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SBD 1 

PART A 
INVITATION TO BID 

YOU ARE HEREBY INVITED TO BID FOR REQUIREMENTS OF THE CATHSSETA 

BID NUMBER: 
CATHS/TMS/
07/2023 

CLOSING 
DATE: 

21 September 
2023 
 

CLOSING 
TIME: 14H00pm 

BID DESCRIPTION 
APPOINTMENT OF A SERVICE PROVIDER FOR THE PROVISION OF 
TRAVEL MANAGEMENT SERVICES 

VALIDITY PERIOD HUNDRED AND TWENTY (120) DAYS AFTER THE CLOSING DATE 

BRIEFING SESSION Not Applicable 

BID RESPONSE DOCUMENTS MAY BE DEPOSITED IN THE BID BOX SITUATED AT  

CATHSSETA HEAD OFFICE 

270 GEORGE ROAD, ERAND GARDENS, MIDRAND 

ERAND GARDENS, MIDRAND 

JOHANNESBURG 

BIDDING PROCEDURE ENQUIRIES MAY BE DIRECTED 
TO 

TECHNICAL ENQUIRIES MAY BE 
DIRECTED TO: 

CONTACT PERSON ZANELE HLATSHWAYO 
CONTACT 
PERSON ZANELE HLATSHWAYO 

TELEPHONE NUMBER  
TELEPHONE 
NUMBER  

FACSIMILE NUMBER  
FACSIMILE 
NUMBER  

E-MAIL ADDRESS 
supplychain@cathsseta.or
g.za  

E-MAIL 
ADDRESS 

supplychain@cathsseta.org.
za 

SUPPLIER INFORMATION 

NAME OF BIDDER  

POSTAL ADDRESS  

STREET ADDRESS  

TELEPHONE NUMBER CODE  NUMBER  

CELLPHONE NUMBER  

FACSIMILE NUMBER CODE  NUMBER  

E-MAIL ADDRESS  

VAT REGISTRATION 
NUMBER  

SUPPLIER COMPLIANCE 
STATUS 

TAX 
COMPLIANC
E SYSTEM 
PIN:  

O
R 

CENTRAL 
SUPPLIER 
DATABASE 
No:  MAAA 

B-BBEE STATUS LEVEL 
VERIFICATION 
CERTIFICATE 
 

TICK APPLICABLE BOX] 
 

 Yes                      No 
 

B-BBEE STATUS 
LEVEL SWORN 
AFFIDAVIT   
 
 

[TICK APPLICABLE BOX] 
 

 Yes                   No 
 

[A B-BBEE STATUS LEVEL VERIFICATION CERTIFICATE/ SWORN AFFIDAVIT (FOR EMES & QSEs) 
MUST BE SUBMITTED IN ORDER TO QUALIFY FOR PREFERENCE POINTS FOR B-BBEE] 

mailto:supplychain@cathsseta.org.za
mailto:supplychain@cathsseta.org.za
mailto:supplychain@cathsseta.org.za
mailto:supplychain@cathsseta.org.za
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1. ARE YOU THE 
ACCREDITED 
REPRESENTATIVE 
IN SOUTH AFRICA 
FOR THE GOODS 
/SERVICES 
/WORKS 
OFFERED? Yes                         No  

 
[IF YES ENCLOSE PROOF] 
 

2. ARE YOU 
A 
FOREIGN 
BASED 
SUPPLIE
R FOR 
THE 
GOODS 
/SERVICE
S 
/WORKS 
OFFERE
D? 
 

Yes No 
 
[IF YES, ANSWER THE 
QUESTIONNAIRE 
BELOW] 
 

QUESTIONNAIRE TO BIDDING FOREIGN SUPPLIERS 

IS THE ENTITY A RESIDENT OF THE REPUBLIC OF SOUTH AFRICA (RSA)?                                    
  YES   NO 

DOES THE ENTITY HAVE A BRANCH IN THE RSA?                                                    
  YES   NO 

DOES THE ENTITY HAVE A PERMANENT ESTABLISHMENT IN THE RSA?                                                                      
  YES   NO 

DOES THE ENTITY HAVE ANY SOURCE OF INCOME IN THE RSA?                                                       
  YES   NO 

IS THE ENTITY LIABLE IN THE RSA FOR ANY FORM OF TAXATION?                                                  
  YES   NO  

 
IF THE ANSWER IS “NO” TO ALL OF THE ABOVE, THEN IT IS NOT A REQUIREMENT TO REGISTER 
FOR A TAX COMPLIANCE STATUS SYSTEM PIN CODE FROM THE SOUTH AFRICAN REVENUE 
SERVICE (SARS) AND IF NOT REGISTER AS PER 2.3 BELOW.  
 

 

PART B 
TERMS AND CONDITIONS FOR BIDDING 

1. BID SUBMISSION: 

1.1. BIDS MUST BE DELIVERED BY THE STIPULATED TIME TO THE CORRECT ADDRESS. LATE BIDS 
WILL NOT BE ACCEPTED FOR CONSIDERATION. 

1.2. ALL BIDS MUST BE SUBMITTED ON THE OFFICIAL FORMS PROVIDED–(NOT TO BE RE-TYPED) 
OR IN THE MANNER PRESCRIBED IN THE BID DOCUMENT. 

1.3. THIS BID IS SUBJECT TO THE PREFERENTIAL PROCUREMENT POLICY FRAMEWORK ACT, 2000 
AND THE PREFERENTIAL PROCUREMENT REGULATIONS, 2022, THE GENERAL CONDITIONS OF 
CONTRACT (GCC) AND, IF APPLICABLE, ANY OTHER SPECIAL CONDITIONS OF CONTRACT. 

1.4. THE SUCCESSFUL BIDDER WILL BE REQUIRED TO FILL IN AND SIGN A WRITTEN CONTRACT 
FORM (SBD7). 

 
2. TAX COMPLIANCE REQUIREMENTS 
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2.1 BIDDERS MUST ENSURE COMPLIANCE WITH THEIR TAX OBLIGATIONS.  

2.2 BIDDERS ARE REQUIRED TO SUBMIT THEIR UNIQUE PERSONAL IDENTIFICATION NUMBER (PIN) 
ISSUED BY SARS TO ENABLE   THE ORGAN OF THE STATE TO VERIFY THE TAXPAYER’S PROFILE 
AND TAX STATUS. 

2.3 APPLICATION FOR TAX COMPLIANCE STATUS (TCS) PIN MAY BE MADE VIA E-FILING THROUGH 
THE SARS WEBSITE WWW.SARS.GOV.ZA. 

2.4 BIDDERS MAY ALSO SUBMIT A PRINTED TCS CERTIFICATE TOGETHER WITH THE BID.  

2.5 IN BIDS WHERE CONSORTIA / JOINT VENTURES / SUB-CONTRACTORS ARE INVOLVED; EACH 
PARTY MUST SUBMIT A SEPARATE   TCS CERTIFICATE / PIN / CSD NUMBER. 

2.6 WHERE NO TCS PIN IS AVAILABLE BUT THE BIDDER IS REGISTERED ON THE CENTRAL SUPPLIER 
DATABASE (CSD), A CSD NUMBER MUST BE PROVIDED.  

2.7 NO BIDS WILL BE CONSIDERED FROM PERSONS IN THE SERVICE OF THE STATE, COMPANIES 
WITH DIRECTORS WHO ARE PERSONS IN THE SERVICE OF THE STATE, OR CLOSE 
CORPORATIONS WITH MEMBERS PERSONS IN THE SERVICE OF THE STATE.” 

 
NB: FAILURE TO PROVIDE / OR COMPLY WITH ANY OF THE ABOVE PARTICULARS MAY 
RENDER THE BID INVALID. 
 
SIGNATURE OF BIDDER:     …………………………………………… 
 
CAPACITY UNDER WHICH THIS BID IS SIGNED:  …………………………………………… 
(Proof of authority must be submitted e.g., company resolution) 
 
DATE:        …………………………………………... 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

http://www.sars.gov.za/
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BID TIMELINES 

Publication date 31 August 2023 

Briefing Session Not applicable 

Bid Enquiries due date 14 September 2023 

Closing date and time 21 September 2023, at 14:00pm 

Envisaged Evaluation/Adjudication date 08 December 2023 

Envisaged Appointment and Award date 15 December 2023 

Project Start Date 01 January 2024 

Validity period 120 Days 
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1. BACKGROUND TO CATHSSETA 

 

1.1. The Skills Development Act, 1998 (No 97 of 1998) as amended (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.  

 

1.2. The Culture, Arts, Tourism, Hospitality and Sport Sector Education and Training Authority 

(CATHSSETA) was established in terms of the SDA, to amongst others, research and 

establish a nationally recognised Sector Skills Plan (SSP) supported by skills development 

programmes serving the interest of the following sectors: 

 

1.2.1 Arts, Culture and  Heritage; 

1.2.2 Conservation;  

1.2.3 Gaming and Lotteries; 

1.2.4 Hospitality; 

1.2.5 Sport, Recreation and Fitness; and 

1.2.6 Tourism and Travel   Services. 

 

1.3. 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 uniquely South African 

national identity. 

 

2. OVERALL OBJECTIVE 
 

2.1. The objective of this bid is to appoint a suitable independent Travel Management Company 

that demonstrates the ability to provide the full range of travel management services for the 

CATHSSETA. 

 

3. DETAILED SCOPE OF WORK 
 
Functions to be performed by the Travel Management Company (TMC): 
 

3.1.    Reservations 

Ensure confidentiality in respect of all travel arrangements: 

3.1.1 All domestic, regional, and international travel arrangements and reservations in 
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respect of official business trips, whether for air tickets, hotel accommodation, car 

hire, visa, inoculation requirements, foreign currency and transfers. 

3.1.2 Facilitate any reservations that are not bookable on the global distribution system 

via chauffeur services etc. The preferred supplier must be clear with regard to 

group travel and venues. (Price of service fee to book group travel and venue 

bookings) 

3.1.3 Three quotations must be provided for each travel request. 

3.1.4 All official CATHSSETA travel undertaken by the SETA must be pre-approved (via 

a purchase order and invoiced to the SETA, weekly), by the relevant Executive 

Manager or the Chief Executive Officer (as appropriate). 

3.1.5 Travel bookings arranged telephonically or by e-mail must be confirmed in writing 

with the traveller. The TMC is to obtain the Purchase Order number from the 

SETA. The TMC to provide evidence of booking systems that are being utilised, 

for example SMS and e-mail notification of travel documents and vouchers. 

3.1.6 Visa applications and courier services to and from the embassies/consulates are 

to be arranged by the TMC, who are to provide all necessary assistance to staff 

in this regard to ensure that visa applications proceed smoothly, and that the 

SETA’s business travel is not affected by the absence of Visas on international 

trips. 

3.1.7 Foreign currency purchases from the approved service provider must be attended 

to in accordance with currency requested and approved on the Trip Request. The 

TMC will complete the necessary documentation (as required by the SA Reserve 

Bank) on behalf of the traveller. 

3.1.8 Only once the Purchase Order has been approved by the appropriate authority, 

may the TMC issue tickets, accommodation and car hire vouchers, foreign 

currency and any other travel documentation. 

3.1.9 The TMC must advise travellers when reservations have been confirmed and 

electronically send all tickets, travel documents and vouchers timeously to 

travellers prior to departure dates. 

3.1.10 The TMC must always endeavour to make the most cost-effective arrangements 

and reservations, taking cognizance of the convenience of the SETA staff. The 

TMC must be in a position to offer advice and alternative plans for consideration 

by the traveller. 

3.1.11 The TMC must negotiate rates for the CATHSSETA with major service provider 

to ensure convenient and cost-effective travel. 

3.2  Air Travel 

3.2.1 International: the airline which provides the most effective/convenient routings 

maybe used but SAA should be given preference. The TMC should, at least, 
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obtain an additional two or more quotes where applicable. 

3.2.2 Domestic: SAA is always a preferred airline. 

3.2.3 Voyager: All SAA tickets are therefore to include the voyager number of the 

traveller. Organisation corporate number should be inserted on all bookings. 

3.3 Accommodation 

3.3.1 The TMC will obtain price comparisons within the maximum allowable rate matrix 

as per the cost containment instruction of the National Treasury.  

3.3.2 The TMC will obtain three price comparisons from accommodation establishments 

that provide the best available rate within the maximum allowable rate and that is 

located as close as possible to the venue or office or location or destination of the 

traveller.  

3.3.3 This includes planning, booking, confirming and amending accommodation with 

any establishment (hotel group, private hotel, guest house or Bed & Breakfast) in 

accordance with the CATHSSETA’s travel policy.  

3.4 Travel Policy 

3.4.1 All accommodation will be booked in line with the CATHSSETA’s Travel Policy 

using negotiated corporate/Government rates and standards. 

3.5 Car Hire 

3.5.1 Domestic hire: Car hire bookings will be done in accordance with the CATHSSETA 

Travel Policy from the approved preferred car hire service provider using the 

negotiated corporate/Government rates and appropriate vehicle. 

3.5.2 Make use of unlimited km rates for long distance driving. 

3.5.3 International Hire: The TMC should book group/type of cars equivalent to what is 

allowed for domestic bookings. 

3.6 After Hours and Emergency Services 

3.6.1 The TMC must provide a consultant or team of consultants to assist travellers with 

after hours and emergency reservations and changes to travel plans. 

3.6.2 After hours’ services must be provided from Monday to Friday outside the official 

hours (17h00 to 8h00) and twenty-four (24) hours on weekends and Public 

Holidays. 

3.6.3 A call centre facility or after hours contact number should be available to all 

travellers so that when required, unexpected changes to travel plans can be made 

and emergency bookings attended to. 

3.6.4 The TMC must have a standard operating procedure for managing after hours and 

emergency services.  This must include purchase order generation of the request 

within 24 hours.  
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3.7 Financial Management 

3.7.1 The TMC is responsible for the consolidation of tax invoices and supporting 

documentation to be provided to the CATHSSETA’s finance department weekly. This 

includes attaching the Travel Authorisation or Purchase Order and other supporting 

documentation to the invoices reflected on the Service provider bill-back report. 

3.7.2 Service fee must be fixed. If there is an annual increase in service fees please state 

the amount in your proposal. 

3.8 Communication 

3.8.1 The TMC may be requested to conduct workshops and training sessions for the 

CATHSSETA travellers. 

3.8.2 All enquiries must be investigated, and prompt feedback be provided in accordance 

with the Service Level Agreement. 

3.8.3 The TMC must ensure sound communication with all stakeholders.  Link the business 

traveller, travel coordinator, travel management company in one smooth continuous 

workflow. 

3.9 Technology, Management Information and Reporting  

3.9.1 The TMC must have the capability to consolidate all management information related 

to travel expenses into a single source document with automated reporting tools.  

3.9.2 The implementation of an Online Booking Tool to facilitate domestic bookings should 

be considered to optimise the services and related fees. 

3.9.3 Reports must be accurate and be provided as per the CATHSSETA’s specific 

requirements at the agreed time.  Information must be available on a transactional level 

that reflect detail including the name of the traveller, date of travel, spend category 

(example air travel, shuttle, accommodation). 

3.9.4 The CATHSSETA may request the TMC to provide additional management reports. 

3.9.5 Reports must be provided on the agreed date and must include but not be limited to 

the following: 

Travel Reports 
i. Monthly detailed air travel reports; 

ii. Monthly changes effected on all bookings, changes in bookings must be avoided; 

iii. Monthly car hire reports; 

iv. Monthly accommodation reports; 

v. Monthly service level assessment; 
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vi. Monthly report on unused tickets, those that have been refunded including those that   

are non-refundable tickets; 

vii. Monthly report on changes requested and the reasons; 

viii. Quarterly customer satisfaction survey; 

ix. Annual reports in respect of changes in corporate agreements; and 

x. Any other reports that the CATHSSETA may deem necessary. 

Finance Reports 

i. Creditor’s ageing report; 

ii. Creditor’s summary payments; 

iii. Daily invoices; 

iv. No show report; 

v. Cancellation report; 

vi. Open voucher report; and 

vii. Open Age Invoice Analysis. 

3.9.6 On a quarterly basis, the TMC shall meet with the CATHSSETA management to report 

on their work. 

3.9.7 The TMC will implement all the necessary processes and programs to ensure that all 

the data is always secure and not accessible by any unauthorised parties.  

3.10 Account Management 

3.10.1 An account management structure should be put in place to respond to the needs and 

requirements of the CATHSSETA and act as a liaison for handling all matters with 

regard to delivery of services in terms of the contract. 

3.10.2 The TMC must appoint a dedicated Account or Business Manager that is ultimately 

responsible for the management of the CATHSSETA’s account. 

3.10.3 A complaint handling procedure must be implemented to manage and record the 

compliments and complaints of the TMC and other travel service providers. 

3.11 Customer Service 

3.11.1 Regular customer satisfaction surveys to be performed. 

3.11.2 Necessary processes to be implemented to ensure traveller’s satisfaction. 

3.12 Value Added Services 

3.12.1 The TMC must provide the following value added services: 

3.12.1.1 Destination information for regional and international destinations: 

i. Health warnings; 

ii. Weather forecasts; 

iii. Places of interest; 

iv. Visa information; 
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v. Travel alerts; 

vi. Location of hotels and restaurants; 

vii. Information including the cost of public transport; 

viii. Rules and procedures of the airports; 

ix. Business etiquette specific to the country;  

x. Airline baggage policy; and 

xi. Supplier updates 

3.12.1.2 Electronic voucher retrieval via web and smart phones; 

3.12.1.3 SMS and WhatsApp notifications for travel confirmations and general travel 

enquiries; and 

3.12.1.4 Global Travel Risk Management. 

3.13 Cost Management 

3.13.1 The National Treasury cost containment and the CATHSSETA Travel Policy 

establishes a basis for cost saving:  

3.13.1.1 The TMC must advise on the most cost-effective option and cost should be 

within the framework of the National Treasury cost containment instructions. 

3.13.1.2 The TMC must provide the most effective balance between flexibility and 

travellers satisfaction. 

3.13.1.3 The TMC must provide the best options and alternatives to ensure that the 

traveller reaches their destination safely with minimal disruptions and in the 

most cost-effective manner. 

 

4. EXPECTED EXPECTED OUTPUTS/DELIVERABLES 

4.1 Where are the services needed? 

4.1.1 The TMC will be required to work from their own premises. 

4.2 Detailed project implementation plan and methodology 

4.2.1 The bid documentation should outline the TMC’s complete proposal: methods, current 

staff complement (and their skills sets/curricula vitae), booking office address, 

timeframes, and costs. 

4.2.2 Provide a detailed transition plan for implementing the services without interruption and 

engage the current service provider to ensure a smooth handover. 

4.2.3 The CATHSSETA will select the preferred supplier based on its evaluation of the extent 

to which the TMC’s documents demonstrate that they offer the best value for money, 

and that they satisfy the following criteria: 
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i. Technical capability and relevant travel service experiences including 

references. 

ii. Qualified personnel to undertake the travel service requirements; profile of staff 

involved with the travel must be provided. 

iii. Demonstrated ability to conduct the travel service capabilities in a competent and 

professional manner, and to provide up to date information on changes to Travel 

Company Airline policies, flight schedules, airfare basis and visa requirements. 

iv. Company’s profile including copies of relevant business registrations, applicable 

licenses and insurance policies and evidence of latest audited financial 

statements and tax clearance certificate. 

v. A comprehensive package of outstanding service standards, a competitive offer 

of price discounts and other benefits and a quality system of activity reporting, 

which demonstrates the advantage of using that TMC for the CATHSSETA’s 

official travel. 

vi. Assign dedicated senior representatives to deal directly with the CATHSSETA. 

5. SERVICE PROVIDER REQUIREMENTS/COMPETENCIES 
 

5.1 Professional body membership is mandatory. To be considered for this bid, interested service 

providers must be licensed travel agents approved by a mandatory body and be a member of a 

recognized TMC association, e.g.: ASATA, IATA,  and/or  another, body (please attach proof) 

 

6. PERIOD OF PERFORMANCE (CONTRACT PERIOD) 

 

6.1. The appointed service provider will enter into a contractual agreement with CATHSSETA for 

a period of thirty-six (36) months from the date of appointment.  

 

7. AVAILABLE DATA/INFORMATION TO POTENTIAL SERVICE PROVIDERS RELEVANT 

TO THIS BID 

7.1. Please see attached Pricing Schedule (Annexure A) for guidance. 

8. CONDITIONS OF CONTRACT AND ADMINISTRATIVE REQUIREMENTS 

8.1. Potential service providers must take into consideration that all quoted prices accepted from 

the successful service provider will remain fixed and firm from date of acceptance until the 

end of the signed contract period. 

8.2. The proposal should be submitted with a detailed proposal of service. 

8.3. Proposal must be submitted with a detailed cost breakdown and total amounts offered must 

be inclusive of all applicable taxes. 
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8.4. All standard bidding documents (SBD’s) attached to the bid must be completed. 

8.5. Central Supplier Database (CSD) report must be attached. 

8.6. Valid Tax Compliance Pin Certificate issued by SARS must be attached. 

8.7. Valid B-BBEE Certificate or Sworn Affidavit must be attached. 

8.8. A Service Level Agreement shall be signed with the preferred service provider. 

8.9. The Companies and Intellectual Property Commission (CIPC) should also be attached. 

8.10. The SETA reserves the right to appoint more than one (1), but not more than two (2) TMC’s 

to render the services. 

9. EVALUATION CRITERIA 

9.1. Responses will be evaluated in accordance with the following functionality criteria: 

Summarised Evaluation Criteria for Functionality Weight / Points 

1. Detailed response to the scope of work 25 

2. 
Provide a detailed implementation plan based on the detailed project 

implementation plan and methodology 
25 

3. Back-office processes 20 

4. Utilisation of advanced information technology 10 

5. Diverse demonstrated experience 10 

6. Provision of experienced personnel  10 

Total 100 

 

NB! Bidders must score a minimum of 70 points to qualify for evaluation on Price and 

Specific Goals 

Detailed Evaluation criteria that will be used to evaluate functionality 

Criteria Sub-evaluation criteria Weight 
Detailed response to the scope of work. 
Methodologies to include: 

1. Reservations 
2. Air Travel 
3. Accommodation 
4. Travel Policy 
5. Car Hire 
6. After Hours and Emergency Services 
7. Financial Management 
8. Communication 
9. Account Management 
10. Customer Service 
11. Value Added Services 
12. Cost Management 

• Response to the scope of work 
is fully completed and 
responsive to all twelve (12) 
elements of the evaluation 
criteria. 

• Response to the scope of work 
is completed and responsive to 
nine (9) to eleven (11) elements 
of the evaluation criteria. 

• Response to the scope of work 
is completed and responsive to 
seven (7) to eight (8) elements 
of the evaluation criteria. 

• Response to the scope of work 
is completed and responsive to 
six (6) or less elements of the 
evaluation criteria. 

25 

 

 

15 

 

 

10 

 

 

5 
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Detailed Evaluation criteria that will be used to evaluate functionality 

Criteria Sub-evaluation criteria Weight 
Provide a detailed implementation plan 
based on the detailed project 
implementation plan and methodology. 

Outline the costing and turnaround times 
associated with the service to be 
provided: 

1. The bid documentation should outline 
the bidder’s complete proposal. 

2. Provide a detailed transition plan for 
implementing the services without 
interruption engage with the current 
service provider to ensure a smooth 
transition. 

3. Demonstrate that they offer the best 
value for money. 

4. Assign dedicated senior 
representatives to deal directly with the 
CATHSSETA. 

5. Feedback Meetings, where necessary 

6. Quarterly reports and Annual Reviews 

 

 

• The implementation plan 
provided is fully completed and 
displays detailed costing and 
clear turnaround times for all six 
(6) elements in the detailed 
implementation plan. 

• The implementation plan 
provided is fully completed and 
displays detailed costing and 
clear turnaround times for five (5) 
elements in the detailed 
implementation plan. 

• The implementation plan 
provided is fully completed and 
displays detailed costing and 
clear turnaround times for four 
(4) elements in the detailed 
implementation plan. 

• The implementation plan 
provided is fully completed and 
displays detailed costing and 
clear turnaround times for three 
(3) elements in the detailed 
implementation plan. 

25 
 
 
 
 
 

15 
 
 
 
 
 
 

10 
 
 

 
 

           
5 

Back Office processes 

Provide an overview of your back-office 
processes:  

1. Detailing the degree of automation for 
air tickets workflow, ground 
arrangements and bill back workflow. 

2. Describe roles and responsibilities of 
assigned staff.  Please provide the 
management hierarchy. 

3. Describe type of training provided to 
TMC personnel. 

4. Describe the forecasting system 
employed to staff operations in 
response to volume changes owing to 
conferences, project-related volumes, 
etc. 

• Response to the back-office 
process is fully completed and 
responsive to all four (4) 
elements of the evaluation 
criteria. 

• Response to the back-office 
process is completed and 
responsive to three (3) of the 
four (4) elements of the 
evaluation criteria. 

• Response to the back-office 
process is completed and 
responsive to two (2) of the four 
(4) elements of the evaluation 
criteria. 

• Response to the back-office 
process is completed and 
responsive to one (1) element of 
the evaluation criteria. 

20 
 
 
 
 
 

15 
 
 
 
 
 

10 
 
 
 
 

5 

Utilisation of advanced 
information technology 
RTING 

 

• Evidence of booking system 
being utilised: SMS, WhatsApp 
and e-mail notification of travel 
documents and vouchers. 

• Evidence of booking system 
being utilised. E-mail notification 
of travel documents and 
vouchers 

• Booking engine unclear: E-mail 
notification of bookings. 

             10 
 
 
 
 

  7 
 
 
 

  5 



RFB_TMS CATHS/TMS/07/2023  Page 15 of 45 

 

Detailed Evaluation criteria that will be used to evaluate functionality 

Criteria Sub-evaluation criteria Weight 

 

Diverse demonstrated experience. 

Provide the reference letters from at least 
three (3) contactable existing/recent clients 
(within the past 3 years) which are of a 
similar size to CATHSSETA whom we may 
contact for references. The letter must 
include company name, contact name, 
address, phone number, and duration of 
contract, value of the travel expenditure, a 
brief description of the services that you 
provided and the level of satisfaction. 

 

 

• 5 or more positive reference 
letters demonstrating 
experience. 

• Between 3 and 4 positive 
reference letters demonstrating 
experience. 

• Less than 3 positive reference 
letters demonstrating 
experience.  

 
 

      10 
 
 

      7 
 
 

     5 
 
 
 

Provision of experienced personnel – the 
bidder must provide: 

1. An Organogram. 

2. Detailed CVs of key personnel which 
demonstrates competence and 
expertise in travel management; and 

3. Copies of qualifications. 

• Demonstration of senior 
personnel involvement on the 
account with 10 or more years’ 
experience and a relevant 
qualification (Senior consultant). 

• Demonstration of appropriate 
personnel involvement on the 
account with 6 - 9 years’ 
experience and a relevant 
qualification (Intermediate 
Consultant). 

• Demonstration of appropriate 
personnel involvement on the 
account with 1 - 5 years’ 
experience and a relevant 
qualification (Junior Consultant). 

            10 
 
 
 
 
 

 
             7 

 
 
 
 
 

            5 

 

10. Technical Specification(s)/ Technical proposal based on TOR: 

10.1. The technical proposal should address the following content:  Refer to Evaluation Criteria 

above: 

10.1.1. Background information of service provider. 

▪ Service provider Profile / Management structure. 

10.1.2. Proposal regarding the scope of services to be rendered. 

▪ Approach, Plan and Timelines; 

▪ Project Organisation and logistical arrangements; 

▪ Methodology to ensure successful completion of contract; and 

▪ Business arrangement approach. 

✓ An overview of the proposed business arrangement; 

✓ How CATHSSETA and the service provider will manage risks and realise 

benefits; 

10.1.3. Information and evidence to address the evaluation criteria set in the particular bid 

documents: 
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▪ Proven Credentials and Team Expertise; 

▪ Details of any professional associations the respondents belongs to and indicate 

the length of membership;  

▪ Performance capabilities; 

▪ Performance abilities relevant to the scope of services to be rendered; 

▪ Senior Management Experience; 

▪ Reference project(s) and contact details where a project of this nature was 

conducted;  

▪ Major client profile / including government; 

▪ Required details regarding references; and 

▪ CVs of key project personnel. 

10.1.4. All bid proposals must at least adhere to the minimum requirements as specified in 

the Terms of Reference. 

10.1.5. If the bidder suggests certain changes to the General conditions of contract or the 

special conditions of contract, the proposed changes will be evaluated and if 

acceptable by CATHSSETA such suggested changes may be included into the 

contract as special conditions of contract. If the suggested changes are 

unacceptable, the General conditions of contract and the special conditions of 

contract will stand. The potential bidder will then have to decide to abide by the 

decision or to withdraw its bid proposal. 

10.1.6. If any clarity needs to be obtained for evaluation purposes CATHSSETA may require 

the potential service provider to substantiate certain information, or to allow officials 

to undertake a financial/ physical inspection to assure that capacity and ability is 

proven. 

10.1.7. Supporting documentation should be attached as annexures and cross-referenced to 

the appropriate section of the bid. 

10.1.8. Please note that the scope of services as indicated in this TOR reflects CATHSSETA 

true requirements and once the contract is signed amendments to the contract will 

only be allowed in exceptional circumstances. Please ensure that your costing is 

based on the scope of services to be rendered. 

 

11. BID SUBMISSION REQUIREMENTS 

 

11.1. The completed response and submissions must be returned to:  

CATHSSETA Head Office 270 George Road, 

Erand Gardens, Midrand (Johannesburg),  

Attention: Supply Chain Office 

11.2. Bid proposals must consist of one (1) hard copy and one (1) electronic copy (USB Flash 

drive). 
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11.3. Incomplete submissions including the insufficient number of printed or electronic 

copies will result in disqualification. 

11.4. E-mail or fax proposals are not acceptable. 

11.5. Questions for clarification of issues will be considered by the CATHSSETA up to the close 

of business on 14 September 2023, all bid-related queries to be sent via email to 

supplychain@cathsseta.org.za. No verbal requests for information or clarification will be 

accepted. Answers to queries shall be posted to the CATHSSETA website 

www.cathsseta.org.za (under Bids) and will therefore be in the public domain. 

11.6. All documentation and responses will be supplied and exchanged utilising standard Microsoft 

Office (Word, Excel, and PowerPoint) products. 

11.7. Any attempt to gain information in a manner deemed to be fraudulent or disadvantageous to 

other respondents or any attempt to influence the outcome of the response evaluation will 

result in immediate disqualification from the bid process. It should also be noted that any 

attempt at collusion or fronting, may be reported to SAPS in terms of Section 34 of the 

Prevention and Combating of the Corrupt Activities Act (PRECCA, 2004). 

 

12. MANDATORY REQUIREMENTS – GATE ONE 

 

12.1. Bidders are required to indicate in the checklist below (using a tick) whether they have 

submitted all the mandatory documents.  

12.2. Please note non-submission of mandatory documents will disqualify the bidder from 

proceeding to the next stage of technical specification evaluation.  

MANDATORY REQUIREMENTS CHECKLIST – GATE ONE  YES NO NA 

Invitation to Bid – SBD Form 1       

Pricing Schedule – Professional Services – SBD Form 3.3       

Bidder’s Disclosure– SBD Form 4       

PPPFA 2017 Regulations Claim Form – SBD Form 6.1        

Contract Form – Rendering of Services – SBD Form 7.2 (Part 1)       

General Conditions of Contract        

Valid Tax Clearance Pin       

Valid BBBEE Certificate Should the bidder wish to claim BBBEE points       

Company Registration Documents       
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Central Supplier Database (CSD) Summary Report        

1 x Hardcopy Proposal & 1 x Electronic Proposal       

 

 

 

13. DISCLAIMER 

13.1. The SETA reserves the right not to appoint a service provider and is also not obliged to 

provide reasons for the rejection of any proposal. CATHSSETA reserves the right to: 

13.1.1. Award contract or any part thereof to one or more Service Providers; 

13.1.2. Reject all bids; 

13.1.3. Consider any bids that may not conform to any aspect of the bidding requirements; 

13.1.4. Decline to consider any bids that do not conform to any aspect of the bidding 

requirements; 

13.1.5. Request further information from any Service Provider after the closing date; and 

13.1.6. Cancel this tender or any part thereof at any time. 

14. BIDDERS’ NOTIFICATION 

14.1. Unsuccessful respondents will be notified by e-mail.  

14.2. All Standard Bid documents must be completed and signed and will form part of a signed 

contract. 
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   SBD 4                     

                                                          
BIDDER’S DISCLOSURE 

1. PURPOSE OF THE FORM 
Any person (natural or juristic) may make an offer or offers in terms of this invitation to bid. In line with the 
principles of transparency, accountability, impartiality, and ethics as enshrined in the Constitution of the 
Republic of South Africa and further expressed in various pieces of legislation, it is required for the 
bidder to make this declaration in respect of the details required hereunder. 

 
Where a person/s are listed in the Register for Tender Defaulters and / or the List of Restricted 
Suppliers, that person will automatically be disqualified from the bid process. 

 

2. Bidder’s declaration 

2.1 Is the bidder, or any of its directors / trustees / shareholders / members / partners or any person having a 
controlling interest1 in the enterprise, 

employed by the state? YES/NO 

2.1.1 If so, furnish particulars of the names, individual identity numbers, and, if applicable, state employee 
numbers of sole proprietor/ directors / trustees / shareholders / members/ partners or any person 
having a controlling interest in the enterprise, in table below. 

 

Full Name Identity Number Name of State institution 

   

   

   

   

   

   

   

   

   

 

2.2 Do you, or any person connected with the bidder, have a relationship with any person who is employed by 
the procuring institution? YES/NO 

 

2.2.1 If so, furnish particulars: 

…………………………………………………………………………………… 

…………………………………………………………………………………… 

 

1 the power, by one person or a group of persons holding the majority of the equity of an 
enterprise, alternatively, the person/s having the deciding vote or power to influence or to 
direct the course and decisions of the enterprise. 

           

2.3 Does the bidder or any of its directors / trustees / shareholders / members / partners or any person having 
a controlling interest in the enterprise have any interest in any other related enterprise whether or not they 
are bidding for this contract? 

1. YES/NO 
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2.3.1 If so, furnish particulars: 

……………………………………………………………………………. 

……………………………………………………………………………. 

 

3 DECLARATION 

 
I, the undersigned, (name) ............................................................................................................. in 
submitting the accompanying bid, do hereby make the following statements that I certify to be true and 
complete in every respect: 

 

3.1 I have read and I understand the contents of this disclosure; 

3.2 I understand that the accompanying bid will be disqualified if this disclosure is found not to be true and 
complete in every respect; 

3.3 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 consortium2 will not be construed as collusive bidding. 

3.4 In addition, there have been no consultations, communications, agreements or arrangements with 
any competitor regarding the quality, quantity, specifications, prices, including methods, factors or formulas 
used to calculate prices, market allocation, the intention or decision to submit or not to submit the bid, 
bidding with the intention not to win the bid and conditions or delivery particulars of the products or services 
to which this bid invitation relates. 

3.4 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. 

 

3.5 There have been no consultations, communications, agreements or arrangements made by the bidder with 
any official of the procuring institution in relation to this procurement process prior to and during the bidding 
process except to provide clarification on the bid submitted where so required by the institution; and the 
bidder was not involved in the drafting of the specifications or terms of reference for this bid. 

 

3.6 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 

 

2 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. 

 

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. 

 
I CERTIFY THAT THE INFORMATION FURNISHED IN PARAGRAPHS 1, 2 and 3 ABOVE IS 
CORRECT. 

 
I ACCEPT THAT THE STATE MAY REJECT THE BID OR ACT AGAINST ME IN TERMS OF 
PARAGRAPH 6 OF PFMA SCM INSTRUCTION 03 OF 2021/22 ON PREVENTING AND 
COMBATING ABUSE IN THE SUPPLY CHAIN MANAGEMENT SYSTEM SHOULD THIS 
DECLARATION PROVE TO BE FALSE. 
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……………………………… ..…………………………………………… Signature
  Date 

 
……………………………… ……………………………………………… 

Position Name of bidder 
 

 

 

SBD 6.1 
 

PREFERENCE POINTS CLAIM FORM IN TERMS OF THE PREFERENTIAL 
PROCUREMENT REGULATIONS 2022 

 
 

This preference form must form part of all bids invited. It contains general information and 
serves as a claim form for preference points for specific goals. 

 
iv) 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, 2017. 

 
 

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 R50 000 000 (all 

applicable taxes included); and 

- the 90/10 system for requirements with a Rand value above R50 000 000 (all 

applicable taxes included). 

1.2 To be completed by the organ of state: 

a) The value of this bid is estimated to exceed/not exceed R50 000 000 (all applicable 

taxes included) and therefore the 

applicable; or 

preference point system shall be 

1.3 Points for this bid shall be awarded for: 

(a) Price; and 

(b) Specific Goals. 

1.4 To be completed by the organ of state: 

The maximum points for this bid are allocated as follows: 
 

 POINTS 

PRICE                80 

SPECIFIC GOALS                20 

Total points for Price and Specific Goals 
must not  exceed 

100 

…80/20……
….. 
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1.5 Failure on the part of a tenderer to submit proof or documentation required in terms of 

this tender to claim points for specific goals with the tender, will be interpreted to mean 

that preference points for specific goals are not claimed. 

1.6 The organ of state reserves the right to require of a tenderer, either before a tender is 

adjudicated or at any time subsequently, to substantiate any claim in regard to 

preferences, in any manner required by the organ of state.
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2. DEFINITIONS 

(a) “highest acceptable tender” means a tender that complies with all 

specifications and conditions of tender and that has the highest price compared 

to other tenders; 

(b) “lowest acceptable tender” means a tender that complies with all specifications 

and conditions of tender and that has lowest price compared to other tenders; 

(c) “price” means an amount of money tendered for goods or services, and 

includes all applicable taxes less all unconditional discounts; 

(d) “Rand value” means the total estimated value of a contract in Rand, calculated 

at the time of the tender invitation; 

(e)  “specific goals” means specific goals as contemplated in section 2(1)(d) of the 

Act which may include contracting with persons, or categories of persons, 

historically disadvantaged by unfair discrimination on the basis of race, gender 

and disability including the implementation of programmes of the Reconstruction 

and Development Programme as published in Government Gazette No. 16085 

dated 23 November 1994; 

(f)  “tender” means a written offer in the form determined by an organ of state in 

response to an invitation to provide goods or services through price quotations, 

competitive tendering process or any other method envisaged in legislation. 

(g) “tender for income-generating contracts” means a written offer in the form 

determined by an organ of state in response to an invitation for the origination of 

income-generating contracts through any method envisaged in legislation that will 

result in a legal agreement between the organ of state and a third party that 

produces revenue for the organ of state, and includes, but is not limited to, leasing 

and disposal of assets and concession contracts, excluding direct sales and 

disposal of assets through public auctions; and; 

(h) “the Act” means the Preferential Procurement Policy Framework Act, 2000 (Act 

No. 5 of 2000).  

 

3. POINTS AWARDED FOR PRICE 

3.1 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  
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 𝑷𝒔 = 𝟖𝟎(𝟏 −
𝑷𝒕−𝑷𝒎𝒊𝒏

𝑷𝒎𝒊𝒏
) or 𝑷𝒔 = 𝟗𝟎(𝟏 −

𝑷𝒕−𝑷𝒎𝒊𝒏

𝑷𝒎𝒊𝒏
) 

 

 
Where  

Ps = Points scored for price of tender under consideration 

Pt = Price of tender under consideration 

Pmin = Price of lowest acceptable tender 

 

 

 
3.2 FORMULAE FOR DISPOSAL OR LEASING OF STATE ASSETS AND INCOME 

GENERATING PROCUREMENT 

3.2.1. POINTS AWARDED FOR PRICE 
 

A maximum of 80 or 90 points is allocated for price on the following basis: 

  
 
      80/20                or             90/10  
 

 𝑷𝒔 = 𝟖𝟎(𝟏 +
𝑷𝒕−𝑷𝒎𝒂𝒙

𝑷𝒎𝒂𝒙
) or 𝑷𝒔 = 𝟗𝟎(𝟏 +

𝑷𝒕−𝑷𝒎𝒂𝒙

𝑷𝒎𝒂𝒙
) 

  

Where 

 Ps = Points scored for price of tender under consideration 

 Pt = Price of tender under consideration 

    Pmax   = Price of highest acceptable tender 
 
 

4. POINTS AWARDED FOR FOR SPECIFIC GOALS 

4.1 In terms of Regulation 4(2); 5(2); 6(2) and 7(2) of the Preferential Procurement 

Regulations, preference points must be awarded for specific goals stated in the tender. 

For the purposes of this tender the tenderer will be allocated points based on the goals 

stated in table 1 below as may be supported by proof/ documentation stated in the 

conditions of this tender:  

4.2 In cases where organs of state intend to use Regulation 3(2) of the Regulations, which 

states that, if it is unclear whether the 80/20 or 90/10 preference point system applies, an 

organ of state must, in the tender documents, stipulate in the case of—  

(a) an invitation for tender for income-generating contracts, that either the 80/20 or 

90/10 preference point system will apply and that the highest acceptable tender will 

be used to determine the applicable preference point system; or 
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(b) any other invitation for tender, that either the 80/20 or 90/10 preference point system 

will apply and that the lowest acceptable tender will be used to determine the 

applicable preference point system,   

then the organ of state must indicate the points allocated for specific goals for both 

the 90/10 and 80/20 preference point system. 

 

 

4.3 Table 1: Specific goals for the tender and points claimed are indicated per the table below:  

4.3.1. Note to organs of state: Whether the 80/20 or 90/10 preference point system is 

applicable, corresponding points must also be indicated as such; and  

4.3.2. Note to tenderers: The tenderer must indicate points they are claiming for each 

preference point system. 

 

Table  1 

 
 

5. DECLARATION WITH REGARD TO COMPANY/FIRM 

v)  
5.1 Name of company/firm……………………………………………………………………. 

5.2 Company registration number: …………………………………………………………... 

5.3 TYPE OF COMPANY/ FIRM 

 Partnership/Joint Venture / Consortium 

 One-person business/sole propriety 

Specific goal(s) 

(80/20 system) 

Specific Goals 

point system 

Number of 
points allocated 
(80/20 system) 

(To be 

completed by 

the organ of 

state) 

Number of 
points claimed 
(80/20 system) 

(To be 
completed by 
the tenderer) 

Black People Ownership (51% or more) 6   

Black Women Ownership (30% or more) 4   

Black Youth Ownership (30% or more) 4   

White Women Ownership (30% or more) 2   

People with Disability (PwD) Ownership (20% 

or more) 

4   

Total Points allocated/claimed for Specific 

Goals 

20   
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 Close corporation 

 Public Company 

 Personal Liability Company 

 (Pty) Limited  

 Non-Profit Company 

 State Owned Company 
[TICK APPLICABLE 

BOX] 
 

5.4. I, the undersigned, who is duly authorised to do so on behalf of the company/firm, certify 

that the points claimed, based on the specific goals as advised in the tender, qualifies the 

company/ firm for the preference(s) shown and I acknowledge that: 

i) The information furnished is true and correct; 

ii) The specific goals 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 
paragraphs 1.4 and 4.2, the contractor may be required to furnish documentary 
proof to the satisfaction of the organ of state that the claims are correct;  

iv) If the specific goals have been claimed or obtained on a fraudulent basis or any of 
the conditions of contract have not been fulfilled, the organ of state may, in addition 
to any other remedy it may have – 

 
(a) disqualify the person from the tendering process; 

(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) recommend that the tenderer or contractor, its shareholders, and 
directors, or only the shareholders and directors who acted on a 
fraudulent basis, be restricted 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, if deemed necessary. 

  

………………………………………. 

SIGNATURE(S) OF TENDERER(S) 

DATE: 

ADDRESS 

………………………………….. 

………………………………….. 

………………………………….. 

 

WITNESSES 

 

1. …………………………………….. 

 

2. ……………………………………. 
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