TERMS OF REFERENCE
NT002/09: APPOINTMENT OF AN ESTABLISHED PANEL OF SERVICE PROVIDERS TO ASSIST THE NATIONAL TREASURY FOR A PERIOD OF TWO (2) YEARS WITH THE PLACEMENT OF TEMPORARY STAFF
1.
BACKGROUND:
National Treasury needs to establish a panel of personnel agencies who will provide temporary employees as and when business units require such personnel.

2.
PURPOSE:
To appoint a panel of service providers to assist the National Treasury for a period of 2 years in:

2.1
Recruiting capable temporary staff 
2.2
Responding within 24 hours turnaround time

3.
SCOPE OF WORK:
3.1 Receive requests and obtain understanding of the position they will be placing a temporary worker in;

3.2 Source suitable Curricula Vitae from the service provider’s existing talent bank;
3.3 Screen all candidates through pre-liminary interviews;
3.4 Provide the National Treasury with a proposed shortlist of a maximum of 3 candidates within 24 hours after request;
3.5 Provide the National Treasury with a certified copy of the identity document (ID), qualifications and the Curriculum Vitae of the proposed short listed candidates;
3.6 The service provider must do the following checks on behalf of the National Treasury and provide the relevant information of the successful candidate:
3.6.1 Qualification verification;

3.6.2 Verification of South African citizenship;

3.6.3 Credit check;

3.6.4 Criminal record check;

3.7 Reference checks from at least 2 referees which should include performance information;
3.8 The service provider should provide the National Treasury with at least one contact person who should be available when needed;
3.9 Communication between the National Treasury and the service provider will be via email / facsimile / telephone;
3.10 The service provider should indicate a fixed fee per position for the above service.
4. KEY OUTPUTS:
4.1 Provide temporary staff as and when required;
4.2 Database of all applicants who meet the competency criteria of the National Treasury

5. EVALUATION PROCESS:
The National Treasury reserves the right not to accept the lowest quote, as information outlined in paragraph 3 as well as the elements listed in the evaluation matrix table will play a major role when evaluating the requested proposals. Similarly, the National Treasury is not bound to select any of the organisations or individuals submitting proposals or quotations.

All proposals will be evaluated on the criteria provided in the table below. The proposals of all service providers will be rated on a scale of 1 to 5. 

1:  Unacceptable, does not meet set criteria

2:  Weak, less than acceptable. Insufficient for performance requirements

3:  Satisfactory should be adequate for stated element

4:  Very good, above average compliance to the requirement

5: Exceptional mastery of the requirement should ensure extremely effective performance.

	ELEMENT
	1
	2
	3
	4
	5
	WEIGHT
	TOTAL SCORE

	In-depth knowledge of recruitment and selection processes
	
	
	
	
	
	20
	

	Requisite resources and experience to deliver 
	
	
	
	
	
	20
	

	Sound methodology and approach in recruitment of temps
	
	
	
	
	
	20
	

	Good understanding and appreciation the public service legislative framework
	
	
	
	
	
	10
	

	Registration with Association of Personnel Service Organisation (APSO)
	
	
	
	
	
	10
	

	TECHNICAL


	
	
	
	
	
	80


	


Price



:
20
Total points for price and functionality: 100 (to be converted to 90 points)

PPPFA points

:
10
HDI Equity Ownership
:
5
Women Equity Ownership
:
4
Disability


:
1

6.
CRITICAL CONDITIONS:
6.1 Bidders must be prepared to accept a conversion fee in the case of permanent placement of a temporary employee of not more than 12%. 

6.2 A guarantee must be available, should an employee hired from the Personnel Agency leave, as a result of resignation or dismissal within the first month a guarantee of 100%, 90% during the second month and 80% during the third month. 

7.
APPLICATION PROCESS:
Please submit proposals detailing the full delivery plan and timelines which includes the CV of resource(s) that will be deployed. Clearly indicate: 

· Time frames,

· Costs,

· References in relation to similar work completed,

· Skills transfer methodology, and

· Any other important matters for consideration.

Bidders may be required to conduct presentations prior to final decision being made. 

8. SUBMISSION OF BIDS:

Original proposals should be submitted in hard copy (and 4 copies each of the Technical and Financial Proposals), no later than 11h00  on 6 March 2009 to the National Treasury at the following address: 

Tender Information Centre, 

240 Vermuelen Street,

Pretoria,
For technical enquiries please contact Ms G Sebati on (012) 315 5362 or gretchen.sebati@treasury.gov.za
For supply chain enquiries, please contact Ms Khutso Kgopa, khutso.kgopa@treasury.gov.za
Closing date for bids is 6 March 2009 at 11H00.
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