Request for Quotation
You are hereby invited to submit a quotation for the Culture Arts, Tourism, Hospitality and Sports
Sector Education and Training Authority (CATHSSETA)

SBD 1

Description

CATHSSETA seeks a suitable service provider to proofread and edit the
2021/22 Sector Skills Plan (SSP), Strategic Plan (SP) and Annual Performance
Plan (APP).

Date issued

07 October 2020

RFQ number

Closing Date:

13 October 2020

Closing Time:

11:00am

CSD Registration number

01 Newtown Avenue, Killarney, Johannesburg, 2193 | P.O. Box 1329, Rivonia, 2128, South Africa
Tel No.: 0860 100 221 | 011 217 0600 | Email: supplychain@cathsseta.org.za

Requirements
The successful bidder will be required to fill in and sign a written Contract Form (SBD 7)

Bid documents may be:
Deposited in the box situated at Cathsseta head office:
Ground Floor, Nedbank House
1 Newtown Avenue
Killarney, Johannesburg

Bidders should ensure that bids are delivered timeously to the correct address. Late bids will not be
accepted for consideration.

All bids must be submitted on the official forms (not to be re-typed).

This bid is subject to the Preferential Procurement Policy Framework Act and The Preferential
Procurement Regulations, 2017; The General Conditions of Contract (GCC) and if applicable, any other
special conditions of contract.
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The following particulars must be furnished;
(failure to do so may result in your bid being disqualified):
Name of bidder

Postal Address

Street Address

Telephone Number
Code:

Number:

Cellphone Number

Facsimile Number

Email Address

VAT Registration Number

Has an original and valid tax clearance certificate been submitted? (SBD 2)
Yes

No

Has a B-BBEE Status Level Verification Certificate been submitted? (SBD 6.1)
Yes

No
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If yes, who was the certificate issued by? [tick applicable box]
An accounting officer as contemplated in the Close Corporation Act (CCA)
A verification agency accredited by the South African Accreditation System (SANAS)
A registered auditor

NOTE: a B-BBEE Status Level Verification Certificate must be submitted in order to qualify for preference points for B-BBEE

Are you an accredited representative in South Africa for the goods / services / work offered?
Yes

No

[If yes, please enclose proof]

Total Bid Price:

Total number of items offered:

Signature of bidder ..……………………………………………………….

Capacity under which this bid is signed ..…………………………………………………………………....

Date

..…………………………………………………………………….

Enquiries regarding the bidding procedure may be emailed to: supplychain@cathsseta.org.za
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1. BACKGROUND TO CATHSSETA
The Skills Development Act (No 97 of 1998) (SDA) makes provision for the establishment of Sector
Education and Training Authorities (SETAs) for each national economic sector and thereby aims to
develop the skills of the South African workforce by increasing the investment in education and training
in the labour market; and encouraging employers to play a meaningful role in developing employees,
particularly the previously disadvantaged. The Culture, Arts, Tourism, Hospitality and Sport Sector
Education and Training Authority (CATHSSETA) was established through the SDA, to research and
establish nationally recognised Sector Skills Plan (SSP) supported by skills development programmes
serving the interest of the following sectors:


Culture, Arts and Heritage



Tourism and Travel Services



Hospitality



Gaming and Lotteries



Conservation; and



Sport, Recreation and Fitness

These sectors are diverse and unique and they play a significant role not only in the economy, but also in
the broader quest for social cohesion and formulation of a unique South African national identity. The
National Treasury Instruction No. 05 of 2019/20 requires national and provincial institutions to implement
the Revised Framework for Strategic Plans and Annual Performance Plans (2019).


The Sector Skills Plan

The SSP is prepared by the SETA in accordance with the guidelines included in the National Skills
Development Plan (NSDP), as well as the DHET SSP guidelines and requirements. The main purpose of
the SSP is to analyse the demand and supply of skills to the sector and, on the basis of this analysis,
determine the skills needs and the skills development priorities for the sector. The plan highlights
strategies for addressing skills needs and intervention priorities.


The Strategic Plan
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In order for CATHSSETA to ensure the attainment of its development outcomes and set out high-level
service delivery commitments and targets, a planning process needs to be adopted to develop a sound
SP. The SP is used by the Accounting Authority to monitor and oversee the organisation’s performance
during the 5 year licensing period. The SP reflects a commitment to the realisation of the full mandate
and strategic intent of the entity.


The Annual Performance Plan

The APP highlights CATHSSETA’s development outcomes by placing emphasis on targets aligned to the
outcomes of the NSDP. Parameters are set for the achievement of targets as set in the Service Level
Agreement (SLA) with DHET. The APP is not only utilised by the Accounting Authority to monitor the
organisation’s annual performance, but the DHET as well places emphasis on SETA performance.
Performance against the APP is monitored on a quarterly basis to ensure service delivery.

2. PURPOSE
CATHSSETA seeks a panel of service providers for the Editing and Proof-reading of the CATHSSETA’s
2021/22 Sector Skills Plan (SSP) update, Strategic Plan (SP) and Annual Performance Plan (APP).
CATHSSETA requires the services of a high-end service provider with a proven track record and reputable
level of skill and competence.
TERMS OF REFERENCE/SPECIFICATIONS

2.1 SCOPE OF WORK
Editing and proof- reading of CATHSSETA 2021/22 SSP update, SP and APP as follows:



1. Company to proof-read and edit the CATHSSETA 2021/22 SSP and accompanying annexures.
2. Company to proof-read and edit the CATHSSETA 2021/22 SP and accompanying annexures.
3. Company to proof-read and edit the CATHSSETA 2021/22 APP and accompanying annexures.
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Sector Skills Plan
A4 SSP book specification:
Pages

120 (Including cover pages and annexures)

Actual size

A4

Body content

Arial 11, tables 10

Quantity

1

Word Count

+/- 31 821 words

Strategic Plan
SP Editing and proof reading specification:
Pages

165 (Including cover pages and annexures)

Actual size

A4

Body content

Arial 11, tables 10

Quantity

1

Word Count

+/- 40 000 words

Annual Performance Plan
APP Editing and proof reading specification:
Pages

140 (Including cover pages and annexures)

Actual size

A4

Body content

Arial 11, tables 10

Quantity

1

Word Count

+/- 30 000 words
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3. PERIOD OF PERFORMANCE
The period of performance of any contract resulting from this solicitation is anticipated to begin on or
about 13 October, 2020 and last through 20 November 2020.

4. PROJECT MANAGERS RESPONSIBILITIES
Project Manager’s responsibilities will include:

•

Providing the service provider with all appropriate documentation, advice and information pertinent
to the services being carried out.

•

CATHSSETA Project Manager has the right to terminate or suspend this appointment and shall
notify the service provider in writing of any intention to do so and the reasons for termination. The
consulting service provider may only recover all approved costs thus far incurred in connection
with this project.

5. SERVICE PROVIDERS RESPONSIBILITIES
•

The service provider undertakes to abide by CATHSSETA’s policies and procedures and Code of
Conduct whilst conducting the work on its behalf.

6. TERMS AND CONDITIONS
•

The Request for Proposal is not and shall not be considered an offer by CATHSSETA.

•

All responses must be received on or before the date and time indicated below.

•

All late responses will be rejected.

•

All unresponsive responses will be rejected.

•

Percentages proposed must be valid for the entire period provided by the respondent or required
by RFQ.

•

All awards will be subjected to CATHSSETA contractual terms and conditions.

•

CATHSSETA reserves the right to accept or reject any proposal or cancel the solicitation process
at any time, and shall have no liability to the proposing organizations submitting proposals for such
rejection or cancellation of the request for proposals.
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•

CATHSSETA reserves the right to accept all or part of the proposal when award is provided.

7. CONDITIONS
a) All quoted price(s) accepted from the successful service provider/s will remain fixed and firm
from date of acceptance until 30 November 2020, the service provider/s must take this into
consideration.
b) The RFQ should be submitted with a detailed proposal of service.
c) Proposal must be submitted with a detailed cost breakdown and total percentage must be
inclusive of VAT.
d) A Service Level Agreement shall be signed with the preferred service provider.
e) The CATHSSETA reserves the right to invite short listed service providers to present their
proposals for final decision.
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8. FUNCTIONALITY EVALUATION CRITERIA
Responses will be evaluated in accordance with the following functionality criteria:
Item

Scores

General approach and methodology
Full responsiveness to RFQ requirements

50

Partial responsiveness to RFQ requirements

25

Not responsive to RFQ requirements

0

Experience/proven track record in document Editing and Proofreading
More than 5 years’ experience

30

3 years’ experience

20

Less than 3 years’ experience

10

Reference letters

9.

More than 3 reference letters

20

3 reference letters

15

2 reference letters

10

1 reference letter

5

no reference letter

0

TOTAL

100

PREFERENCE POINT SYSTEM
All Responses that will achieve the minimum qualifying score 70 (acceptable tenders) will be evaluated
further in terms of the price and preference point system as follows:

Criteria

Points

Price

80

B-BBEE

20

Total

100 points
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NOTE: the failure to attach proof of valid BBBEE will result in the forfeiture of preference points

10. Pricing Schedule
Provide the total percentage of services as per aforementioned section (2.1) of the specific
deliverables and milestones in the below schedule.

Item
No
01

Description

Qty

Editing and proof- reading of
CATHSSETA 2021/22
- Strategic Plan (SP)
- Sector Skills Plan (SSP)
- Annual Performance Plan (APP)

1
1
1

Unit

Total Amount
(VAT excluded)

Total Amount
(VAT included)

Sum
Sum
Sum
Total Amount (Including VAT)

11. Submission of Quotes
The following documents are mandatory; failure to submit the below documents will disqualify your bid:


Government Procurement: General Conditions of Contracts are obtainable from
http://www.cathsseta.org.za conditions of contracts;



Original, and Valid Tax Clearance Certificate;



SBD 4, 8 and 9 (Completed and signed)



Company Registration Form



Preference point system and BBBEE certificate (optional)



The proposal must be valid for 60 days from the closing date of bid.
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12. Contact details and disclaimer
CASTSSETA reserves the right to engage with more than one service provider, and to apply and follow
CASTSSETA Supply Chain Management guidelines. All costs incurred in drafting the quotation are
those of the service provider.

13. CLOSING DATE
The quotations must be submitted by no later than Tuesday, 13 October 2020 at 11: 00am and must
be hand delivered to the following address for the attention:
Supply Chain Management Unit,
CATHSSETA
01 Newtown Avenue,
Johannesburg
Killarney,
2193

14. TAX CLEARANCE CERTIFICATE REQUIREMENTS
It is a condition of bid that the taxes of the successful bidder must be in order, or that satisfactory
arrangements have been made with South African Revenue Service (SARS) to meet the bidder’s tax
obligations.
In order to meet these requirement bidders are required to complete in full the attached form TCC
001 “Application for a Tax Clearance Certificate” and submit it to any SARS branch office nationally.
The Tax Clearance Certificate Requirements are also applicable to foreign bidders / individuals who
wish to submit Bids.
SARS will then furnish the bidder with a Tax Clearance Certificate that will be valid for a period of 1
(one) year from the date of approval.
The original Tax Clearance Certificate must be submitted together with the bid.
In bids where Consortia / Joint Ventures / Sub-contractors are involved, each party must submit a
separate Tax Clearance Certificate.
Copies of the TCC 001 “Application for a Tax Clearance Certificate” form are available from any
SARS branch Office nationally or on the website www.sars.gov.za.
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Applications for the Tax Clearance Certificates may also be made via eFiling. In order to use this
provision, Taxpayers will need to register with SARS as eFilers through the website
www.sars.gov.za.
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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 an advertised competitive bid, a limited bid, a proposal or written
price quotation). 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, member):
…………………………………………………………………………………………………………………….

2.4

Registration number of company, enterprise, close corporation, partnership agreement or trust:
………………………………………………………………………..………….……………………………….

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.

2.7

Are you or any person connected with the bidder
presently employed by the state?

YES / NO
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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
the appropriate authority to undertake remunerative
work outside employment in the public sector?

2.7.2.1 If yes, did you attach proof of such authority to the bid
document?

YES / NO

YES / NO

(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

2.8.1

2.9

Did you or your spouse, or any of the company’s directors /
trustees / shareholders / members or their spouses conduct
business with the state in the previous twelve months?

YES / NO

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

Do you, or any person connected with the bidder, have
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?
2.9.1 If so, furnish particulars.
……………………………………………………………...
…………………………………………………………..….
………………………………………………………………

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

YES/NO

2.10.1 If so, furnish particulars.
………………………………………………………………
………………………………………………………………
………………………………………………………………
2.11 Do you or any of the directors / trustees / shareholders / members
of the company have any interest in any other related companies
whether or not they are bidding for this contract?

YES/NO

2.11.1 If so, furnish particulars:
…………………………………………………………………………….
…………………………………………………………………………….
…………………………………………………………………………….
2

Full details of directors / trustees / members / shareholders
Full Name

Identity
Number

Personal Income State
Employee
Tax
Reference Number / Persal
Number
Number

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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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 SHOULD THIS
DECLARATION PROVE TO BE FALSE.
…………………………………..
Signature

..……………………………………………
Date

………………………………….
Position

………………………………………………
Name of bidder
November 2011
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SBD 8

DECLARATION OF BIDDER’S PAST SUPPLY CHAIN MANAGEMENT
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
havea. 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
Is the bidder or any of its directors listed on the National Treasury’s Database of
4.1

Yes

No

Yes

No

Yes

No

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.

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.

4.2.1 If so, furnish particulars:
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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

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?

4.4.1 If so, furnish particulars:

SBD 8
CERTIFICATION
I, THE UNDERSIGNED (FULL NAME)…………………………………………………
CERTIFY THAT THE INFORMATION FURNISHED ON THIS DECLARATION
FORM IS TRUE AND CORRECT.
I ACCEPT THAT, IN ADDITION TO CANCELLATION OF A CONTRACT,
ACTION MAY BE TAKEN AGAINST ME SHOULD THIS DECLARATION
PROVE TO BE FALSE.
………………………………………...
Signature

…………………………..
Date

……………………………………….
Position

…………………………..
Name of Bidder
Js365bW
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SBD 9

CERTIFICATE OF INDEPENDENT BID DETERMINATION
1
2

This Standard Bidding Document (SBD) must form part of all bids¹ invited.
Section 4 (1) (b) (iii) of the Competition Act No. 89 of 1998, as amended, prohibits an
agreement between, or concerted practice by, firms, or a decision by an association of
firms, if it is between parties in a horizontal relationship and if it involves collusive
bidding (or bid rigging).² Collusive bidding is a pe se prohibition meaning that it cannot
be justified under any grounds.

3

4

Treasury Regulation 16A9 prescribes that accounting officers and accounting authorities
must take all reasonable steps to prevent abuse of the supply chain management
system and authorizes accounting officers and accounting authorities to:
a.

disregard the bid of any bidder if that bidder, or any of its directors have abused
the institution’s supply chain management system and or committed fraud or any
other improper conduct in relation to such system.

b.

cancel a contract awarded to a supplier of goods and services if the supplier
committed any corrupt or fraudulent act during the bidding process or the
execution of that contract.

This SBD serves as a certificate of declaration that would be used by institutions to
ensure that, when bids are considered, reasonable steps are taken to prevent any form
of bid-rigging.

5

In order to give effect to the above, the attached Certificate of Bid Determination (SBD 9)
must be completed and submitted with the bid:

¹ Includes price quotations, advertised competitive bids, limited bids and proposals.
² Bid rigging (or collusive bidding) occurs when businesses, that would otherwise be expected to compete, secretly conspire to raise prices or
lower the quality of goods and / or services for purchasers who wish to acquire goods and / or services through a bidding process. Bid
rigging is, therefore, an agreement between competitors not to compete.
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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

1. 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.
2.

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.

3. 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.
4. The terms of the accompanying bid have not been, and will not be, disclosed by the
bidder, directly or indirectly, to any competitor, prior to the date and time of the official
bid opening or of the awarding of the contract.

³ Joint venture or Consortium means an association of persons for the purpose of combining their expertise, property, capital, efforts, skill
and knowledge in an activity for the execution of a contract.
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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
Js914w 2
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