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	TERMS OF REFERENCE 

THE APPOINTMENT OF  SERVICE PROVIDERS FOR THE PROVISION OF TRAVEL MANAGEMENT SERVICES TO THE NATIONAL DEVELOPMEPMENT AGENCY (NDA) OVER A PERIOD OF 60 - MONTHS

BID REF: NDA03/FIN01/24


	COMPULSORY BRIEFING SESSION

VENUE
	14th JUNE 2024 at 10H00 MICROSOFT TEAMS: Bidders who are interested in joining the compulsory briefing session MUST send their e-mail addresses to: tenders@nda.org.za or muzim@nda.org.za by 09h00 on the 14th June 2024 so that a link can be sent to them for joining the Microsoft Teams meeting.

	CLOSING DATE

CLOSING TIME
	26th JUNE 2024

12H00

	SUBMISSION OF DOCUMENTS
	All proposals must be delivered at the NDA Head Office on or before the closing date and time.  The Head Office address is 26 Wellington Road, Parktown, Johannesburg, 2193.  Submissions must be strictly submitted inside the tender box, which is at the main entrance and accessible 24/7. 

Service providers outside of Gauteng are advised to send their documents by courier.  NDA will not take responsibility for documents sent via postal services.



	SUPPLIER ENVELOPES
	The supplier's envelope/s MUST clearly have the description of the  " The appointment of a service provider for the provision of Travel Management Services’’.
A TWO-ENVELOPE system will be used for the submission of bids:

Commercial Envelope

This envelope must contain price quotations plus all the mandatory documents as listed in section 17 of this document.

Technical Envelope

This envelope must contain all info listed in section 9 of this document.



	LATE BIDS
	Bids received after the closing date and time will not be accepted for consideration and where practicable, will be returned unopened to the Bidder(s).


	Contact person for Commercial Queries is Mr Muzi Matsenjwa on +27 11 018-5562 between 08h30 to 17h00 on weekdays.  Queries can also be sent in writing to tenders@nda.org.za or muzim@nda.or.za.
Contact person for Technical Queries is Ms Nyali Morailane or Ms Nomakhaya Nelani +11 018 5537/5607 or NyaliM@nda.org.za/NomakhayaN@nda.org.za.
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INTRODUCTION

The National development Agency is a public entity listed under Schedule 3A of the Public Finance Management Act (PFMA).  It was established in terms of the National Development Agency Act No 108 of 1998 as amended.

Our mandate 

In terms of the National Development Agency (NDA) Act (Act No 108 of 1998 as amended), NDA was mandated to contribute towards the eradication of poverty and its causes by granting funds to civil society organizations (CSOs) to:

· Implement development projects in poor communities, and

· Strengthen the institutional capacity of other CSOs that provide services to poor communities.

Our mission

Facilitate sustainable development by strengthening civil society organizations involved in poverty eradication through enhanced grant funding and research.

Our vision

A society free from poverty.

Our values

· Integrity

· Dignity

· Empowerment

· Accountability & Responsibility

· Transparency

· Excellence

· Partnering
1. PURPOSE OF THE REQUEST FOR BIDS (RFB)

1.1 The purpose of this Request for Bid (RFB) is to solicit proposals from potential bidder(s) for the provision of travel management services to NDA.

1.2 This RFB document details and incorporates, as far as possible, the tasks and responsibilities of the potential bidder required by NDA for the provision of travel management services to NDA.

1.3 The RFB does not constitute an offer to do business with NDA but merely serves as an invitation to bidder(s) to facilitate a requirements-based decision process.

1.4 NDA seeks to enter into an agreement with travel agencies that are fully accredited of IATA (International Air Transport Association) with the access to a world-wide computerised reservation network which is valid and compliant to the travel industry requirements.

1.5 The successful bidder(s) will therefore be expected to provide services in line with the office allocations which will be made by NDA

2. DEFINITIONS

Accommodation means the rental of lodging facilities while away from one’s place of abode, but on authorized official duty.

After-hours service refers to an enquiry or travel request that is actioned after normal working hours, i.e. 16h30 to 8h00 am on Mondays to Fridays and twenty-four (24) hours on weekends and public holidays.

Air travel means travel by airline on authorized official business.

Authorizing Official means the employee who has been delegated to authorize travel in respect of travel requests and expenses, e.g. line manager of the traveler.

Car Rental means the rental of a vehicle for a short period of time by a Traveler for official purposes. The car must have a paid tag for toll gates. Travel agencies must provide a petrol card/petrol voucher or any other method of refueling for travellers (where necessary
Domestic travel means travel within the borders of the Republic of South Africa.

Emergency services means the booking of travel when unforeseen circumstances necessitate an unplanned trip or a diversion from original planned trip.

International travel refers to travel outside the borders of the Republic of South Africa.

Management Fee is the fixed negotiated fee payable to the Travel Management Company (TMC) in monthly instalments for the delivery of travel management services, excluding any indirect service fee not included in the management fee structure (visa, refund, frequent flyer tickets etc).

Merchant Fees are fees charged by the lodge card company at the point of sale for bill back charges for ground arrangements.

Quality Management System means a collection of business processes focused on consistently meeting customer requirements and enhancing their satisfaction. It is expressed as the organizational structure, policies, procedures, processes and resources needed to implement quality management.

Regional travel means travel across the border of South Africa to any of the Countries in the African Continent.

Service Level Agreement (SLA) is a contract between the TMC and NDA that defines the level of service expected from the TMC.

Shuttle Service means the service offered to transfer a Traveller from one point to another, for example from place of work to the airport.

Third party fees are fees payable to third party service providers that provides travel related services on an ad hoc basis that is not directly provided by the TMC. These fees include visa fees and courier fees.

Transaction Fee means the fixed negotiated fee charged for each specific service type

e.g. international air ticket, charged per type per transaction per traveller.

Traveller refers to a NDA official, consultant or contractor travelling on official business on behalf of NDA.

Travel Booker is the person coordinating travel reservations with the Travel Management Company (TMC) consultant on behalf of the Traveller
Conferences and event management – is the booking of venues, conference package, group accommodation, catering, hiring of maques and related equipment where there is no conference centers.
Travel Management Company or TMC refers to the Company contracted to provide travel management services (Travel Agents).

Travel Voucher means a document issued by the Travel Management Company to confirm the reservation and/or payment of specific travel arrangements.

Value Added Services are services that enhance or complement the general travel management services e.g. Rules and procedures of the airports.

VAT means Value Added Tax.

VIP or Executive Service means the specialized and personalized travel management services to selected employees of Government by a dedicated consultant to ensure a seamless travel experience.

3. SPECIAL CONDITIONS OF THE CONTRACT

3.2 Bidders must comply with the following special condition:

3.1.1
The bidder(s) is required to have a minimum of 5 (five) years' experience in the travel industry.This must be confirmed by the fully completed table of experience on Annexure A.
 3.1.2 
The Operations Manager is required to have a minimum of 5 (five) years' experience in the Travel Industry, (CV must be submitted) with a minimum of three contactable referees.
3.1.3
The Key Accounts Manager is required to have a minimum of 5 (five) years' experience in the Travel Industry, (CV must be submitted) with a minimum of three contactable referees.
3.1.4
The Finance Manager is required to have a minimum of 5 (five) years' experience in Financial Management for accurate invoices and statements and overall financial management of multiple Travel Accounts, (CV must be submitted) with a minimum of three contactable referees.
3.1.5
The Team Leader/ Office Manager is required to have a minimum of 3 (Three) years' experience in the Travel Industry, (CV must be submitted) with a minimum of three contactable referees.
3.1.6
The bidder(s) is required to have experience of processing a minimum of 3000 transactions per year as referenced in the fully completed table of experience.
3.1.7
Bidders are required to submit their current and valid International Air Transport Association (IATA)  and ASATA Association of South African Travel Agents) membership/licence/ certificate (certified copy not older than 3 months) at the closing date of the   bid. 
3.1.8
The bidders are required to submit completed sets of audited annual financial statements between the periods (2020 and 2023), in the name of the bidding entity, to conduct financial statement analysis.

3.1.9
Submit a minimum of 3 reference letters from travel suppliers not older than 3 years on the travel supplier letterhead. The letters must also indicate turnaround times for settling accounts.
3.2 BID CONDITIONS

3.2.1 Bidders may be required to present their bid proposal for clarity provision purposes

3.2.2 Bidders shall be disqualified if found to have misrepresented information in their bid proposal

3.2.3 Bidders must submit their bid proposals in line with the bid specifications and attach Annexures 

4. FRONTING

Government supports the spirit of broad based economic empowerment and recognises that real empowerment can only be achieved through individuals and businesses conducting themselves in accordance with the Constitution and in an honest, fair, equitable, transparent and legally compliant manner.  Against this background the Government condemns any form of fronting.

5. SUPPLIER DUE DILIGENCE

NDA reserves the right to conduct supplier due diligence prior to final award or at any time during the contract period.  This may include site visits and requests for additional information.

NDA may invite shortlisted service providers for presentations as part of the bid evaluation process.  The invitation will outline what the presentation should entail.

6. CONTRACT DURATION

The successful bidder will be appointed for a period of 60 (sixty) months. 

7. SCOPE OF WORK  

7.1 Travel Management Company Requirements

NDA is currently using a system called  Travel Management system (TMS)  to manage requisitions and intergrate with NDA financial system for travel expense processes within the travel management lifecycle.  The travel requisition process is currently a semi-automated process. All invoices submitted by the TMC to the NDA must display the reference of the NDA travel request. This reference is essential for accurate identification and matching invoices to the corresponding NDA travel request.NDA shall provide TMC with unique travel reference at the time of initiating travel request.
NDA’s primary objective in issuing this RFB is to enter into an agreement with a successful bidders who will achieve the following:

7.1.1 Provide NDA with travel management services that are consistent and reliable and will maintain a high level of traveler satisfaction.
7.1.2 Provide comprehensive local and international travel arrangements and bookings on behalf of the NDA that include but are not limited to inter alia accommodation, flights, car hire, buses, shuttle service and parking

7.1.3 Arrange conference/workshop venues and/or packages (on ad hoc requests).

7.1.4 Obtain a minimum of three quotes to achieve significant cost savings for NDA without any degradation in the services.

7.1.5 Professional processing and administration of passports, visas and international drivers’ licenses, travel insurance.
7.1.6 Provide NDA with monthly travel management reports.

7.1.7 Reconcile invoices with NDA requisitions and statements and submit invoices weekly. The monthly lodge card invoices should be submitted third working day of every month.
7.1.8 Timeously effect payment to service providers.

7.1.9 Negotiate favorable deals, rates and flexibility with suppliers.

7.1.10 Conduct monthly meetings with operations, finance and supplier management.

7.1.11 Perform all travel arrangements in terms of the NDA Travel policy.

7.1.12 Provide 24/7/365 support.

7.1.13 Provide a transition plan for implementing the service without service interruptions and engage with the incumbent service provider to ensure a smooth transition.

7.1.14 Provide a minimum of five (5) employees that will be dedicated to the NDA account for support purposes.
7.1.15 Turnaround time of three hours for domestic travel and turnaround time of 48 hours for International travel.

7.1.16 Ability to deal with emergency travel in less that the prescribed time of 3 hours for domestic travel and less than 48 hours for international travel

7.1.17 Issuing of travel and accommodation vouchers within an hour of travel /accommodation approval.

7.1.18 TMC’s services must cover all nine (9) provinces.
7.2 Travel Volumes

The current NDA total volumes per annum includes air travel, accommodation, car hire, shuttle services, forex, conferences, etc.  The table below details the number of transactions projected for the 60 months period and the figures are based on actuals for FY 2023/24:
[image: image2.emf]Service Category  Estimated number of  Transactions p/a  Estimated  expenditure p/a  

Air travel  –   Domestic  3000  12   606  758  

Air travel  –   Regional   1 0  20 0   000  

Air travel  –   International  10  1   300  000  

Car Rental  –   Domestic  1 900  5   020  552  

Car Rental  –   Regional   3 6  4 0 000  

Car Rental  –   International  0  0  

Accommodation  –   Domestic  5 000  500   000  

Accommodation  –   Regional  10  1 50   000  

Accommodation  –   International  10  90 0 000  

Shuttle   /Transfer  Services  –   Domestic  1500  3 400   000  

Shuttle/ Transfers  –   Regional  10  4 0 000  

Shuttle/ Transfers  –   International  10  2 00 000  

Bus/Coach bookings  10  9 0 000  

Conferences/Events  100  5   421 395  

After Hours  200  10 0 000  

Airport  Parking  200  110  000  

Visa assistant and provision of  documents and advise  10  300 000  

Insurance  10  8 00 000  

Refund -   Domestic  10  20 0 000  

Refund -   Regional  10  10 0 000  

Refund -   International  10  10 0 000  

Re - issue Air -   Domestic  20  300 000  

Re - issue Air -   Regional  20  150   000  

Re - issue Air -   International  20  200   000  

GRAND TOTAL  12 116  32   228  705  

 


Note: The above figures are estimates for the 60 months period and are based on actuals for FY 2023/2024. They may change during the tenure of the contract.  The figures are meant for illustration purposes and are to assist the bidders to prepare their bids and pricing models.
7.3 Financial Management

7.3.1 The TMC will be required to offer a 30-day bill-back account facility to NDA should a lodge card not be offered.  Bill-back refers to the supplier sending the bill back to the TMC, who, in turn, invoices NDA for the services rendered.  

7.3.2 The TMC must to the extent possible, negotiate favorable rates with all travel service providers or implement the maximum rates established by the National Treasury where applicable.

7.3.3 The TMC will be responsible for managing service provider accounts.  The NDA expect to receive invoices from the TMC for remittance within the agreed time period.

7.3.4 Where prepayments are required for smaller Bed & Breakfast/Guest House facilities, these will be processed by the TMC.  It should be noted that these are occasionally required at short notice and even for same day bookings.

7.3.5 The TMC is responsible for the consolidation of invoices and supporting documentation to be provided to NDA’s Financial Department on the agreed time period (weekly).  This includes attaching the travel authorization and Purchase Order.

7.3.6 TMC is responsible to submit proof of all travel services that have been cancelled

7.3.7 Ensure travel supplier accounts are followed up and settled timeously within 2 month period from date of service.
7.3.8 After- hours invoicing must be done per call.
7.3.9 TMC is responsible to send a monthly statement of the open air tickets.
7.4 Technology and Management Information and Reporting

7.4.1 The TMC must have the capability to consolidate all information related to travel expenses at a level of travelling official with automated reporting tools on a monthly basis.
7.4.2 All management information and data input provided to NDA must be accurate.
7.4.3 Upload all traveler profiles and maintain updates for the purpose  of travelling.
7.4.4 The TMC will be required to provide NDA with a minimum of three 3 standards monthly reports that are in line with the National Treasury’s cost containment instructions reporting template requirements.  The reporting templates can be found on:

http://www.treasury.gov.za.legislation/pfma/TreasuryInstruction/AccountantGeneral.aspx 

7.4.5 Reports must be accurate and be provided as per NDA’s specific requirements at the agreed time.  It will include but not limited to the following:

a) 
Travel


After hour report

Turnaround time of issuing travel/accommodation vouchers

Compliments and complaints


Consultant productivity report


Long term accommodation and car rental


Bookings outside travel policy (NDA will provide Travel policy)
b) Finance


Reconciliation of commissions/rebates or any volume driven incentives


Reconciled report for the travel lodge card statement


Creditor’s ageing report


Creditor’s summary report


Now show report


Cancellation report


Refund log


Open voucher report


Open Age invoice analysis

7.5  Value Added Services

The TMC must provide the following value added services:

a) Travel alerts

b) Health warnings

c) Visa information

d) Location of hotels and restaurants

e) Complimentary services  such as passenger check ins, excess luggage 

           Negotiations with airlines etc.
f) SMS notifications for travel confirmations

g) Global travel risk management

7.6 Office Management

The TMC must ensure high quality service to be delivered at all times to NDA’s travelers.  The TMC is required to provide NDA with highly skilled and qualified human resources of the following roles but not limited to:

a) Dedicated Senior consultants

b) Intermediate consultants

c) Finance Manager/Branch Accountant

d) System Administrator

e) Quarterly meetings with senior management

8. PRICING MODEL

NDA requires bidders to propose one pricing model which is the transactional fee model (Off-site). Bidders must use the Annexure that is provided for pricing.
8.1 Transaction Fees

8.1.1 The transaction fee can be a fixed amount per service. The fee must be linked to the cost involved in delivering the service and not a percentage of the value or cost of the service provided by third party service providers.
(i) Off-site options

8.2 Volume driven incentives

8.2.1 It is important for bidders to note the following when determining the pricing:

i. National Treasury has negotiated non-commissionable fares and rates with various airlines carriers and other service providers;
ii. No override commissions earned through NDA reservations will be paid to the TMCs:
iii. An open book policy will apply and any commissions earned through the NDA volumes will be reimbursed to NDA; 
iv. TMCs are to book these negotiated rates or the best fares available, whichever is the most cost effective for the institution.
9. TECHNICAL EVALUATION CRITERIA (PHASE 1)
	DESCRIPTION
	WEIGHT

	1. Project Proposal

The TMC must submit a detailed project proposal that demonstrate the service provider’s ability and extent to which the specific services required by the NDA will be addressed. The following elements must be addressed in the project proposal:

(a) Scope of work (40) points see below breakdown
Travel Management requirements (16) points

Travel Volumes (3) points

Financial Management (6) points

Technology and information management reporting (8) points

Value added services  (4) points

Office Management (3) points

(b) Bidders are required to submit their current and valid International Air Transport Association (IATA)  and ASATA Association of South African Travel Agents) membership/licence/ certificate (certified copy not older than 3 months) (5) points for each certificate/membership/Licence.

	50

	2. Past Experience:
The TMC MUST submit signed reference letters on the clients’ letterhead detailing the nature of the service rendered within the past five (5) years. Letters MUST comply with the provisions in Section 3.1.9.
· Three letters (15 points)

· Two letters (10 point)
· One letter (5 point)


	15


	3. Timeous Settling of Accounts

The TMC MUST submit confirmation letters from their suppliers on timeously settlement of their accounts. The letters must be on the suppliers’ letterhead and must be signed.
· Atleast one letter from each hotels (5),car rentals (5) ,shuttle services (5) must be submitted.
Each letter will score 5 points.


	15


	4. Experince of the Team to be allocated to the NDA:
The TMC should demonstrate the capacity of the team to carry out the work required in this Bid. Cirriculum Vitaes of not more than THREE pages must be submitted.
· Operations Manager: minimum of five years experience required. (5)
· Key Accounts Manager: minimum of five years experience required. (5)
· Finance Manager: minimum of five years experience required. (5)
· Team Leader/Office Manager: minimum of three years experience required. (5)
TMC must comply with requirements in Section 3.1.2, 3.1.3, 3.1.4 and 3.1.5.

	20


	Total score
	100

	Minimum qualifying score
	80


10. COMMERCIAL EVALUATION
(a) Bids will be evaluated in accordance with the NDA’s Supply Chain Management Policy and Preferential Procurement Policy, 2023, using the 80/20 preference points system as prescribed in the Preferential Procurement Policy Framework Act (PPPFA, Act 5 of 2000).  The lowest acceptable bid will score 80 points for price (the lowest acceptable bid will score 80 points and bidders that quoted higher prices will score lower points for price on a pro-rata basis).
(b) The bid proposals received will be evaluated in two (2) phases. On the first phase bids will be evaluated on functionality and on the second phase in accordance with the 80/20 preference points system respectively.

(c) Bid proposal must score a minimum of eighty (80) points out of hundred (100) points on functionality in order to qualify for advancement to the next phase of evaluation. Second phase, a bid proposal scoring less than eighty (80) out of 100 will not be considered for further evaluation and will be disqualified.  

(d) Phase two: During this phase, bid proposals that passed the first phase will be further evaluated based on the 80/20 preference points system in accordance with the PPPFA Act, where 80 points will be attained in respect of price (the lowest acceptable bid will score 80 points and bidders that quoted higher prices will score lower points for price on a pro-rata basis), 10 points will be awarded for Enterprises owned by black people, 4 points for enterprise located in a specific Rural/Underdeveloped/Township (should the required locality merely be the Province, the full points will be applied to the Province), 4 points for Enterprises owned by black African women and 2 points for Enterprises owned by black African youth. The CSD I AM register report will be used to allocate points and the (80/20 system) will be applied in accordance with the table below:
	Specific Goal
	Number of points (80/20 system)

	Enterprises owned by black people (must be included as a specific goal)
	10 points
% shareholding by black people will determine the points


	Enterprises located in a specific:

· Rural / Underdeveloped/Township 

for work to be done or services to be rendered in that area.
(SBD 1 must be completed with full location and must be accompanied by proof of address to claim points).



	4 points

· Rural/Underdeveloped/Township/: = 4 points 
Should no declaration or proof be supplied, the bidder will score zero but will not be disqualified.

Should the required locality be the Province, the full points will be applied to the Province.
Points will be given if the enterprise has its registered head office or registered operational office in that location

	· Enterprises owned by black African women.
	                      2 points

% shareholding by the targeted group will determine the points that are scored

	· Enterprises owned by black African with disability.
`
	                      2 points

% shareholding by the targeted group will determine the points that are scored

	· Enterprises owned by black African youth.
	2 points
% shareholding by the targeted group will determine the points that are scored


(e) The top two highest ranked bidders will be awarded the bid. It should be noted also that the NDA reserves the right not to appoint any service provider and no service provider will be reimbursed for any costs incurred whilst participating in this bid. 
11. JOINT VENTURES, CONSORTIUMS AND TRUSTS

A trust, consortium or joint venture, will qualify for points for their B-BBEE status level as a legal entity, provided that the entity submits their B-BBEE status level certificate.

A trust, consortium or joint venture will qualify for points for their B-BBEE status level as an unincorporated entity if 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. 

Bidders must submit concrete proof of the existence of joint ventures and/or consortium arrangements. The NDA will accept signed agreements as acceptable proof of the existence of a joint venture and/or consortium arrangement. 

When bidding through a Joint Venture, the Joint Ventures must submit a Consolidated B-BBEE certificate if it is not an incorporated entity when responding to tenders. This means that the bidder will have to obtain a new B-BBEE certificate for the Joint Venture, which consolidates each participant’s B-BBEE status level. 

12. CLIENT BASE
The NDA reserves the right to contact references during the evaluation and adjudication process to obtain information.

13. PACKAGING OF THE BID DOCUMENTS
The bidder shall place both the sealed Technical Proposal and Price/ Commercial Proposal envelopes into an outer sealed envelope or package, and must be clearly marked as follows:
13.1. Functionality/Technical Envelope

Bid Ref: NDA03/FIN01/24
THE APPOINTMENT OF A SERVICE PROVIDER FOR THE PROVISION OF TRAVEL MANAGEMENT SERVICES TO THE NATIONAL DEVELOPMENT AGENCY (NDA) OVER A PERIOD OF 60 MONTHS. 
Bid closing date and time: 26h JUNE 2024 at 12h00 

Name and address of the bidder: 

In this envelope, the bidder shall only address the technical aspects of the bid as per Section 9 of this document.
13.2. Pricing/Commercial Envelope

Bid Ref: NDA03/FIN01/24
THE APPOINTMENT OF A SERVICE PROVIDER FOR THE PROVISION OF TRAVEL MANAGEMENT SERVICES TO THE NATIONAL DEVELOPMENT AGENCY (NDA) OVER A PERIOD OF 60 MONTHS. 
Bid closing date and time: 26th JUNE 2024 at 12h00 

Name and address of the bidder: 

In this envelope, the bidder shall only address the technical aspects of the bid as per Section 17 of this document.
14. PRICING 

(a) Bidders must submit a detailed cost breakdown for all applicable costs e.g. Initial setup costs, monthly costs, and any other applicable costs. All prices submitted must be inclusive of VAT.
(b) Bidders must indicate if their prices will be fixed and firm for the duration of the proposed contract period, if not, the proposed escalations should be indicated. 
(c) Bidders must ensure that the quotes submitted have no arithmetic errors as NDA will not rectify any errors and no adjustments to quotations received will be permitted.
(d) Bidders will carry the responsibility of ensuring that the proposals submitted have been signed by a duly authorised person.  Should it be established after the submission of proposals that the signatory authorising the proposal is not legally appointed by the service provider, the offer/proposal will be disqualified from the evaluation process.
(e) All prices submitted should be typed in black ink or written in pen, proposals written in pencil will not be accepted and evaluated. 
(f) A two-envelope system will be used for the submission of proposals.

15. TENDER VALIDITY

All submitted bids must be valid for 150-days from the closing date of this bid.

16. NDA PAYMENT TERMS

Invoices will be paid 30-days from the date of submission and approval. All invoices must be sent to the following e-mail address: Invoices@nda.org.za
17. MANDATORY DOCUMENTS 

(a) Valid Tax Clearance Certificate issued by the South African Revenue Services 
(SARS). Where consortium/joint ventures/sub-contractor are involved in each party to the association must submit a separate valid original Tax Clearance Certificate or SARS tax Pin or a CSD report. Alternatively, service providers must fully complete Standard Bid Document 1 (SBD 1) to give effect to the tax compliance status system.

(b) Signed agreements for joint ventures and/or consortium arrangements.
(c) Company registration documents (CIPC).
(d) A letter/resolution authorising the person signing the bid documents and contracts. 
(e) All participating bidders must complete, sign and return ALL the attached SBD forms (SBD1, 3.3, 4&6.1) together with their proposals. 
(f) IATA and ASATA Licence / Certificate. Bidders are required to submit their international Air Transport Association (IATA) and ASATA (Association of South African Travel Agents) membership/licence/certificate (certified copy) at closing date. No third party IATA licences will be permitted.

Failure to complete and submit any of the attached documents will result in immediate disqualification.  

18. CENTRAL SUPPLIER DATABASE

The NDA will not appoint any supplier who is not registered as a prospective supplier on the central supplier database as required in terms of National Treasury Circular No. 3 of 2015/2016 and National Treasury SCM Instruction note 4 of 2016/2017.
19. CONTRACT AWARD

A binding contract will be signed after both parties have fully agreed to the scope of work and all terms and conditions. The NDA legal department will develop a draft contract that shall be used as the basis to finalise contract terms and conditions. 

20. DISCLAIMER

(a) Whilst all due care has been taken in connection with the preparation of this bid, the NDA makes no representations or warranties that the content in this bid or any information communicated to or provided to bidders during the bidding process is, or will be, accurate, current or complete.  The NDA and its officers and employees will not be liable for any information communicated which is not accurate, current or complete. 
(b) If a bidder finds or reasonably believes it has found any discrepancy, ambiguity, error or inconsistency in the bid or any other information provided by the NDA (other than minor clerical matters); the bidder must promptly notify NDA in writing of such discrepancy, ambiguity, error or inconsistency to allow the NDA to consider what corrective action is necessary (if any). 
(c) Any actual discrepancy, ambiguity, error or inconsistency in this bid or any other information provided by the NDA will, if possible, be corrected and provided to all bidders without attribution to the bidder who provided the written notice. 
(d) No representations made by or on behalf of NDA about this bid will be binding on the NDA unless that representation is expressly incorporated into the contract ultimately entered into between NDA and the successful bidder. 

21. ADDITIONS AND AMENDMENTS TO THE BID

(a) The NDA reserves the right to change any information in, or to issue an addendum to this bid before the closing date and time.  The NDA its officers and employees will not be liable in connection with either the exercise of or failure to exercise this right. 
(b) Should the NDA exercise its right to change the information in terms of clause 22.1 all amendments will be communicated to all bidders.

22. CONTENT PAGE 
Participating bidders are required to submit a detailed content page and page dividers clearly indicating (cross-referencing) where each of the technical requirements is placed in their bid documents exactly as outlined in section 9 (technical evaluation criteria) of this TORs. Any additional information that the supplier would like to provide should be referenced as well on the content page. 

23.  PRICE NEGOTIATIONS

(a) Where the bidder that scored the highest total points did not quote a reasonable or a market-related price, the NDA may negotiate with the bidder to offer a reasonable or market-related price, should the adjudicator agree to this; 
(b) Should the bidder scoring the highest total points not agree on a reasonable or market-related price, the NDA may cancel the bid or negotiate with the bidder that scored the second highest total points or the third highest total points, in that order. 

24. SPECIAL COMMERCIAL CONDITIONS OF THIS BID
NDA reserves the right to;
(a) To accept part of a tender rather than the whole tender.
(b) To carry out site inspections, product evaluations or explanatory meetings in order to verify the nature and quality of the services offered by the bidder(s), whether before or after adjudication of the Bid.
(c) To correct any mistakes at any stage of the tender that may have been in the Bid documents or occurred at any stage of the tender process.
(d) To cancel and/or terminate the tender process at any stage, including after the Closing Date and/or after presentations have been made, and/or after tenders have been evaluated and/or after the preferred bidder(s) have been notified of their status as such.
(e) Award to multiple bidders based either on size or geographic considerations.
A PLEDGE: STATEMENT OF RESPONSIBILITY AS A SERVICE PROVIDER  

This NDA pledge is an important guide to my own conscience when I enter into business relationship with NDA and it is binding me to act ethically, competently and deliver high quality service(s).


I HAVE READ AND UNDERSTOOD THE NDA PLEDGE THAT PROMOTE HIGHLY ETHICAL CULTURE. I WILL, TO THE BEST OF MY ABILITY, ADHERE TO AND HONOUR THIS PLEDGE IN MY PROFESSIONAL DEALINGS WITH NDA.

_______________________ 




________________

Signature: Representative of the Service Provider

Date

_______________________

 Name: Representative of the Service Provider

NDA pledges towards high ethical conduct in dealing with Service Providers





NDA is committed to highest standard of ethics in conducting its business and encourages all stakeholders to contribute towards building ethical culture within the organization.


NDA shall not demand money from Service Providers to get work(tenders and quotations) from the organization.


Suppliers are prohibited to induce NDA employees through gifts in order to benefit business directly and indirectly from NDA.


NDA has a strict gift policy to ensure that gifts received from Suppliers are properly declared to ensure transparency.


Any unethical behavour that is compromising by NDA employees shall be reported to Fraud/ethics Hotline:0800 701 701 
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