
6 = R900,001 — R1,200 000
4 = R700,001 — R900,000
2 =R500,001 — R700.000
0 = R300,000 — or less
e Provide a list of team members that
will be assigned to this contract,
Staff Capacity showing their reporting lines 20
(Delivery clerks, warehousing clerks &
Drivers)
e Warehouse = 5 points
Warehouse Size e No warehouse = 0 points 5
Offices/workplace in Gauteng (submit proof of location, eg
municipality statement, lease)
Based in Gauteng =10 points 10
Not provided = 0 points
TOTAL POINTS
55

All tenderers who score 70 points/70% or more will be considered to the next round.
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5. Stage 3: Quantitative (Price & B-BBEE Points Scoring) Evaluation Criteria

Price and B-BBEE (80/20 points scoring system).
. Price (80 points)
. B-BBEE in the following scoring matrix (20 points)

Points awarded will be according to a Participant's B-BBEE Status Level of contribution and

summarised in the table below:

CATEGORY SCORING | ALLOCATED
CRITERIA POINTS
BROAD BASED BLACK ECONOMIC EMPOWERMENT 20
B-BBEE Contribution Level
Level 1 Contributor 20
Level 2 Contributor 18
Level 3 Contributor 14
Level 4 Contributor 12
Level 5 Contributor 8
Level 6 Contributor 6
Level 7 Contributor 4
Level 8 Contributor 2
Level 9/0 Contributor Non-
Compliant
contributor
PRICE 80
PRICE 80
B-BBEE 20
TOTAL 100

Failure to submit a valid B-BBEE certificate or issued by an accredited organisation or sworn affidavit

as per the DTI regulations will result in the Participant not qualifying for preferential points and the

Participant will score zero.

A ftrust, 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.

Descriptions:

e EME - Turnover between R0.00 to R10, 000,000.00 annually or as per latest DTI legislation

e QSE - Turnover between R10, 000,000.00 to R50, 000,000.00 per annum or as per latest DTI

legislation



Annexure B - Information Sheet and Information of the

Participant
All participants must include the completed information sheet in the submission of the Proposal:
1. General information
Description Information to be completed

Full registered name

Trading name

Name Changes

[]Yes [ ]No

If “Yes”, provide details: (provide a copy of the
name change certificate if applicable).

Indicate type of entity

(] Ltd [ (Pty) Ltd [] Close Corporation
[] Partnership [] Sole Proprietorship [] Other

If “other”, describe:

Has there been a name change
in the last 5 years?

[]Yes [ ]No

If “Yes”, provide details:

Registration number

Is the business VAT registered?

[]Yes [INo
If “Yes”, provide VAT number:

Business commencement date

Postal address

Physical address

Contact details

Telephone number:
Fax number:

Email address:

Website address

Banking details:

Banking institution:
Branch:

Branch code:
Type of account:
Account number:

Name of account holder:

Contact person

Name and surname:
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Position (job title):
Telephone number:

Email address:

Business information

Description

Information to be completed

Brief description of the goods /
services that your business
provides.

Industry in which your business
operates.

How long has your business
operated in the particular industry?

Indicate whether your business is a:

[] Channel partner, [_] Dedicated supplier,
] Preferential supplier, [ ] Other organization

Provide details:

Have you previously supplied
goods to UJ?

[]Yes [ No

If “yes”, provide details:

Organizational structure

Description

Information to be completed

Ownership structure

Who is the principal shareholder /
member?

Details of directors / members /
partners / owners of the business:

[] Director [ ] Member [] Partner [] Owner

Provide surname and initials of each:

Details of the managing
director/senior partner/
principal/owner/senior member:

Name and surname:
Telephone number:

Email address:

Main contact person for production

Name and surname:
Position (job title):
Telephone number:

Email address:
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Main contact person for sales

Name and surname:

Position (job title):
Telephone number:

Email address:

Main contact person for accounts

Name and surname:

Position (job title):
Telephone number:

Email address:

Main contact person for distribution
and delivery

Name and surname:

Position (job title):
Telephone number:

Email address:

Main contact person for quality
control

Name and surname:

Position (job title):
Telephone number:

Email address:

Financial information

Description

Information to be completed

Financial year-end

Annual turnover for the previous Year 1:

three years: Year 2:
Year 3:

Total gross asset value, excluding

property

Estimated value of fixed property

ownedby the undertaking:

Cash and cash equivalents at the Year 1:

end of the year for the previous Year 2:

three years per the cash flow ;

statement: Year 3:

Total full-time paid employees:

Contingent liabilities. Provide
details:

Provide details of any pending legal
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matter:

Name of auditors

Contact person at auditors:

Name and surname:
Position (job title):
Telephone number:

Email address:

5. Trade References

Trade references, including names of contact persons and contact telephone numbers, in the following

format:
Company Contact Landline Mobile | Description Ve;I;Je Endo?ate
name person number number of project . .
project project
6. Information to be included in the Proposal

The Participant must provide full and accurate information of the information set out in the RFP
Specifications & Criteria in Annexure A. The Participant must provide the following minimum

information based on the Specifications & Criteria:

6.1 The Proposal must include:

6.1.1
6.1.2
6.1.3
6.1.4
6.1.5
6.1.6
6.1.7
6.1.8
6.1.9

6.2 Any quality control standards and performance, including the detail in respect of the quality
control system that functions in the Participant’s enterprise:

6.3 Provide a short history of the Participant’s specific expertise and background in respect of the
goods or services to which this RFP applies.

description of the services.

company / business background, management structure and experience.

relevant experience schedule.

project brief / plan.

number & rank of professional staff to be deployed.

frequency of service.

deliverables / delivery schedule.

client reference.

costs in a pricing schedule indicating professional fees, construction costs, any other

relevant fees / mark-up and value added tax.

6.4 Terms of delivery and payment, including the following:

6.4.1
6.4.2
6.4.3

delivery period;

settlement discount offered; and

any trade discount.
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6.5

6.6

6.7

6.8

6.9

6.10

6.11

6.12
6.13

6.14
6.15

Where applicable, if any material is to be imported, the Participant will carry the benefits and risks
of fluctuations in exchange rate, for which it is encouraged to enter into a forward exchange
contract.

Full details of the after-sales service that the Participant offers and the costs, if any, relating
thereto.

Full details of any guarantee and guarantee period, including full clarification of the following:
6.7.1 Is the guarantee comprehensive? If not, give details.

6.7.2 For what period does the Participant guarantee to provide maintenance work,
regardless whether it retains or loses the agency (where applicable)?

6.7.3 For what period does the Participant guarantee to supply spare parts, regardless
whether it retains or loses the agency (where applicable)?

Provide details on any routine repair work and maintenance that may be necessary from time to
time.

Provide details on any repair work and maintenance work included with the RFP price. Where
applicable, clarify which repair work and maintenance is outside scope of the Proposal or the
RFP price.

Provide details on the number of periodical inspections per year, if any, with a view to minor
repairs, adjustments and preventative maintenance in general. Clearly indicate whether its cost
is included with the RFP price. If not, give details.

Does the Participant have trained technicians in its service for maintenance or is this work sub-
contracted? Provide details.

Is the Participant an accredited agent for the goods? Provide details.

The Participant must provide details as to whether the services and/or goods includes an extra
charge or not. Provide details.

Any subcontracts that will be used for the provision of the services / goods.

Additional information must be attached to the back of this document, clearly referring to the
relevant point/s.



Annexure C — Returnables

The following information are required returnables for the Participant’'s Proposal:

1.

Mandatory returnables

The following information and documentation must be included in the Proposal, failing which the
Proposal will be disqualified from the RFP:

A copy of the certificate of incorporation or summary of proof of registration with
National Treasury’s Central Supplier Database (CSD) with an active status.

A valid SARS Tax Compliance Status (certificate / pin).
A valid B-BBEE Contribution Level Certificate / sworn affidavit.
Any additional information required under Annexure A, including but not limited to copies of a

letter good standing in terms of COIDA, quality assurance certificates, SABS certificates and ISO
certificates (where applicable).

Additional returnables

The following information must be included within the Participant’s Proposal (where appropriate):

Original bank letter confirming bank account details.

Audited financial statements of the previous financial year.

Copy of Directors / Members / Owners Identity documents.

A certified copy of a resolution in accordance with applicable legislation from the company or close
corporation, which authorises the signer to sign the relevant documents on behalf of the

Participant.

Any provisions of the ST&Cs that have not been accepted it its entirety, in the format specified in
the Terms and Conditions of RFP.



Annexure D — Acceptance Form and Declaration

|/ We:

the undersigned, in my/our capacity as:

(Managing director, director, etc.) of:

(Registered name and registration number), duly authorised hereto by virtue of a resolution

of:

dated:

(hereinafter referred to as “the Participant”) do hereby state that:

I/we agree to the terms and conditions stipulated in the RFP documents.

The offer to provide all or any portion of the goods and/or services conform with the
RFP’s Specification and Criteria (and other requirements in the RFP document) for the
total amount reflected in our Proposal, which is in Rands (including VAT).

confirm that all the information required in the RFP are attached to the Proposal and that
such information is both true and correct.

the facts contained in the RFP document to which this declaration is attached are true
and accurate in every respect;

I/we fully understand the contents, provisions and conditions of the RFP document;

no person employed by the UJ has received or will receive any benefit in respect of or
in connection with the RFP;

no person employed by the UJ has a close family relationship with the Participant, except
as explained in the Disclosure of Interest (attached as Appendix E to the RFP
document), which has been completed, signed and submitted as part of the Proposal;

I/we offer to supply the goods and/or to provide the services and/or construction work
and/or repair work, to the UJ as specified in the RFP and at the price specified in the
Proposal in accordance with the general and specific provisions and conditions set out
in the Proposal;

the prices and rates contained in the Proposal cover all our obligations arising from the
contract which will arise if the RFP is accepted by the UJ;

the Proposal meets all the requirements and has been completed in full and l/we have
the capacity to sign the RFP document and the Proposal on behalf of the Participant;
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9.  the submission of the Proposal constitutes an offer to the UJ on the Participant behalf
for the Participant to supply the goods, and/or provide the services, and/or construction
work, and/or repair work, set out in the RFP, subject to the conditions, terms and
provisions in the RFP documents, and the written and signed acceptance of the
Proposal by the UJ constitutes a contract binding upon the Participant on the said
conditions, terms and provisions.

10. l/we am/are aware of the requirements set out in the Revenue Law Amendment Act 60
of 2008 and the definitions of “Labour Broker”’, “Employee” and “Personal Service
Provider” of the Income Tax Act, and declare that the Participant does not fall within the
definition of Personal Service Provider as aforesaid and therefore the UJ may in good
faith accept the contents hereof and will not be obliged to deduct or withhold any PAYE
on behalf of the Participant or any of its employees placed with the UJ.

Date of signature

Place of signature

Name of representative

Position of representative

Name of Participant : Signature of representative
of the Participant
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Annexure E — Declaration of Interest
1. Required disclosure

1.1 The Participant is required to make a comprehensive disclosure in relation to any potential
conflict(s) of interest it may have with regard to this RFP, which includes:

1.1.1 all persons having an interest, directly or indirectly, in the Participant; and

1.1.2 a positive duty to identify interests that may give rise to a conflict of interest in relation
to this RFP.

1.2 Should an employee of UJ, who is not a disqualified person (a per clause 2 of this
Declaration of Interest) have an interest in the Participant or should a spouse, partner or
close family member of such employee have an interest in the Participant, the Participant
is obliged to make a sworn or affirmed declaration that:

1.2.1 there is no conflict of interest or other corporate governance concerns for the UJ; and
1.2.2 the transparency or fairness of the bidding process is not otherwise prejudiced.
2. Participants disqualified from participation

2.1 If any of the following persons have an interest, direct or indirect beneficial or non-beneficial,
in the Participant, such Participant will be disqualified from consideration for this RFP:

2.1.1 members of the Council of the UJ or any sub-committee of the Council;

2.1.2 members of the UJ’s management;

2.1.3 any employee of the UJ having any involvement whatsoever in the RFP process;
2.1.4 any employee of the UJ having any special knowledge of the RFP;

2.1.5 any advisor who provides services to the UJ relating to this RFP; and/or

2.1.6 any person/entity who has previously held any of the positions referred to in
clauses 2.1.1 to 2.1.5 (above) within a period of 24 (twenty-four) months prior to the
date of submission of this RFP.

2.2 The prohibition referred to in clause 2.1 above also applies to spouses, partners and close
family members of the persons referred to in clauses 2.1.1 to 2.1.6 above.

3. Declaration of interest

3.1 The Participant or any person of the Participant (“Declarant”) is required to take into
account that the Participant is obliged to fully disclose and warrant the identity of all persons
having interests in the Participant and any conflicts of interest. herewith declares the
following interest:

Name: Click or tap here to enter text.

Address: Click or tap here to enter text.

Declared conflict of interest | Click or tap here to enter text.

Date of Signature

Name of Declarant

Position of Declarant

Name of Participant : Signature of Declarant




Annexure F — Terms and Conditions of RFP

UJ has issued a RFP for prospective service
providers to provide a Proposal. These terms
and conditions apply to the RFP, and by
participating in and/or submitting a Proposal to the
RFP the Participant agrees to be bound to these
terms and conditions of RFP, including:

1.1 The RFP documentation (including all of
its annexures and schedules);

1.2 These terms and conditions of RFP; and
1.3 The ST&Cs.

In these terms and conditions of RFP, the
following terms will be used:

2.1 Closing Date means that date and time
that the RFP closes as indicated in the
RFP;

2.2 Participant means the prospective
service provider responding to the RFP;

2.3 Proposal means the proposal the
Participant submits to UJ in response to
the RFP for the provision of goods and/or
services;

2.4 Requirements means the RFP
requirements as set out in the
Specifications and Criteria;

2.5 RFP means the RFP (together with all
referenced annexures and schedules
thereto) issued by UJ issued requesting
the Participant to respond with a
Proposal;

2.6 Specifications & Criteria means the
specifications and criteria of the RFP as
set out in Annexure A;

2.7 ST&Cs means the standard terms and
conditions supply of goods and services
(procurement); and

28 UJ means the
Johannesburg.

The RFP process is subject to UJ’'s RFP and
procurement policy, a copy which will be made
available to a Participant upon request.

By submitting a Proposal the Participant
warrants that all information provided in the
Proposal is accurate, true and correct and that
the information provided is without any omission
or error.

The Participant warrants that it is authorised to
sign and submit the Proposal.

The Participant must check that they have been
provided with all necessary documents. The
Participant must advise UJ's RFP Office
immediately if there is any duplication or

University of

10.

1.

12.

13.

14.

ambiguity or if there is any doubt as to the
meaning of any word, clause, sentence,
paragraph, drawing, specifications or any other
particulars and have the matter rectified in
writing. UJ will not be liable for any errors in the
RFP.

The Participant must respond to the RFP in the
manner set out in the RFP documents and by no
later than the Closing Date. All RFP conditions
and Requirements must be strictly adhered to,
failing which the Proposal will be declared non-
responsive.

No late Proposals will be accepted under any
circumstances.

More than one Proposal from an individual, firm,
partnership, corporation or association under
the same or different names will not be
considered. Reasonable grounds for believing
that a Participant is involved in more than one
Proposal for the same work will be cause for
rejection of all Proposals in which such
Participant(s) are reasonably believed to be
involved.

Any or all Proposals will be rejected if there is
reason to believe that collusion exists between
Participants.

Proposals that contain prices which are
obviously unbalanced, as to affect adversely the
interest of the UJ, may be rejected without
providing reasons to the Participant.

The Proposal and its costs must remain fixed for
acceptance by the UJ for a minimum period of
90 (ninety) days from the Closing Date of the
RFP and must indicate whether there are any
incidental costs applicable.

A Proposal that indicates that prices are subject
to confirmation will not be considered.
The Proposal is an offer made by the Participant
to UJ, which is open to acceptance or rejection
by UJ (as set out in this paragraph 14). UJ has
made no commitment to the Participant
regarding the RFP whatsoever, and UJ may (but
is not obliged to):

1.1 decide not to award the RFP at all;

1.2 withdraw the RFP after issue;

1.3 reissue the RFP;

1.4 amend the Specifications and Criteria, or
requirements of the RFP with reasonable
notice to the Participants;

1.5 accept a Proposal partially or in its entirety;

1.6 accept a Proposal irrespective of whether it
is the lowest proposal or not;
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15.

16.

17.

18.

19.

20.

21.

1.7  reject a Proposal without providing reasons
for such rejection;

1.8 reject a Proposal if one or more supporting
documentation or information required
under the RFP is missing from the Proposal;

1.9 accept any Proposal on the UJ’s preferred
conditions; and/or

enter into negotiations with any Participant
subject to acceptance or rejection of the
Proposal. Such negotiations may be
negotiations regarding, but not limited to, the
total cost of ownership, value for money or
re-engineering of the contract or any other
matter as UJ may deem necessary.

No alterations, erasures, omissions or additions
are to be made to the text of this document.
Should any such alteration, erasure, omission or
addition be made it will not be recognised and
the reading of the items will be adhered to.

UJ reserves the right to change the scope and
extent of supply of the goods and/or services
requested in the RFP and invite the re-
submission of a Proposal on or before the
Closing Date, without necessitating a new RFP.

By responding to the RFP the Participant is
deemed to have accepted the ST&Cs as a
whole, and should the Participant be successful
in its Proposal, all goods and services will,
subject to paragraph 18 (below), be provided on
the terms and conditions of the ST&Cs.

If the Participant does not agree to any of the
terms or conditions of the ST&Cs, then the
Participant must indicate this in the Participant’s
Proposal by providing the following information
in a table format:

8.1  the clause number in the ST&Cs that the
Participant does not accept and proposes
to being amended,;

8.2  the description of the type of amendment
to the ST&Cs clause (e.g. a deletion,
amendment or new inclusion); and

8.3 provide the proposed new or updated
clause to the ST&Cs.

The amendments to the ST&Cs as indicated in
terms of paragraph 18 is subject to negotiation
and agreement with UJ should the Participant
be successful. If no amendments to the ST&Cs
are included in the Proposal then the ST& are
deemed to be accepted by the Participant and
will not be open for negotiation at a later stage.

The Participant may not assign, cede, delegate
or any other way transfer any of its rights or
obligations under the Proposal without the prior
written consent of UJ.

The Participant must at all times comply with all
applicable laws, including any anti-bribery and

1.10

22.

23.

24.

25.

26.

corruption laws in participating in the RFP and
submitting the Proposal including compliance
with the provisions of the Prevention and
Combatting of Corrupt Activities Act of 2007.

If the Participant is found to have acted in a
manner breaching the anti-bribery and
corruption laws or any other applicable law in
responding to the RFP, then UJ may (without
limiting its existing rights) disqualify the
Participant from participating in the RFP. UJ will
have no liability towards the Participant, and the
Participant will have no claim against UJ should
the Participant be disqualified from the RFP in
these circumstances.

UJ will not be liable, and the Participant hereby
indemnifies and holds UJ (and its
representatives and staff) harmless against any
and all damages, loss or costs incurred by the
Participant, the employees, directors, partners
or shareholders of the Participant or any other
third-party resultant from or in connection with:

11.1 the preparation and submission of a
Proposal;

any change that UJ may make to the RFP
requirements;

the acceptance or rejection of the
Participant’s Proposal; and/or

any additional costs that have not
expressly been highlighted in the
Proposal.

The Participant warrants that it has obtained all
the necessary approvals and consents to
include personal information in its’ Proposal,
and has at all times complied with the Protection
of Personal Information Act 4 of 2013 (POPIA).
All personal information in the Proposal will be
managed and processed in accordance with UJ
policies and the Participant hereby provides its
consent for UJ to process such personal
information in terms of POPIA and UJ policies.

Details of Proposals will be kept confidential and
will be dealt with in accordance with UJ’s policy
and procedure regarding RFPs.

The law of the Republic of South Africa governs
this RFP.

11.2

11.3



Annexure G — ST&Cs

The Proposal hereby irrevocably and in rem suam accepts and agrees to be bound ST&Cs, which are
deemed to have been incorporated herein by reference. Insofar as the ST&Cs are not attached to this
RFP, then a copy of the ST&Cs may be found at [--insert hyperlink--], alternatively a copy will be
provided upon request.



