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Acquisition Method: Bids

A request for bid is a formal sourcing process to appoint
a supplier for the provision of goods and or services.

A bid can be facilitated as:
* Open bid (competition)
« Closed bid (no competition, I.e. sole supplier)

The financial value 1s more than R500K.

The turnaround time to complete a bid is 78 working
days calculated from the time of publication of the
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Business case
User raquirements

Pre-a g e Technical ceriffication

Business case must contain:
Bid Background / Scope f Business Objective / Contract Period / Estimate Project Cost and/or
Approved Budget / Non brand specific, clear , unambiguous / Names of the BEC (majority 50% + 1

P g Client approvals and mandate if external) / Mame of the Contact Person.
BC must be duly approved by the Accounting Cfficer or his/her delegate.
Y
¢ f i Advartise bid
Manage sourcing Determine acquisition
- Draft bid document Approve bid document
strateg — o
request - y L Bid published for 30
days
* Register request “Confinm siratagy and plan with = Update of the standard bid terms “RFB document approvad far
* Jyltia) assessmart clignt within 10 days of recaipt of and conditions, publicaticn by the Client and the
“Appoint Sourcing Spedallst business case ) = Delarmrine evaluation cilteria Manager: Slrstegic Sourcing
* Acknowladge raceipt of BC *Qbitain approval for project plan. » Analysing technical evaluation
criteria o align 1o the business
case and the evaluation cricena.
= Confirm Acquisition Flan {project
plan] for approval by Client (if
extemd)
= Client 1o veify the comeciness of
the draft RFE document.
Evaluate Bid

Award [ Recommending Bid

Award

File Hand - Over to:

» 38R SRC ! Board award bid

® Letters of Award/Regret to
vendors

= Publish Award

* RC = Recommends to tha
Accounting Cficer imespective of the
bid vahe |Govemment Bids)

= 33B= Award R500k — R15 millian
» SR = Award >R15 - R30 million
= Board = Award =R30 milion

Bid (SITA):

Contract Management:
{if applicable)

55 hands over file with the following

documents o for drafiing of contract:

= Copy BC

= Copy RFE document

= Copy of recommendation submission
& resalution

SITA

Lattar of award (If applicable)
Original Vendor's response

Convene and brief BEC
Signing Declaration of
Intenast

Evaluate and score bidders
Suppliar shostlist
presentations (if applicable)
Review and Analysing the
BEC reparts for correciness,
Werify with National Treasury
the list of resiricted bidders
Draft racoirimendation repor
Obtain dignt approva [ BEC
Chairperson

Clesed
Tender

= *The bid s ssued to the
selacted Bldders.

Open
Tender

= hotification 1o Govemment
Tender Buletin

= Adverlise on SITA web sile

= Adverlise olher media (if
applicabla)

Close Bid

Vendor briefing
session andlor Site
Visit

= Vendors 1o sign the atlendance

ragistes of the briefing session and/

o site visit
* Comgile minutes of the briefing
session andlor site visi report

“Prapare for closing
‘Receive bids

‘Reefrieve bids from tender
bax

*Serean bids for mandatory
documants, i.e. Tax
Clearance Certificate

A

Enquiries

“Ilanage query process
*Publish on SITA web site
*Modify suppliers
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Checklist for Business Case: Bids

following aspects must be covered in the BC:

RFB Background;

Scope;

Business Objectives;

The contract period;

Project Estimated Costs / Approved Budget ;

User Requirements

not brand specific and unambiguous

If brand specific, a detailed motivation must be provided

Names of the Bid Evaluation Committee (BEC) — if the requirement is for a
Government Department, the majority (50% +1) must be

If the request is external, confirmation if SITA must do the contracting.
Contact details

. The business case must be duly authorised by the Accounting Officer and or

his/her delegate.
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