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Table 1: Bid Document Checklist and Returnables 

# Document Name Mandatory 

 

Included in the 

published bid 

document? 

To be returned by 

bidder? 

LEGISLATIVE DOCUMENTS 

1 SBD 1 Invitation to Bid   Yes Yes 

2 SBD 4 Declaration of Interest  Yes Yes 

3 SBD 5 National Industrial Participation Program   Yes Yes 

4 SBD 6.1 Preference Points Claim Form   Yes Yes 

5 SBD 8 Declaration of Bidder’s Past SCM Practises   Yes Yes 

6 SBD 9 Certificate of Independent Bid Determination   Yes Yes 

7 Proof of authority must be submitted as per SBD 1 e.g., company 

resolution for the capacity under which this bid is signed  

 No Yes 

8 Written confirmation for disclosing tax status by SARS  No Yes 

9 CSD full report and not summarized   No Yes 

PHASE 1: PRE-QUALIFICATION CRITERIA 

10 Original and valid B-BBEE status level verification certificate or a 

certified copy thereof or a sworn affidavit 

Yes No Yes 

PHASE 2: TECHNICAL COMPLIANCE 

11 Detailed Technical Specifications to verify compliance Yes Yes Yes 

12 TCD 13 Authorization Declaration   Yes Yes 

13 TCD 13.1 List of goods or services offered  Yes Yes 

14 TCD 13.2 Letter of undertaking  Yes Yes 

15 OEM brochure for each equipment offered. The brochure must be 

clearly labelled with the item details of the equipment being 

offered 

 No Yes 

16 SITA certification or proof of submission to SITA for each 

equipment offered in the bid  

 No Yes 

17 License for supplying franking machines  No Yes 

PHASE 3: TCO / PRICE & B-BBEE 

18 Pricing Schedule Yes Yes Yes 

19 Subcontracting Requirements   Yes Yes 

OTHER DOCUMENTS  

20 TCD 14 Historical Exchange Rates  Yes No 

21 Company Registration and Organogram  No Yes 

22 General Condition of Contract fully Signed and initialed on every 

page 

 Yes Yes 

23 Special Conditions of Contract fully Signed and initialed on every 

page 

 Yes Yes 

24 Draft Master Transversal Agreements (both)  Yes Yes 

25 Draft Participation Agreements (both)  Yes Yes 

26 Delivery Communication Plan  Yes Yes 

27 Service and Maintenance Plan  Yes Yes 

28 Cost breakdown   Yes (example) Yes 

29 Contract Price Adjustment Proposal  Yes Yes 
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SECTION A 

1. INTRODUCTION 

 This bid is for the supply, delivery, installation, commissioning, and maintenance of office automation 

solutions to the State for a period of forty-eight (48) months to commence 1 April 2022 to 31 March 2026 

facilitated by National Treasury and the State Information Technology Agency (SITA) for the State. 

 This bid document is structured as follows: 

1.1 Section A : Introduction and Terms of Reference    

1.2 Section B : Conditions of Bid 

1.2.1 Part 1  : Evaluation Criteria consisting of three (3) phases  

1.2.2 Part 2  : Additional Bid Requirements 

1.3 Section C : Conditions of Contract 

2. LEGISLATIVE AND REGULATORY FRAMEWORK 

  This bid and all contracts emanating there from will be subject to General Conditions of Contract  issued 

in accordance with Treasury Regulation 16A published in terms of the Public Finance Management Act, 

1999 (Act 1 of 1999) (PFMA) as well as the Preferential Procurement Policy Framework Act 2000 

(PPPFA) with its latest 2017 regulations. The Special Conditions of Contract (SCC) are supplementary 

to that of General Conditions of Contract (GCC). However, where the Special Conditions of Contract 

conflict with the General Conditions of Contract, the Special Conditions of Contract prevail. 

  This bid is subject to all applicable industry related legislation, particularly the legislation stated below: 

2.1 Treasury Regulations 16A6.3(e) and Treasury Practice Note 5 of 2009 

2.2 State Information Technology Amendment Act, 2002, Section 7(6)(b) 

2.3 Security level according to ISO/IEC 21964 / DIN 66399 

3. DURATION OF TRANSVERSAL CONTRACT  

The transversal contract shall be for a forty-eight (48) months period anticipated to commence 01 April 

2022 to 31 March 2026.  

4. BRIEFING SESSION 

  A non-compulsory virtual briefing session will be held as follows: 

 

 Venue  : Microsoft Teams. The link to register and attend the briefing session is  

   attached as RT3 Office Automation Solutions Briefing Session Meeting Link  

  Date  : 02 November 2021 

 Time  : 10h00  

  

4.1 The bid information session is not compulsory but will provide bidders with an opportunity to obtain 

clarity on certain aspects of the procurement process as set out in this bid document.  

https://teams.microsoft.com/registration/jzRFGrQCmk-nqHeG9t0yRQ,OmD65PLluk-tpigccJiPfQ,GXqYRSwLQk2tZNl0mDKx5w,5pCmKJnv2U6w0NQVnY6APA,yAQypyFvWE2onpNxRMVvew,LTxP_CjfzUCpM2ru6rSmJQ?mode=read&tenantId=1a45348f-02b4-4f9a-a7a8-7786f6dd3245
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4.2 The National Treasury reserves the right to answer questions at the briefing session and/or to respond 

formally after the briefing session. 

5. TERMS OF REFERENCE 

 

5.1 BACKGROUND 

5.1.1 The South African (SA) Government (the State), in fulfilling its different operations of service delivery, it 

required a vast number of resources including the supply, delivery, installation, commissioning and 

maintenance of office automation solutions.  

 

5.1.2 The purpose of establishing the transversal contract for the State is to lease and procure different types 

of photocopiers, printers, and paper shredders with their associated services as outlined on the technical 

specifications and scope of solution. 

 

5.1.3 The transversal contract has advanced that it does not only include equipment (multi-function printers 

and more) for leasing and procure outright but also software which elevates the transversal contract to 

offer office automation solutions. 

 

5.1.4 The office automation solutions comprise:  

• The supply, delivery, installation, commissioning, and maintenance which include but is not 

limited to the supply, delivery, allocation, installation, configuration, commissioning, training, 

maintenance/repair, or even distribution, re-deployment and administration; 

• Office could mean room(s),  space , buildings used to execute State businesses including 

mobile offices (Air, Land or Sea); 

• Automation Solutions could mean computer hardware and software system used to 

reproduce, create, collect, destroy, store, print/copy, send information/data to accomplish a 

task; and electronically or digitally; and 

• State means the spheres of Government in the Republic of SA. 

 

5.1.5 The transversal contract models have increased to three (3) and they are Rental plus Copy Charge,  

Managed Print Services (MPS) and Pay for Use (Managed Document Services - MDS). 

 

5.1.6 The transversal contract aims to assist Organs of State to define their printing and paper shredding 

needs to lease and procure optimally and economically in fulfilling those needs. 

 

5.2 PROBLEM STATEMENT 

The transversal contract seeks to address the following shortcomings: 

5.2.1 Incorrect equipment deployment; 

• By under or over-utilizing due to no assessment of printing environment, 

• By procuring or leasing based on available budget or wants instead of needs which translates to 

unrecorded fruitless expenditure, 

• By printing less than 5% of A3 print volumes but has deployed over 90% A3 multi-function 

printers, and 

• Approximately 12% of average colour usage and yet about 88% of pages printed on colour multi-

function printers are black and white (B&W). 
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5.2.2 Manual process driven which is ineffective whereas the equipment is capable of vast automating 

functions. 

5.2.3 Insufficient support for standardization which increases Total Cost of Ownership (TCO) for Government. 

5.2.4 No Information and Communication Technology (ICT) focus (software, solutions, services, security). 

5.2.5 The less utilization of advanced software, hardware, and services. 

 

5.3 OBJECTIVES 

The transversal contract requires appointing a panel of bidders that will be able to provide and have 

capacity to deliver the office automation solutions required by the State as specified in this bid document. 

 

The key objectives of this transversal contract are as follows: 

5.3.1 To provide cost-effective office automation solutions to the State and maintain adequate and up to date 

technologies; 

5.3.2 To comprehensively analyse historic usage data and user printing and paper shredding requirements 

to discover, quantify and eventually reduce TCO; 

5.3.3 To standardise office automation solutions by allowing optimisation to full capacity utilisation without 

negatively impacting productivity but enhancing it;  

5.3.4 To drive print output cost savings via a lower TCO and not Cost per Page (CpP); 

5.3.5 To enhance competition and secure services by having multiple bidders per equipment/office 

automation solution(s); 

5.3.6 To automate management of the printing environment and to continually explore ways to optimally utilise 

technology and reduce printing and paper shredding expenditure; 

5.3.7 To reduce energy consumption as well as carbon footprint through equipment consolidation and 

optimised deployment of equipment; and 

5.3.8 To uplift the economy of previously disadvantaged Exempted Micro Enterprises (EMEs) and Qualifying 

Small Enterprises (QSEs) through subcontracting.  

 

5.4 TECHNICAL SPECIFICATIONS AND SCOPE OF SOLUTION 

The office automation solution required encompasses: 

• Hardware which includes multi-function printers (MFPs) (printer/scanner/copier), 

accessories (finishers, connectivity, input options) and firmware/functionality (fax, security, 

RIP options, PDL options); 

• Basic Software which includes drivers (print/scan/fax), device management and activity 

monitoring and alerting. 

• Basic Services which include deployment, support, training, repair, maintenance, and meter 

reading. 

• Consumables which include toner/Ink, OPC, developer, fuser, staples, and (paper); 

• Advanced Services which include assessment, design, consultation, configuration, 

optimisation, fleet management, user authentication, pull printing and managed print; and 

• Advanced Software which includes, drivers (print/scan/fax), device management, print 

monitoring, usage management, security, device-based solutions and print policies. 

 

5.4.1 The bid for the supply, delivery, installation, commissioning, and maintenance of Office Automation 

Solution has six (6) categories, one (1) additional accessory and three (3) models summarized below. 

There are also two (2) procurement options for the different categories as outlined on Table 2. The 

additional new accessory is for all the types of printers on the transversal contract. 
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 Table 2: Summary of Technical Specifications/Scope of Solution Categories  

Category Description Category Numbers Procurement Option 

Multi-Function Printers - Monochrome 1 Lease 

Multi-Function Printers - Colour 2 Lease 

Large Format Printers 3 Lease 

Digital Duplicators 4 Lease / Outright Procurement 

Paper Shredders 5 Lease / Outright Procurement 

Franking Machines 6 Lease / Outright Procurement 

Additional Accessory for all types of printers  

Coin Boxes N/A Lease / Outright Procurement 

 

Table 3: Summary of Models 

Models for all types of printers (Category 1 to 4 above) 

Rental and Copy Charge 

Managed Print Services 

Pay for Use (Managed Document Services) 

 

5.4.2 Multi-Function Printers  

There are two (2) types of multifunction printers which are machines that consolidates the functionality 

of a printer, copier, scanner and/or fax into one machine in either black and white (monochrome) or 

colour.  

5.4.3 Large Format Printer 

5.4.4 A large format printer is also called a wide format printer for projects that require specialized printing 

equipment such as posters, large maps, or charts, and more. 

5.4.5 Digital Duplicator is also known as a printer-duplicator which is a printing technology designed for high-

volume print jobs. 

5.4.6 Shredder is a mechanical machine that is used to cut paper into either strips or fine particles.  

5.4.7 Franking Machine is also known as a Postage Meter which is used to print a barcode on to a letter or 

parcel in place of a traditional stamp. 

5.4.8 Coin Box is a machine for controlling and charging for access to copiers and printers. 

 

5.5 MODELS 

5.5.1 Description 

The printing models are printing strategies that the State can select from to benefit from cost savings 

through TCO and optimal management of the printing environment. The models should proactively 

identify and solve potential printing problems and replenish supplies before Participants are affected. 

The models should provide an online reporting, workflow management, turning slow paper-based 

processes (like routing and approvals) into automated digital platforms. The monitoring software should 

be a prerequisite not only for accurate, automated billing but also to facilitate proactive maintenance 

services, resulting in superior service levels and increasing Participants and equipment 

efficiency/productivity within the State.  
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5.5.2 Differentiator of Services 

The difference between all three (3) models are the extent of the services provided by each model. The 

Rental and Copy Charge model cover mostly the basic services. The Managed Print Services together 

with the Pay for Use (also called Managed Document Services) models cover both basic and advanced 

services. 

 

5.5.2.1 Basic services include but are not limited to proactive monitoring of consumables, proactive monitoring 

of equipment alerts requiring technical support including incident management, automated meter 

readings for accurate and timely usage billing, single point of contact through the help desk and meter 

reading which is also available through some technology for equipment that is not networked. 

 

5.5.2.2 Advanced services includes but is not limited to print policy management to ensure optimal equipment 

settings are adhered to (secure print, default duplex printing, etc.), load balancing assessment to make 

recommendations for equipment movements to ensure optimal utilisation, enhanced service levels to 

accommodate maximum uptime in critical printing areas, service delivery management and reporting to 

provide regular reviews of print trends, service level metrics, utilisation of score cards and billing 

management and a single point of contact for escalations and general account management,  paper 

management to reconcile paper usage with print output to identify areas of high wastage / loss and 

implement remedial processes, dedicated onsite resources covering a variety of services including toner 

and paper replenishment, first level technical support and technical service engineers. 

 

5.5.3 Pricing Structure 

The transversal contract has two (2) costs involved on the different types of printers. It is the monthly 

lease (Rental) cost and the Cost per Copy. The monthly lease cost comprises of the supply, delivery, 

installation and commissioning and the Cost per Copy encompasses maintenance. 

 

5.5.3.1 Rental and Copy Charge model charges both costs. 

5.5.3.2 Managed Print Services charges either both costs or an all-inclusive cost per copy. 

5.5.3.3 Pay for Use charges an all-inclusive cost per copy. 

 

5.6 BIDDING 

Bidders may bid for any category or all categories, any model or all models and indicate the type of 

procurement between a lease and outright procurement as directed on SBD 1. Alternative bid offers 

may be offered and clearly marked on Annexure 3 Technical Specifications and Pricing Schedule 

including pricing on each alternative offer. Shredders do offer service and maintenance only (to existing 

shredders in Government), bidders must complete the information on Annexure 3 Technical 

Specifications and Pricing Schedule. 
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SECTION B 

CONDITIONS OF BID  

6. PART 1: EVALUATION CRITERIA 

The details of the evaluation phases are outlined below:  

 Table 4: Evaluation Criteria 

Phase 1 Phase 2 Phase 3 

Pre-Qualification Criteria Technical Compliance TCO / Price and B-BBEE 

Bidders will be assessed if 

they are B-BBEE Level 1 to 4 

compliant 

Compliance to the item 

technical specifications 

Bids evaluated in terms of the 

90/10 preference system 

 

6.1 PHASE 1: PRE-QUALIFICATION CRITERIA for preferential procurement is set according to 

Regulation 4(1)(a) of the Preferential Procurement Policy Framework Act, 2000: Preferential 

Procurement Regulations, (PPR) 2017 

 

6.1.1 This phase is a pre-qualification criterion for bidders to have a B-BBEE status level contributor from 1 

to 4 to be considered for evaluation. 

 

6.1.2 Joint ventures, consortiums, and partnerships will also be considered to meet the above-mentioned 

requirement. 

 

6.1.3 Failure to meet the above requirement will invalidate the bid submitted. 

 

B-BBEE CERTIFICATE 

 

6.1.4 Bidders are to submit an original and valid B-BBEE status level verification certificate or a certified 

copy thereof or a sworn affidavit for evaluation on this phase. Failure to submit the B-BBEE 

certificate1 will invalidate (disqualify) the bid submitted. 

 

6.2 PHASE 2: TECHNICAL SPECIFICATIONS/SCOPE OF SOLUTION COMPLIANCE 

Only bidders who have complied with Phase 1 pre-qualification requirements will be evaluated on 

technical specifications compliance. During this phase bidders’ responses will be evaluated against the 

issued technical specifications for compliance and the certification process for Categories 1, 2 and 3 for 

multi-function printers and large format printers. 

 

TECHNICAL SPECIFICATIONS / SCOPE OF SOLUTION  

 

6.2.1 All items offered must comply with detailed technical specifications / scop of solution as provided in 

this bid for each item. Failure to comply may invalidate the items concerned.  

 

 

 
1 certificate includes a certified copy or a sworn affidavit 
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TRANSVERSAL CONTRACTING DOCUMENT 13 (TCD 13 TO 13.2) - AUTHORIZATIONS 

 

6.2.2 TCD 13 Authorization Declaration 

6.2.2.1 All bidders must complete the Authorisation Declaration (TCD 13 to 13.1) for all relevant goods or 

services. 

 

6.2.2.2 Any bidder who is sourcing goods or services from a third party must submit a valid Third-Party 

Undertaking (template provided as TCD 13.2) in full for all relevant goods or services. The letter of 

undertaking must include but not limited to the following:  

(i) List of item(s) number, item description and brand/model name and number;  

(ii) Letter must be on the original manufacturer’s and or third-party undertaking letter head, dated 

and signed;  

(iii) Have contact person’s name, physical and postal address, telephone, and email details; and 

(iv) All information on the letter must be in English. 

 

6.2.2.3 The State reserves the right to verify any information supplied by the bidder in the Authorisation 

Declaration and should the information be found to be false or incorrect, the State will exercise any of 

the remedies available to it in the bid documents.  

 

6.2.2.4 The bidder must ensure that all financial and supply arrangements for goods or services have been 

mutually agreed upon between the bidder and the third party. No agreement between the bidder and 

the third party will be binding on the State.  

 

6.2.2.5 Failure to submit a duly completed and signed Authorisation Declaration, with the required annexure(s), 

in accordance with the above provisions may invalidate the bid for such goods or services offered. 

 

ORIGINAL BROCHURE 

 

6.2.3 Original Equipment Manufacture’s (OEM) original brochure for each item offered, the brochure must 

be in colour and clearly labelled with the item number of offer or operating manuals. The brochure should 

not be self-made by bidder. A soft copy of the original brochure for online submission is required. 

 

PROOF REQUIRED FOR EQUIPMENT CERTIFICATION 

 

6.2.4 The certification process is applicable to Category 1,2 and 3 which are multi-function printers and large 

format printers. The certification process is not applicable to Category 4 to 6 which are digital duplicators, 

shredders, and franking machines. 

6.2.5 The bidders must inform their OEMs to register the items to be offered by bidders via the standard SITA 

process. The items will be certified by SITA by issuing a certificate that must be submitted by the bidder 

at closing date and time.  

6.2.6 Should the bidder’s offers not be certified by the closing date and time, the bidder must submit proof of 

submission from SITA of the items that have been submitted for certification. 

6.2.7 There will be a cut-off date (to be communicated to bidders after closing date) for receipt of the 

certification after closing date from SITA to finalise the evaluation process. Bidders are encouraged to 

cooperate with SITA on all the certification requirements to meet the cut-off date.  

6.2.8 Therefore, any items not certified by the cut-off date will be disqualified. 
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6.2.9 Therefore, OEMs must register via the SITA process at www.sita.co.za/prodcert.htm for the certification 

of items offered.  

6.2.10 The contact details for the certification process are outlined on section 7.7. 

 

LICENCE FOR SUPPLYING FRANKING MACHINES 

 

6.2.11 A valid license from an approved supplier by the Post Office to supply franking machines must be 

submitted for evaluation purposes. A franking machine licence expires annually and should be renewed 

every 12 months and be valid each year of the transversal contract. Failure to meet the requirement 

may invalidate the items offered. 

 

6.3 PHASE 3: TCO / PRICE AND B-BBEE  

 

PRICING SCHEDULE 

 

6.3.1 Pricing schedule and structure requirements 

6.3.1.1 Prices quoted for all categories must be furnished on the basis of supply, delivery, installation, 

commissioning and maintenance including accessories, consumables and spare parts.  

 

6.3.1.2 The pricing schedule provided in this bid forms an integral part of the bid document and bidders must 

ensure that it is completed without changing the structure thereof. Bidders are required to complete a 

mandatory Pricing Schedule as a response on how much the items offered will be charged. No 

submission of the Pricing Schedule will invalidate the bid response.  

 

6.3.1.3 Prices submitted for in this bid must be filled in on the field provided on the pricing schedule supplied 

with the bid. Price structures that do not comply with this requirement may invalidate the bid. 

 

6.3.1.4 Bidders must submit the pricing schedule as an XLSX excel sheet and not a hard copy PDF on a 

memory stick and a soft copy for online submission for evaluation purposes. Non-adherence to this 

request may invalidate the bid. 

 

6.3.1.5 Transversal Contract Pricing 

At the transversal contract level, the pricing evaluation will be on a TCO level which means the entire 

lease period will be considered and not only the monthly rental. Bidders will be evaluated according to 

their types for an example, Distributors, Re-sellers and so forth. 

 

6.3.1.6 TCO refers to the accurate financial costs intended to assist Participants to determine the direct and 

indirect costs of the printing and shredding solution rather than focusing on either the monthly rental or 

outright purchase cost only.  

 

6.3.1.7 The pricing evaluation will be in terms of regulation 7 of the Preferential Procurement Regulations 

pertaining to the Preferential Procurement Policy Framework Act, 2000 (Act 5 of 2000), responsive bids 

will be adjudicated by the State on the 90/10 preference point system. 

 

6.3.1.8 The following formula will be used to calculate the points for price/TCO: 

http://www.sita.co.za/prodcert.htm
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
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1

P

PPt

 

 

 Where, 

 Ps = Points scored for comparative price of bid under consideration 

 Pt = Comparative price of bid under consideration 

 Pmin = Comparative price of lowest acceptable bid 

6.3.1.9 A maximum of 10 points may be allocated to a bidder for attaining their B-BBEE status level of 

contributor in accordance with the table below: 

 Table 5: Preference Point System 

B-BBEE Status Level of Contributor Number of Points 

1 10 

2 9 

3 6 

4 5 

5 4 

6 3 

7 2 

8 1 

Non-compliant contributor 0 

 

6.3.1.10 The points scored by a bidder in respect of the level of B-BBEE contribution will be added to the points 

scored for price/TCO. 

 

6.3.1.11 Failure on the part of the bidder to claim points for B-BBEE status level of contribution will give the bidder 

a score of zero (0). 

 

6.3.1.12 The points scored will be rounded off to the nearest two (2) decimals. 

 

6.3.1.13 If two (2) or more bids have scored equal total points, the award will be to the bidder scoring the highest 

number of preference points for B-BBEE.  

 

6.3.1.14 Should two (2) or more bids be equal in all respects, the award shall be decided by the drawing of lots. 
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6.3.2 Value Added Tax 

 All bid prices must be inclusive of fifteen percent (15%) Value Added Tax. 

 Failure to comply with this condition may invalidate the bid. 

6.3.3 Applicable Taxes 

 All bid prices must be inclusive of all applicable taxes.   

 Failure to comply with this condition may invalidate the bid. 

SUBCONTRACTING REQUIREMENTS 

 

6.3.4 Subcontracting as a condition of tender is set according to Regulation 9(1)(a) of the Preferential 

Procurement Policy Framework Act, 2000: Preferential Procurement Regulations, 2017 for the following 

Categories and for Large Enterprises (LEs) only: 

Table 6: Categories where Subcontracting is Applicable 

Category Category Description Subcontracting Applicability 

1 Multi-Function Printers - Monochrome Applicable 

2 Multi-Function Printers - Colour Applicable 

3 Large Format Printers Applicable 

4 Digital Duplicators Applicable 

5 Paper Shredders Not Applicable 

6 Franking Machines Not Applicable 

 

6.3.5 All bidders who are Large Enterprises (turnover is R50 million and above) may sub-contract a minimum 

30% of contract value for the transversal term contract period to a new or existing subcontractor who is 

an EME/QSE that is at least 51% Black Owned that will be accumulated during the tenure of the 

transversal contract. 

 

6.3.6 The bidders must indicate the minimum subcontracting percentage if the stipulated minimum 30% is not 

achievable and also activities that will be provided by the subcontractor/s. 

  

6.3.7 Bidders who are Large Enterprises and bidding for Categories 1 to 4 must complete the subcontracting 

requirements on Annexure 4 and submit at the closing date and time. 

 

6.3.8 Subcontracting as a condition of bid does not apply to EMEs and QSEs as defined on paragraph 1 of 

PPR who are at least 51% blacked owned. EMEs and QSEs may fulfil the subcontracting requirements 

voluntarily to support other EMEs and QSEs. 

 

6.3.9 Subcontracting as a condition of bid does not apply to Category 5 and 6 which are paper shredders and 

franking machines. 

 

6.3.10 All subcontractors must have been registered on CSD by the closing date and time of bid or before the 

commencement of the transversal contract.  
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6.3.11 Bidders who are Large Enterprises can access potential subcontractors from CSD for fulfilling this 

requirement as the information cannot be supplied without adhering to Protection of Personal 

Information Act. 

 

6.4 LEGISLATIVE DOCUMENTS 

Bidders are required to submit the legislative documents to comply to the policy to guide uniformity in 

procurement reform processes in Government as per section 3.6.3.1 regarding standardisation of bid 

policies and procedures. It is also a requirement for bidders to submit the other legislative documents 

as detailed below. 

  

 STANDARD BIDDING DOCUMENTS 

6.4.1 SBD 1 which is the invitation to bid form. 

6.4.2 SBD 4 which is the declaration of interest form. 

6.4.3 SBD 5 which is the national industrial participation program which is applicable to all government 

procurement contracts that have an imported content equal to or exceeding US$ 10 million or other 

currency equivalent to US$ 10 million. 

6.4.4 SBD 6.1 which is the preference points claim form.  

6.4.5 SBD 8 which is the declaration of bidder’s past Supply Chain Management (SCM) practices. 

6.4.6 SBD 9 which is the certificate of independent bid determination. 

 PROOF OF AUTHORITY 

6.4.7 Proof of authority which is a company resolution for the capacity under which this bid is signed as per 

SBD 1.  

 

 TAX MATTERS 

 

6.4.8 Tax Compliance Requirements 

6.4.8.1 It is a condition of this bid that the tax matters of the successful bidder(s) are in order, or that satisfactory 

arrangements have been made with South African Revenue Service (SARS) to meet the bidder’s tax 

obligations. 

6.4.8.2 The Tax Compliance status requirements are also applicable to potential foreign bidders / individuals 

who wish to submit a bid.  

6.4.8.3 It is a requirement that bidders grant a written confirmation when submitting this bid response that 

SARS may on an on-going basis during the tenure of the transversal contract disclose the bidder’s tax 

compliance status and by submitting this bid such confirmation is deemed to have been granted. 

6.4.8.4 Bidders are required to be registered on the CSD and National Treasury shall verify the bidder’s tax 

compliance status through the CSD or through SARS. 

6.4.8.5 Where Consortia / Joint Ventures / Sub-Contractors are involved, each party must be registered on the 

CSD, and their tax compliance status will be verified through the CSD or through SARS. 

 

CENTRAL SUPPLIER DATABASE 

 

6.4.9 A Central Supplier Database full report and not summarized preferably as at the last week prior to 

closing date and time being 15 to 19 November 2021 period must be submitted by bidders. 
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6.5 OTHER DOCUMENTS 

 

TCD 14 HISTORICAL EXCHANGE RATES 

 

6.5.1 In terms of cost price adjustment, bidders should make use of any relevant currency for the items offered 

by calculating the average for the period 1 April 2021 to 30 September 2021 using the Reserve Bank 

published rates for the specific currency. Bidders are to visit https://www.resbank.co.za/ to obtain the 

relevant rates. Reference to TCD 14 on the procedure to download historical exchange rates from the 

Reserve Bank website for instructions.  

 

COMPANY REGISTRATION AND ORGANOGRAM 

 

6.5.2 Shareholding portfolio by proof of registration of the company with Companies Intellectual Property 

Commission. An additional document detailing the shareholding of the bidder in an organogram format 

in support of the proof of company registration must be submitted by bidders at the closing date and 

time. 

 

 CONDITIONS OF CONTRACT 

 

6.5.3 General Condition of Contract which are fully signed and initialled on every page to indicate that the 

bidder has read and understood the terms and conditions. 

 

6.5.4 Special Conditions of Contract which are fully signed and initialled on every page to indicate that the 

bidder has read and understood the terms and conditions. 

 

DRAFT MASTER TRANSVERSAL AGREEMENTS 

 

6.5.5 A Master Transversal Agreement (MTA) will be signed between National Treasury and the successful 

bidders on acceptance of an unconditional award letter. A draft MTA is attached as Annexure 5a for all 

Printers and Annexure 5c for Paper Shredders and Franking Machines for bidders to review and provide 

inputs. For all inputs to be recognised, they should be provided with track changes at the closing date 

and time. Bidders may attach additional proposed terms and conditions to the MTA. The MTA will be 

finalised with the successful awarded bidders. 

 

DRAFT PARTICIPATION AGREEMENTS 

 

6.5.6 A Participation Agreement (PA) which is linked to the MTA, will be signed between the Participants and 

the successful bidders. A draft PA is attached as Annexure 5b for all Printers and Annexure 5d for Paper 

Shredders and Franking Machines for bidders to review and provide inputs. For all inputs to be 

recognised, they should be provided with track changes at the closing date and time. Bidders may attach 

additional proposed terms and conditions to the PA. The PA will be finalised with the successful awarded 

bidders. 

 

 

 

 

 

https://www.resbank.co.za/
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DELIVERY AND DECOMMISSIONING COMMUNICATION PLAN 

 

6.5.7 Bidders must submit a delivery and decommissioning communication plan at the closing date and time 

that must outline the delivery lead times, management of all delivery related communication throughout 

the transversal contract period including how the decommissioning communication will be planned in 

line with section 14. The delivery communication plan must be submitted by responding to Annexure 7. 

 

SERVICE AND MAINTENANCE PLAN 

 

6.5.8 Bidders must submit a service and maintenance plan at the closing date and time that must outline the 

services and maintenance that will be offered for the equipment to be supplied on the transversal 

contract. The service and maintenance plan must be submitted by responding to Annexure 8. 

 

COST BREAKDOWN 

 

6.5.9 Cost Breakdown 

6.5.9.1 Bidders are requested to submit the cost breakdown of their pricing for each item offered. Should the 

cost breakdown be the same for all items on the bid response, the bidder must indicate clearly in the 

bid response. Bidders will not be allowed to change the cost breakdown of price during the tenure of the 

transversal contract. 

 

6.5.9.2 Bidders should itemise the cost of each item into various components which are cost-drivers. The cost 

needs to be broken down into direct and indirect costs. Each cost driver should be assigned a Rand 

value. The Rand value of the cost drivers should be expressed as a percentage of the total cost. 

Example: 

Table 7: Example of Cost Breakdown 

Cost-driver % of Total Cost 

Imported raw material 30% 

Local raw material 20% 

Labour 15% 

Transport 30% 

Other 5% 

Total price of item 100% 

 

CONTRACT PRICE ADJUSTMENT PROPOSAL 

 

6.5.10 In addition to the National Treasury calculator used for contract price adjustments, bidders are requested 

to propose contract price adjustment methods that includes all calculations factoring all elements that 

affect the prices of the equipment at the closing date and time. The contract price adjustment proposals 

must be submitted by responding to Annexure 9. Section 25 must be read in drafting the proposal.  
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6.6 LOCAL MANUFACTURED ITEMS 

6.6.1 Local manufactured items as listed below are a preference on this transversal contract. The below goods 

and services are locally produced in South Africa. They are not in a designated sector according to the 

Department of Trade, Industry and Competition but the threshold for local production and content is 

100%.  

 

The local produced goods and services are: 

• Credenzas,  

• Stands,  

• Software including source code,  

• Paper feed cabinets,  

• Lighting protectors,  

• Power cables/adaptor, 

• SD Cards and memory of equipment. 

• Shredder bags, and 

• Shredder oil. 

 

6.6.2 It must be noted that electrical cable products used for power transmission are in a designated sector 

and the threshold for local production and content is 90%. The bid is not mainly for the procurement of 

electrical cable products, but they are durable goods which will be enforced post award as and when 

there might be a need, the local content of the electrical cable products in this bid may exceed the 90%.    

 

6.7 MULTIPLE AWARD 

 The State reserves the right to award the same item to more than one (1) bidder to address item 

 availability and compatibility. Due diligence will be applied to ensure that pricing is affordable, market 

 related and aligned to end-user requirements. The maximum number of bidders per item to be 

 awarded will be at the discretion of the BEC.  

 

6.8 RESPONSIVE BIDS 

Bidders are required to submit responsive bids by completing all pricing and item information on the 

provided technical specification and pricing schedule (Excel document - Annexure 3) for the individual 

items and all required forms. Non-submission of Annexure 3 Technical Specifications and Pricing 

Schedule will invalidate the bid response.  

 

6.9 RECOMMENDATION AND APPOINTMENT OF A PANEL OF BIDDERS  

6.9.1 Once the evaluation process is complete there will be a recommendation report by the Bid Evaluation 

Committee (BEC) to the Bid Adjudication Committee (BAC) who has the authority to either support 

(approve) or not support (not approve) the recommendation/s and appointment/s. 

 

6.9.2 On approval of the recommendation/s and appointment/s, the successful bidder(s) will sign an 

appointment letter together with the master transversal agreement for the supply, delivery, installation, 

commissioning, and maintenance of office automation solutions of this bid and unsuccessful bidder(s) 

will be informed accordingly. 
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7. PART 2: ADDITIONAL BID REQUIREMENTS 

 

7.1 NEGOTIATIONS 

7.1.1 The State reserves the right to negotiate with the shortlisted bidders prior or post award. The terms and 

conditions for negotiations will be communicated to the shortlisted bidders prior to invitation to 

negotiations. This phase is meant to ensure value for money is achieved through the measure of quality 

that will assess the monetary cost of the items or services against the quality and or benefits of that item 

or services, considering subjective factors such as fit for purpose printing and shredding solutions along 

with total cost of ownership including installation, commissioning, training, maintenance, and support. 

 

7.2 DUE DILIGENCE 

7.2.1 The State reserves the right to conduct due diligence prior to final award or at any time during the 

transversal contract period and this may include pre-announced/ non-announced site visits. During the 

due diligence process the information submitted by the bidder will be verified and any misrepresentation 

thereof may disqualify the bid in whole or parts thereof. 

 

7.2.2 The State also reserves the right to conduct any evaluation verifications prior to final award or at any 

time during the transversal term contract period. 

 

7.2.3 Where applicable, the BEC reserves the right to subject item samples to applicable clinical evaluations, 

applications, or test at any State facility to verify compliance with the technical specifications. This will 

be arranged with the bidder. 

 

7.3 TERMS AND CONDITIONS 

 

7.3.1 COUNTER CONDITIONS 

7.3.1.1 Bidders’ attention is drawn to the fact that amendments to any of the bid conditions or setting of counter 

conditions by bidders may result in the invalidation of such bids. 

 

7.3.1.2 The National Treasury reserves the right to change or supplement any information or to issue any 

addendum to this bid before the closing date and time. The National Treasury and its officers, employees 

and advisors will not be liable in connection with either the exercise of, or failure to exercise this right. 

 

7.3.1.3 If the National Treasury exercises its right to change or supplement information in terms of the above 

clause, it may seek amended bid documents from all bidders. 

 

7.3.2 FRONTING 

7.3.2.1 The National Treasury supports the spirit of broad based black economic empowerment and recognizes 

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 National Treasury does not support any form of fronting. 

 

7.3.2.2 The National Treasury, in ensuring that bidders conduct themselves in an honest manner will, as part 

of the bid evaluation processes, conduct, or initiate the necessary enquiries/investigations to determine 

the accuracy of the representation made in this bid document. Should any of the fronting indicators as 

contained in the Guidelines on Complex Structures and Transactions and Fronting, issued by the 

Department of Trade, Industry and Competition, be established during such enquiry / investigation, the 
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onus will be on the bidder to prove that fronting does not exist. Failure to do so by the bidder within a 

period of fourteen (14) days from date of notification by National Treasury may invalidate the bid / 

contract and may also result in the restriction of the bidder to conduct business with the public sector 

for a period not exceeding ten (10) years, in addition to any other remedies the National Treasury may 

have against the bidder concerned. 

 

7.3.3 RIGHT OF AWARD 

The State reserves its following rights -  

7.3.3.1 To award the bid in part or in full; 

7.3.3.2 Not to make any award in this bid or accept any bids submitted; 

7.3.3.3 Award the bid to more than one (1) bidder for the same item (multiple-award); 

7.3.3.4 Request further technical information from any bidder after the closing date; 

7.3.3.5 Verify information and documentation of the bidder(s); 

7.3.3.6 Not to accept any of the bids submitted; 

7.3.3.7 To withdraw or amend any of the bid conditions by notice in writing to all bidders prior to closing of the 

bid and post award; and 

7.3.3.8 If an incorrect award has been made to remedy the matter in any lawful manner it may deem fit. 

 

7.4 SUBMISSION OF BIDS 

 

7.4.1 ONLINE BID SUBMISSION 

7.4.1.1 Bidders are required to register and submit (upload) a replica bid of the hard copy online by the closing 

date and time as guided through the weblink RT3 Office Automation Solutions Online Bid Submission    

7.4.1.2 All online bid documents should be soft copies and not printed and scanned copies. 

7.4.1.3 The guide for online bid submission is attached as Annexure 10. 

7.4.1.4 Bidders to adhere to all the rules for the online bid submission. 

7.4.1.5 Bidders’ attention is drawn to the sequential submission format as per the checklist on Table 1. 

7.4.1.6 1 copy of each document must be uploaded on the correct Phase. Any additional documents must be 

uploaded on the relevant document in a Phase. 

7.4.1.7 The Technical Specifications and Pricing Schedule (Annexure 3) should be in an XLSX excel sheet 

format and not any other format. 

7.4.1.8 Non-compliance with online bid submission may invalidate the bidder’s response. 

 

7.4.2 PHYSICAL AND HARDCOPY BID SUBMISSION 

7.4.2.1 Bidders to submit one (1) original hard replica copy as the online submission by the closing date and 

time at the Tender Information Centre (TIC) situated at corner 240 Thabo Sehume and Madiba Streets, 

Pretoria.   

7.4.2.2 Bidders are requested to initial each page of the bid document (Special Conditions of Contract) on the 

bottom right-hand corner indicating they have read and understood the terms and conditions. 

7.4.2.3 Bidders’ attention is drawn to the sequential submission format as per the checklist on Table 1. 

7.4.2.4 The Technical Specifications and Pricing Schedule (Annexure 2) should be in an XLSX excel sheet 

format and not any other format in a memory stick. 

7.4.2.5 Non-compliance with both online bid submission and hardcopy replica submissions may invalidate the 

bidder’s response. 

 

7.4.3 Any discrepancies between the online bid copy and the hard bid copy may invalidate the bid response. 

7.4.4 Submit all bid queries via email to transversal.contracting2@treasury.gov.za. 

https://eur03.safelinks.protection.outlook.com/?url=https%3A%2F%2Fweb.treasury.gov.za%2Fpublic%2FTenders%2FRT3&data=04%7C01%7CKwanele.Mtembu%40treasury.gov.za%7C19475d37a1b743ccf4b908d987e66088%7C1a45348f02b44f9aa7a87786f6dd3245%7C0%7C0%7C637690245872317362%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C1000&sdata=Vkyi9pocJ39dliWtXMbWY%2FN0cbR%2FgbNXGxC1cV0Mpxs%3D&reserved=0
mailto:transversal.contracting2@treasury.gov.za
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7.5 LATE BIDS 

Bids received after the closing date and time at the TIC will NOT be accepted for consideration and 

where practical, be returned unopened to the bidder. 

 

7.6 COMMUNICATION AND CONFIDENTIALITY 

7.6.1 The Chief Directorate: Transversal Contracting (TC) within the Office of the Chief Procurement Officer 

(OCPO) may communicate with bidders where clarity is sought after the closing date and time of the bid 

and prior to the award of the transversal contract, or to extend the validity period of the bid, if necessary. 

 

7.6.2 Any communication to any State official or a person acting in an advisory capacity for the State in respect 

of this bid between the closing date and the award of the bid by the bidder is discouraged. 

  

7.6.3 Whilst all due care has been taken in connection with the preparation of this bid, the National Treasury 

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 

National Treasury, and its officers, employees and advisors will not be liable with respect to any 

information communicated which is not accurate, current, or complete.  

 

7.6.4 If a bidder finds or reasonably believes it has found any discrepancy, ambiguity, error or inconsistency 

in this bid or any other information provided by the National Treasury (other than minor clerical matters), 

the bidder must promptly notify the National Treasury in writing of such discrepancy, ambiguity, error or 

inconsistency in order to afford the National Treasury an opportunity to consider what corrective action 

is necessary (if any). 

 

7.6.5 Any actual discrepancy, ambiguity, error or inconsistency in this bid or any other information provided 

by the National Treasury will, if possible, be corrected and provided to all bidders without attribution to 

the bidder who provided the written notice.  

 

7.6.6 All communication between the bidder and the National Treasury TC office must be done in writing as 

per 7.7 below.  

 

7.6.7 No representations made by or on behalf of the National Treasury in relation to this bid will be binding 

on the National Treasury unless that representation is expressly incorporated into the contract ultimately 

entered between the National Treasury and the successful bidder(s).  

 

7.6.8 All persons (including all bidders) obtaining or receiving this bid and any other information in connection 

with this bid, or the tendering process must keep the contents of the bid and other such information 

confidential, and not disclose or use the information except as required for the purpose of developing a 

response to this bid. 
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7.7 CONTACT DETAILS 

 

7.7.1 General 

 National Treasury, Office of the Chief Procurement Officer, Chief Directorate: Transversal Contracting, 

Private Bag x115, Pretoria, 0001. Physical address: 240 Madiba Street, corner Thabo Sehume and 

Madiba Streets, Pretoria 

 

7.7.2 Bid Enquiries 

 All enquiries should be in writing to transversal.contracting2@treasury.gov.za. The closing date for 

receipt of all enquiries is 11 November 2021. All enquiries beyond the closing date will not be 

considered. 

  

 Transversal Contract : Ms Kwanele Mtembu / Ms Brenda Mashifane 

    : National Treasury 

 

 Equipment Certification: Mr Izak De Villiers / Mr Deon Nel at izak.devilliers@sita.co.za  

    : SITA at +27 12 482 2749 or +27 83 376 6933  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

mailto:transversal.contracting2@treasury.gov.za
mailto:izak.devilliers@sita.co.za
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In this section C awarded bidders are referred to Suppliers. 

SECTION C:  

CONDITIONS OF CONTRACT 

8. CONCLUSION OF MASTER TRANSVERSAL AGREEMENT AND PARTICIPATION AGREEMENT 

8.1 The Master Transversal Agreement between National Treasury and the Supplier(s) collectively referred 

to as Parties shall come into effect after the Supplier(s) have been issued with an unconditional letter of 

acceptance of their bids. 

 

8.2 It is a requirement that the Supplier(s) and the participating State institution(s) sign a Participation 

Agreement within fourteen (14) days upon receipt of first purchasing order.  

 

8.3 An original signed copy of the Participation Agreement must be issued to the Suppliers for funding 

purposes. A copy of the original Participation Agreement must be kept by the Participant. 

 

8.4 The preferred bidder(s) shall be appointed in terms of this bid. The Parties must ensure that the terms 

and conditions of the PA do not contradict the provisions of this bid document. In the event that the 

terms of the PA contradict the provisions of this bid document to the extent that the duration, pricing as 

well as the services have changed in terms of this transversal contract, such PA shall be deemed not to 

be in terms of this RT3 transversal contract. Therefore, any transaction that flows therefrom shall not be 

considered a transaction in terms of the RT3 transversal contract. 

 

8.5 The following will form part of the Master Transversal Agreement documents between the Parties in as 

far this RT3 is concerned: 

 

8.5.1 Bid Documents; 

8.5.2 Award Letters; 

8.5.3 Contract Circular and its annexures; 

8.5.4 Master Transversal Agreement; and 

8.5.5 Participation Agreement. 

 

8.6 In the event that there is any contradiction between the abovementioned documents, the order of 

precedence will be as follows; only in as far as it relates to service delivery: 

8.6.1 Participation Agreement; 

8.6.2 Master Transversal Agreement; and 

8.6.3 Bid documents. 

 

8.7 In relation to all other matters; 

8.7.1 Master Transversal Agreement; 

8.7.2 Participation Agreement; and 

8.7.3 Bid documents. 
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9. POST AWARD PARTICIPATION  

9.1 PFMA public institutions listed in Schedules 1, 2, 3A, 3B, 3C, 3D and Local Government are all welcome 

to participate on the transversal contract. 

 

9.2 The participating letter will be customised to allow participation on completion and signing thereof as 

the transversal contract is arranged by means of a competitive bidding process by National Treasury, 

subject to an electronic (e.g., e-mail, NOT written approval/consent) acceptance by the Contract 

Manager or a delegate from TC.  

 

9.3 Supplier(s) will be notified of new participants; however, the list of participants will not be published on 

the website but will be kept as an internal report. Model changes, price adjustments and any other 

transversal contract information will be published for both the benefit of Supplier(s) and Participants. 

 

9.4 In terms of Treasury Regulation 16A6.5 Accounting Officer/Accounting Authority of National and 

Provincial departments, constitutional institutions and public entities listed in schedule 1, 3A and 3C to 

the PFMA may opt to participate in a transversal term contract facilitated by the relevant treasury. 

 

9.5 Public entities listed in schedule 2, 3B and 3D to the PFMA, may participate in transversal term contract 

facilitated by the relevant treasury through approval from their accounting authorities. 

 

9.6 Regulation 32 of the Municipal SCM Regulations provides that a Supply Chain Management policy may 

allow the accounting officer to procure goods or services for a municipality or municipal entity under a 

contract secured by another organ of the state. 

10. LEASES FROM THE TRANSVERSAL CONTRACT 

10.1 The transversal contract shall be for a forty-eight (48) months period to commence 01 April 2022 to 31 

March 2026. 

 

10.2 All leases from the transversal contract shall be for a minimum period of thirty-six (36) months with an 

option of an extension period of twenty-four (24) months up to 31 March 2028. The cost implication for 

the extension period will be at a zero percent (0%) monthly lease. Only the cost per copy (usage) will 

be charged inclusive of support and maintenance by bidder(s) during the extension period. The monthly 

lease payments of the office automation solution shall be zero rands (R0.00) for the duration of the 

extended period. 

 

10.3 All leases emanating from the transversal contract should not go beyond the extended twenty-four (24) 

months period that will end 31 March 2028. 

 

10.4 All leases commencing in the first year of the transversal contract (i.e., 01 April 2022 to 31 March 2023) 

irrespective of the starting month within the first year, the extended 0% monthly lease period will be for 

a period of twenty-four (24) months or up to 31 March 2028, whichever comes first. This means the 

participants will enjoy a full twenty-four (24) months extension at no cost (0% monthly lease payments).  

 

10.5 All leases commencing in the second year of the transversal contract (i.e., 01 April 2023 to 31 March 

2024) irrespective of the starting month within the second year, the extended 0% monthly lease period 

will be up to 31 March 2028. This means the participants will enjoy a twenty-four (24) months 0% monthly 

lease or proportionately as per the starting month of the lease. 
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10.6 All leases commencing in the third year of the transversal contract (i.e., 01 April 2024 to 31 March 2025) 

irrespective of the starting month within the third year, the extended 0% monthly lease period will be up 

to 31 March 2028. This means the participants will enjoy a twelve (12) months 0% monthly lease or 

proportionately as per the starting month of the lease. 

 

10.7 All leases commencing in the fourth and final year of the transversal contract (i.e., 01 April 2025 to 31 

March 2026) irrespective of the starting month within the fourth year, will not have the extension period. 

This means the participants will not enjoy the 0% monthly lease or proportion thereof. It means all the 

leases commencing in the fourth year of the transversal contract irrespective of the starting month within 

the fourth year will only be for a period of thirty-six (36) months. 

  

10.8 The bidder must notify the Participant in writing or system generated notification sixty (60) days prior to 

the expiry of the minimum thirty-six (36) months lease period to effect the lease extension as per 

sections 10.4 to 10.6.  

 

10.9 The office automation solutions can be leased any time whilst the transversal contract is valid. The 

commencement of a lease will be on delivery, installation, and commissioning and leases are applicable 

to all categories. 

Table 8: Lease Extension Periods 

Transversal Contract Years Transversal Contract 

Period 

Initial 36 Months Period Extension Period 

Transversal Contract Year 1 01 Apr 2022 to 31 Mar 2023 01 Apr 2022 to 31 Mar 2025 Full 24 months or up to 31 March 2028 24 

Transversal Contract Year 2 01 Apr 2023 to 31 Mar 2024 01 Apr 2023 to 31 Mar 2026 Up to 31 March 2028 24 

Transversal Contract Year 3 01 Apr 2024 to 31 Mar 2025 01 Apr 2024 to 31 Mar 2027 Up to 31 March 2028 12 

Transversal Contract Year 4 01 Apr 2025 to 31 Mar 2026 01 Apr 2025 to 31 Mar 2028 No Extension Applicable  0 

11. OUTRIGHT PROCUREMENT FROM THE TRANSVERSAL CONTRACT 

11.1 All outright procurement from the transversal contract can be at any time during the tenure of the 

transversal contract. 

11.2 Outright procurement is applicable to category 4, 5 and 6 (digital duplicators, paper shredders and 

franking machines) only. 

12. TERMINATION OF LEASES 

12.1 Poor Service Delivery 

12.1.1 A schedule to a Participation Agreement can be terminated by a Participant on grounds of poor service 

delivery by the Supplier.  

12.1.2 The grounds of poor service delivery must be proven through a prescribed remedial process as a lease 

is a committed financial obligation on both the Supplier and Participant. 

12.1.3 Participants will be able to terminate a schedule to the Participation Agreement without honouring the 

outstanding months where after following the prescribed remedial process stipulated in the Participation 

Agreement, it is proven that the bidder failed to remedy the poor provision of service. 

12.1.4 On determination that the schedule to the Participation Agreement should be terminated, the Supplier 

will remove the equipment within a period not exceeding thirty (30) days from the date of the issued 

instruction. 
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12.2 Non-Delivery of office automation solutions 

12.2.1 All office automation solutions will have stipulated delivery lead times from receipt of purchase order. 

Suppliers should communicate with Participants in terms of any delivery delays as would have been 

agreed to from the delivery communication plan. 

12.2.2 A Participant will have grounds of cancelling a purchase order where the stipulated delivery lead time 

together with the delivery communication plan has been breached on conditions that the remedial 

process has been adhered to by the Participant and the Supplier.   

12.2.3 A Participant will have a right to place a new purchase order with another Supplier for continuity of 

service delivery.  

 

12.3 Non-Payment by Participants 

12.3.1 Suppliers will have grounds of not providing (suspending) the services where Participants do not pay as 

per the latest Instruction Note of payments to Suppliers within 30-days of invoice receipt. If the 

Participant do not make necessary payment arrangements and the remedial process has been adhered 

to by the Participant and the Supplier, the Supplier may suspend the printing services.  

13. GENERAL QUANTITIES AND ORDERS 

13.1 Quantities 

No quantities are reflected in this bid as orders will be placed based on an ‘as and when required” and 

no guarantee is given or implied as to the actual quantity/quantities which will be procured during the 

transversal contract period.  

 

13.2 Orders 

13.2.1 Orders will be placed by Participants, and they will also be responsible for the payment to Suppliers for 

the office automation solutions delivered and/or services rendered.  

13.2.2 Suppliers should note that the order(s) will be placed as and when required during the transversal 

contract period and delivery points will be specified by the relevant purchasing Participant(s). 

13.2.3 The instructions appearing on the official purchase order form regarding the supply, dispatch and 

submission of invoices must be strictly adhered to and under no circumstances should the Supplier 

deviate from the purchase orders issued by the Participants. 

13.2.4 The Participant is under no obligation to accept any quantity/quantities which is more than the ordered 

quantity/quantities. 

 

13.3 Ordering Options 

13.3.1 Participants may order a complete printing or paper shredding solution. They may also order equipment 

only or service only (e.g., software to perform a certain service or function) or accessories only and/or 

a combination for a suitable and optimal printing or paper shedding solution. 

14. SPECIAL QUANTITIES AND ORDERS 

14.1 The leases from the expired RT3 transversal contract (RT3-2018) will be lapsing at two (2) intervals in 

2023 and 2024. 

14.2 The lapsing of leases at the same requires a plan for decommissioning and commissioning plan 

between bidders and participants. Bidders are to detail the decommissioning plan on Annexure 7. 

14.3 It also requires a delivery plan for many office automation solutions at once.  

14.4 Recommended bidders will be provided with the details (numbers, dates and more) of the leases that 

will expire in 2023 and 2024 for better planning. 
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14.5 Ordering for the 2023 and 2024 leases on the transversal contract will be in advance to allow the bidders 

to meet the projected deliveries. Information in that regard will be provided to bidders and Participants 

on the transversal contract award.  

14.6 As per 13.2.2 there will still be orders as and when a need arises from Participants at any time whilst 

the transversal contract is valid.  

14.7 As per 13.1 all the 2023 and 2024 leases are not guaranteed to be replaced and the information 

indicated on 14.4 and 14.5 will be a guide for both bidders and Participants.   

15. DELIVERY  

15.1 Delivery by Suppliers should be as per the stipulated delivery lead times. Delivery may also be as per 

any arrangements between the Suppliers and Participants as would have been outlined on the delivery 

communication plan. 

15.2 All deliveries must be accompanied by a delivery note stating the official purchase order number against 

which the delivery has been affected. 

15.3 Suppliers must deliver only the items and brands as awarded.  

15.4 Deliveries not complying with the purchase order forms will be returned to the Supplier(s) at the 

Supplier’s expense. 

15.5 Subject to GCC Clause 25, if the Supplier fails to deliver any or all of the goods or to perform the services 

within the period(s) specified in the transversal contract, the Participant shall, without prejudice to its 

other remedies under the transversal contract, deduct from the schedule price, as a penalty, a sum 

calculated on the delivered price of the delayed office automation solutions or unperformed services 

using the current prime interest rate calculated for each day of the delay until actual delivery or services 

performed. 

16. OFFICE AUTOMATION OFFERED (EQUIPMENT AND SOFTWARE)  

16.1 All equipment and software offered must be of the latest approved models as would have been awarded.  

16.2 All accessories, consumables and spare parts must be supplied new and no second hand or refurbished 

accessories, consumables or spare parts will be accepted. 

16.3 The Supplier should ensure that the accessories, consumables, and spare parts of the awarded items 

are guaranteed to be available for the lease life of the awarded office automation solution. 

17. TRAINING AND SUPPORT 

17.1 Suppliers must provide at least two (2) Participant’s training on the office automation solution supplied 

preferably during the installation and commissioning period. The training will include replacement of 

consumables such as toner cartridges. Suppliers shall leave a concise guide which is a laminated card 

for replacing toner cartridges. There should be an agreement on when the second training will take 

place between the Supplier and the Participant. 

17.2 Participants must provide a super-user to be trained by the Suppliers. 

17.3 Suppliers are required to provide training and training material for office automation solution installed. 

17.4 Training can be in any suitable form agreed upon between the Supplier and Participant. It can also be 

on-demand training and quick reference guides accessible online, to facilitate optimal use of the office 

automation solution.  

17.5 Arrangements for training other than at delivery of outright procured equipment or at commissioning of 

leased office automation solutions may be concluded between the Supplier and the Participant. 

17.6 Suppliers must also provide videos for training as refreshers for Participants. 



SPECIAL CONDITIONS OF CONTRACT FOR RT3-2022 

 

Page 29 of 35  Initials
  

 

17.7 Any additional training required by Participants over and above the maximum two (2) as indicated on 

16.1 will be offered by Suppliers at the Participant’s cost. 

18. SERVICE AND MAINTENANCE 

18.1 Leases and Outright Procurement 

18.1.1 Service and maintenance must cover a fully functional office automation solution as specified in Section 

B of the technical specifications, including consumables, hardware warranty, support, required 

accessories, standard power and interface cables, user guide and on-site delivery.  

18.1.2 Maintenance by Suppliers should ensure the office automation solutions runs efficiently with limited 

downtime. 

18.1.3 Where equipment is faulty and cannot be fixed on-site, a loan equipment must be offered during the 

repair period by a Supplier to a Participant. When the equipment is removed from the Participant’s 

premises, there must be an exchange with the loan equipment. 

18.1.3.1 The maintenance period of thirty-six (36) months will be effective from delivery in case of outright 

procured equipment and from the date of commissioning in case of leases. 

18.1.3.2 Service and maintenance will be detailed on the contract circular upon agreement on the service and 

maintenance plans to be submitted as Annexure 8 at the closing date and time.  

19. SUBCONTRACTING 

19.1 Subcontractors by Suppliers (Large Enterprises) must have an agreement with the Supplier for the 

specific services they will render and payment arrangements. National Treasury does not have any 

agreements with subcontractors. 

19.2 Subcontractors are a responsibility of the Suppliers in all aspects of the transversal contract. 

19.3 The Suppliers are accountable for the services rendered by the subcontractor to Participants. 

19.4 Suppliers will report on the subcontracting requirements. 

20. INSURANCE 

20.1 Leases 

20.1.1 The State is leasing the office automation solutions which means there is no substantial transfer of all 

the risks and rewards incidental to ownership of the office automation solution/s to the State. There will 

not be any ownership transferred by the Supplier to the Participant at the end of the lease. 

20.1.2 The State is entitled to exercise its right to use the office automation solutions in exchange for a series 

of payments. 

20.1.3 Therefore, as the Supplier carries the risk of possible losses, technological obsolescence, risk of repairs 

and maintenance of the office automation solutions, it also carries the risk of insurance cost. 

20.1.4 Insurance parameter details of the office automation solutions by Suppliers will be on the contract 

circular. 

20.1.5 Repair costs due to Participant’s negligence or misuse or accidental damage of office automation 

solution will be for the Participant’s expense and not covered by Supplier’s insurance. The costing 

involved will only be known at the time of the incident upon assessment of incident.  
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20.2 Outright Procurement 

20.2.1 Equipment procured outright from the transversal contract is owned by the Participant.  

20.2.2 The Participant is responsible for insurance on the owned equipment. Insurance provision to the 

equipment procured is not a prescription of the transversal contract but it will be at the discretion of the 

Participant. 

21. RELOCATION OF EQUIPMENT 

21.1 Leases 

21.1.1 Suppliers carry the risk of insurance of the office automation solutions leased to the State. It is therefore 

the Suppliers and not the Participant nor a third-party that must relocate an equipment. 

21.1.2 Relocation of equipment may be within the same building and may also be to an external building. 

21.1.3 Relocation of equipment within the same building will be charged on an hourly rate. 

21.1.4 Relocation of equipment to another building will be charged on an hourly rate and on a travel rate. 

21.1.5 A Participant must contact the Supplier for any needs of relocating any equipment. The Supplier will 

charge the transversal  contract rates (labour and/or travel) for the relocation of the equipment as this 

is an adhoc service. 

21.1.6 A Participant that relocates a Supplier’s equipment without the Supplier’s knowledge will be responsible 

for any costs involved, be it for damage or repairs or replacement of the equipment as detailed on the 

technical specifications/scope of solution. 

21.2 Outright Procurement 

21.2.1 Participants are responsible for informing the Supplier of any relocation of equipment due to the 

scheduled service and maintenance that must be effected on the equipment. 

21.2.2 Participants that do not inform the Supplier of any equipment relocation will lose the service and 

maintenance that must be offered on the equipment. 

22. ACCESSORIES, CONSUMABLES AND SPARE PARTS 

22.1 It is required that sufficient accessories, consumables, and spare parts be held in SA to ensure that 

office automation solutions supplied in terms of the transversal contract are kept in acceptable working 

condition for the entire lease period of thirty-six (36) months after installation and commissioning. 

22.2 Procurement of accessories by Participants can be at any time whilst the transversal contract is valid at 

the transversal contract prices. 

22.3 Consumables such as toner cartridges will be supplied by the Supplier and replaced by the Participant 

to eliminate any downtime. The toner cartridges are covered on the cost per copy and therefore 

Suppliers should not charge Participants for additional toner cartridges.  

22.4 All accessories, consumables and spare parts selected at the time of lease constitute a bundle office 

automation solution. Any additional accessories may be procured optionally at the transversal contract 

prices. 

22.5 Bidders must carefully estimate and calculate the projected consumable usage (toner/ink) over the 

period of the transversal contract, since that directly influences the cost per copy on the transversal 

contract.  

22.6 If a specific equipment uses less than the calculated consumables, the bidder will profit, but if an 

equipment uses more, the bidder will make a loss. It is in the interest of the State to have the cost per 

copy as low as possible so that low print costs can be realised, resulting in lower total cost of ownership. 

22.7 To mitigate the risk for bidders, the State will allow bidders to bill Participants for "excess toner usage" 

only if extended volumes are printed.  
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22.8 Therefore, any excess toner usage may be recovered from a Participant where documentary proof in 

the form of coverage and print volume reports may be required for the Participant’s payment approval. 

23. REMOTE MONITORING AND ALERTING FOR THE PRINTING ENVIRONMENT  

23.1 Suppliers and Participants must set up an email service on the equipment to allow remote monitoring of 

the printing environment. 

23.2 If Participants do not allow Suppliers to remotely monitor the printing environment, Participants will have 

to log calls for all services required. 

23.3 The following are exceptional occurrences when Participants will be required to log calls:  

• Copy quality issues; 

• No Internet for automatic monitoring; and 

• If office automation solutions is off and the reason for the downtime is unknown. 

24. EQUIPMENT UPGRADE AND REPLACEMENT 

24.1 In the event where a Supplier(s) is awarded a specific brand and model, it is required of that Supplier(s) 

to continue to supply the awarded item throughout the transversal contract period. 

 

24.1.1 However, the Supplier(s) is still liable for the maintenance and after-sales support of the delivered 

item(s) as per section 17. 

 

24.1.2 Should the Supplier(s) fail to fulfil the responsibility as per section 17 above, the State reserves the right 

to seek necessary remedies (e.g., non-payment of maintenance cost, alternative maintenance support 

etc.) 

 

24.2 In the event that the awarded Model is discontinued and there is no replacement: 

24.2.1 The Supplier(s) must notify National Treasury and SITA of such an occurrence upon receipt of 

notification from the OEM detailing the maintenance and after-sales support of the delivered office 

automation solution until expiry of the lease; and 

24.2.2 The Supplier(s) is required to submit supporting documents from the OEM confirming and guaranteeing 

accessories, consumables and/or spare parts of the office automation solution until the expiry of the 

lease.  

 

24.3 In the event that the awarded Model is discontinued and there is a replacement: 

24.3.1 The Supplier(s) must notify National Treasury and SITA of such an occurrence upon receipt of 

notification from the OEM detailing the maintenance and after-sales support of the delivered office 

automation solution until expiry of the lease. 

24.3.2 The Supplier(s) will be expected to present an alternative model of the same brand at SITA for 

certification and replacement on the transversal contract by National Treasury.  

24.3.3 A replacement letter will be issued to the Supplier and the Supplier can use the replacement letter to 

Participants whilst the replaced model is not yet reflecting on the Contract Pricing. 

24.3.4 Model replacement will be actioned every quarter by updating the Contract Pricing. 

24.3.5 Furthermore, Supplier(s) must note that the terms and conditions, including price of the new model 

offered will be the same as the awarded model.  

24.3.6 Supplier(s) must not deliver a new model other than the model awarded to them prior to an approval of 

model change from SITA and National Treasury. Failure to adhere to this condition will lead to irregular 

expenditure on the Participant. 
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 Table 9: Contract Pricing Updates for Model Replacements 

Replacement Period Replacement Letter used by 

Suppliers to Participants 

Contract Pricing Update 

1 April 2022 to 30 June 2022 

Replacement Letter to be used 

by Suppliers to Participants 

during the period on no update 

of the replaced model 

1 July 2022 

1 July 2022 to 30 September 2022 1 October 2022 

1 October 2022 to 31 December 2022 1 January 2023 

1 January 2023 to 31 March 2023 1 April 2023 

  

1 April 2023 to 30 June 2023 1 July 2023 

1 July 2023 to 30 September 2023 1 October 2023 

1 October 2023 to 31 December 2023 1 January 2024 

1 January 2024 to 31 March 2024 1 April 2024 

  

1 April 2024 to 30 June 2024 1 July 2024 

1 July 2024 to 30 September 2024 1 October 2024 

1 October 2024 to 31 December 2024 1 January 2025 

1 January 2025 to 31 March 2025 1 April 2025 

  

1 April 2025 to 30 June 2025 1 July 2025 

1 July 2025 to 30 September 2025 1 October 2025 

1 October 2025 to 31 December 2025 1 January 2026 

1 January 2026 to 31 March 2026 No Contract Pricing Update 

25. CONTRACT PRICE ADJUSTMENT  

25.1 Price adjustments based on Rate of Exchange (RoE) fluctuations will be calculated by National Treasury 

every six (6) months from the end of the first six (6) months of the transversal contract. Price adjustments 

will only be applicable to any new/additional equipment, software, solutions, or consumables (including 

copy charges) leased and procured from the transversal contract after the price adjustment has been 

implemented. The panel of bidders will be notified by National Treasury of the adjusted prices indicating 

the applied RoE. 

 

25.2 Since the six (6) monthly price adjustments are based on exchange rate fluctuations, this could result 

in either an increase or decrease in price. 

 

25.3 No price adjustment will be effected on the lease (rental) amount during the lease contract period of 

thirty-six (36) months as the monthly lease (rental) amount is fixed for the thirty-six (36)  months period. 

 

25.4 RoE-based price adjustments will therefore apply to the imported component of all new purchases/rental 

agreements and all on-going costs such as copy charges and consumables, excluding the lease (rental) 

amount for existing leases. The local component, as well as other prices with labour and transport 

components will be adjusted based on Consumer Price Index (CPI). 

 

25.5 National Treasury will publish the calculated price adjustments on its website for Participants and 

Suppliers to use. Suppliers will not need to submit any request for price adjustments. National Treasury 

will process the necessary RoE adjustments and inform Suppliers of the new calculated pricing 

considering the condition of 24.2 above. 
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25.6 The indicative calculator that will be used for price adjustment is shown on Table 9. Upon receipt of the 

contract price adjustment proposal, the final calculator will be finalised with the successful bidders. 

Should the indicative price adjustment calculator be the final one, all other subsequent information 

relates to Table 9 price adjustment calculator. 

Table 10: Indicative Price Adjustment Calculator 

 

25.7 Base Index Date 

  The base index date applicable to the calculator is defined as the date at which the price adjustment 

starts. In this bid the base index date is October 2021. 

 

25.8 Applicable indices / references 

 The applicable index refers to the relevant market index, which is a true reflection of price movement(s) 

in the cost over time. In this bid the following indices or reference will be applicable: 
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Pa = The new adjusted price to be calculated 

V = Fixed portion of the bid price (15% or 0.15) 

Pt = Original bid price.  Note that Pt must always be the original bid price and not an adjusted 

price 

(1-V)Pt = Adjustable portion of the bid price (85% or 0.85) 

D1 – Dn = Each factor (or percentage) of the bid price, e.g. material, labour, transport, overheads, etc.   

The total of the various factors (or percentages) D1 – Dn must add up to 1 (or 100%) 

R1t – Rnt = End Index.  Index figure obtained from the index at the end of each adjustment period 

R1o–Rno = Base Index.  Index figure at the time of bidding 

VPt = 15% (or 0.15) of the original bid price.  This portion of the bid price remains fixed, i.e. it is not 

subject to price adjustment 
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Table 11: Indicative Indices 

Cost component  Index Publication   Index Reference  

D1 – Imported Raw Material / 

Finished item  

(If applicable)  

Supplier / Manufacturer 

invoice(s) and remittance 

advice.2  

Documentary evidence to 

accompany claim  

  

D2 - Local Raw Material / 

Finished item (if applicable)  

Supplier / Manufacturer 

invoice(s)3    

STATS SA Index  

/Documentary evidence to 

accompany claim e.g., 

Invoices  

D3 - Labour  STATS SA P0141 (CPI)  

Table E  

OR  

Labour agreement4 

Table E - All Items or   

OR  

Labour agreement to be 

provided  

D4 – Transport  STATS SA P0141 (CPI)  

Table E  

Table E - Transport – Other 

Running Cost  

D5 – Other  Specify  Documentary evidence to 

accompany claim  

 

25.9 Rates of Exchange  – Base and average rates 

 

25.9.1 For the cost component D1 outlined on Table 10 it will be adjusted considering the base RoE rate refer 

to in Table 11. Rate(s) of exchange to be used in this bid in the conversion of the bid price of the item(s) 

to South African currency is indicated in Table 11: 

Table 12: Contract Price Adjustment ROEs 

Currency Rates of exchange  

(Use of 6 months average) 

US Dollar 14.38 

Pound  19.95 

Euro 17.13 

Yen 0.13 

 

25.9.2 Should the bidder make use of any other currency not mentioned above, the bidder is requested to 

calculate the average for the period 1 April 2021 to 30 September 2021 using the Reserve Bank 

published rates for the specific currency. Bidders are to visit https://www.resbank.co.za/ to obtain the 

relevant rates. Reference to TCBD 2 on the procedure to download historical exchange rates from the 

Reserve Bank website for instructions.  

 
2 In cases where invoices are supplied as documentary evidence, it is advised that invoices closest to the Base Index date and the End 

Index date be submitted.  It should ideally reflect the adjustment period. 
3 Same as footnote 1 
4 In the absence of a labour agreement, the labour cost component will be adjusted with CPI Headline inflation. 

https://www.resbank.co.za/
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25.9.3 Contract price adjustments due to rate of exchange variations are based on average exchange rates as 

published by the Reserve Bank for the periods indicated above. 

 

25.10 Price Adjustment Periods 

 Price adjustments shall be applied on a bi-annual basis. Price adjustment periods will be as follows: 

Table 13: Price Adjustment Periods 

Adjustment Average exchange rates 

for the period 

Dates from which adjusted prices will 

become effective 

1st Adjustment 1 Oct 2022 to 31 Mar 2023 1 Oct 2022 

2nd Adjustment 1 Apr 2023 to 30 Sept 2023 1 Apr 2023 

3rd Adjustment 1 Oct 2023 to 31 Mar 2024 1 Oct 2023 

4th Adjustment 1 Apr 2024 to 30 Sept 2024 1 Apr 2024 

5th Adjustment 1 Oct 2024 to 31 Mar 2025 1 Oct 2024 

6th Adjustment 1 Apr 2025 to 30 Sept 2025 1 Apr 2025 

7th Adjustment 1 Oct 2025 to 31 Mar 2026 1 Oct 2025 

26. CONTRACT MANAGEMENT: ROLES AND RESPONSIBILITIES 

 
26.1 CONTRACT ADMINISTRATION 

26.1.1 The administration and facilitation of the transversal contract is the responsibility of National Treasury 

and all correspondence in this regard must be directed to transversal.contracting2@treasury.gov.za. 

  

26.1.2 Suppliers must advise the Chief Directorate: Transversal Contracting, National Treasury immediately 

when unforeseeable circumstances will adversely affect the execution of the transversal contract. Full 

particulars of such circumstances as well as the period of delay must be furnished.  

 

26.2 CONTRACT PERFORMANCE MANAGEMENT 

26.2.1 Contract performance management will be the responsibility of Participants and where Supplier 

performance disputes cannot be resolved between the Supplier and the Participant, National Treasury: 

Transversal Contracting must be informed for corrective action. 

 

26.2.2 The reporting template for Participants to effect contract performance management will be provided post 

award. 

 

26.3 PROCUREMENT GUIDELINE 

26.3.1 The procurement guideline will guide on the operational functioning of the transversal contract for both 

Participants and Suppliers to ensure effective implementation and equal opportunities for Suppliers. 

 

26.4 POST AWARD REPORTING 

26.4.1 Suppliers will be expected to report on the implementation of the transversal contract on a bi-annual 

basis.  

26.4.2 A reporting template will be provided post-award of the transversal contract. 

26.4.3 National Treasury may conduct implementation meetings with either the Participants and/or Suppliers 

to discuss any transversal contracting implementation issues. 

26.4.4 All bi-annual reports must be submitted to: transversal.contracting2@treasury.gov.za  

mailto:transversal.contracting2@treasury.gov.za
mailto:transversal.contracting2@treasury.gov.za

