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CHAPTER 1: ESTABLISHMENT AND IMPLEMENTATION OF THE SUPPLY CHAIN 
MANAGEMENT POLICY 
 

PART 1: SUPPLY CHAIN MANAGEMENT POLICY 
 

Effective Date:   1 June 2009 

Next Revision Date:  1 June 2010 

1. REVIEW OF POLICY 

1.1 The CFO will be the custodian responsible for this policy.  

1.2 This policy must be reviewed at least annually to ensure that it is aligned with the legislative environment.  

1.3 When deemed necessary on an ad hoc basis, the CFO must submit proposals for the amendment of the 
policy to the Council through the relevant delegated structures.  

2. DISTRIBUTION OF THE POLICY  

2.1 All changes must be distributed to all the role players.  

2.2 All recipients are to sign for receipt of the documentation.  

2.3 After changes have been made, updated hard copies (and electronic copies) of the document must be sent at 
least to the following parties:  

2.3.1 Council;  

2.3.2 Sub-Committees of Council; 

2.3.3 Chief Executive Officer; 

2.3.4 Chief Financial Officer; 

2.3.5 Chief Operations Officer 

2.3.6 Departmental managers; and  

2.3.7 All the CBE employees who might be affected by the change.  

 

PART 2: TERMINOLOGY 
 

1. ABBREVIATIONS 

BBBEE  Broad Based Black Economic Empowerment  

BEE  Black Economic Empowerment  

CBE  Council for the Built Environment 

CEO  Chief Executive Officer  

CFO  Chief Financial Officer  

COO Chief Operations Officer 

CIDB  Construction Industry Development Board  

GCC  General Conditions of Contract  

HDI  Historically Disadvantaged Individual  

PFMA  Public Finance Management Act (Act 1 of 1999, as amended)  

PPP  Public Private Partnership  
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PPPFA  Preferential Procurement Policy Framework Act (Act 5 of 2000)  

RFP  Request for Proposal  

SAPS  South African Police Services  

SARS  South African Revenue Services  

SBD  Standard Bidding Document  

SCM  Supply Chain Management  

SITA  State Information Technology Agency  

SLA  Service Level Agreement  

SMME  Small, Medium and Micro Enterprise  

TOR  Terms of Reference  

VAT  Value Added Tax  

2. DEFINITIONS 
 

ACCOUNTABILITY  Means the personal responsibility of a person to his senior or higher 
authority for any act or omission in the execution of his assigned duties 
(Accountability cannot be delegated).  

ACCOUNTING AUTHORITY  Means the Council of the CBE, which shall be accountable in terms of 
section 49 (2) of the PFMA.  

ACQUISITION MANAGEMENT  Means the process of procurement of goods, works and services and 
includes inter alia the following:  

�x Identification of preferential policy objectives;  

�x Determination of market strategy;  

�x Application of depreciation rates;  

�x Application of total cost of ownership principle;  

�x Compilation of bid documentation, including conditions;  

�x Determination of evaluation criteria;  

�x Evaluation of bids and tabling of recommendations;  

�x Compilation and signing of contract documents;  

�x Contract administration. 

AUTHORITY  Means the right or power attached to a rank or appointment permitting the 
holder thereof to make decisions, to take command or to demand action 
by others.  

COUNCIL Means the Council constituted in terms of Section 2 of the Council for the 
Built Environment Act (Act 43 of 2000) who is also the Accounting 
Authority of the CBE.  

CHIEF EXECUTIVE OFFICER  Means the CEO of the CBE contemplated in Section 15 of the Council for 
the Built Environment Act (Act 43 of 2000), appointed by the Council and 
is responsible for the day to day operations of the CBE. 

CHIEF FINANCIAL OFFICER  Means the official who occupies the post of CFO in terms of the approved 
staff establishment of the CBE and has the general responsibility to assist 
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the Accounting Authority in discharging the duties prescribed in Part 2 of 
Chapter 6 of the PFMA.  

CHIEF USER  Means a person appointed by the Accounting Authority with powers to 
control budgets, inventories and requisitions at operational level in writing.  

CONSULTANT/ CONSULTING 
ORGANISATIONS 

Means, among others, consulting firms, engineering firms, construction 
managers, management firms, procurement agents, inspection agents, 
auditors, other multinational organisations, investment and merchant 
banks, universities, research agencies, government agencies, non-
governmental organisations (NGOs) and individuals.  

COUNCIL FOR THE BUILT 
ENVIRONMENT  

Means the Council made and established by the Government in its 
Department of Public Works after obtaining approval for its establishment 
in terms of section 38(1) (m) of the PFMA, constituted in terms of Section 
2 of the Council for the Built Environment Act (Act 43 of 2000) and 
constitutionalised as a Council, an Executive Committee, a CEO, a 
management core and administrative staff and functioning as a public 
entity in terms of Schedule 3A of the PFMA.  

COUNCIL FOR THE BUILT 
ENVIRONMENT ACT (ACT 43 OF 2000)  

Means the Act whereby the CBE was established.  

DEMAND MANAGEMENT  Means the planning process that ensures that the resources required to 
support the strategic objectives are delivered at the correct time, at the 
right price, location, quantity and quality that will satisfy the needs.  

DEPARTMENTAL MANAGER  Means an official who occupies a post in terms of the approved staff 
establishment of the CBE and is the head of a department.  

EXECUTIVE COMMITTEE  Means the Committee of the CBE, appointed by the Council is 
responsible for the overall management of the the CBE and its operation 
within the legislation governing the work of Councils and the PFMA as 
delegated by the Accounting Authority.  

HISTORICALLY DISADVANTAGED 
INDIVIDUAL  

Means a South African citizen –  

�x who had no franchise in national elections prior to the 
introduction of the Constitution of the Republic of South Africa, 
1983 (Act No 10 of 1983) or the Constitution of the Republic of 
South Africa, 1993 (Act No 200 of 1993) (“the Interim 
Constitution”); and/or  

�x who is a female; and/or  

�x who has a disability;  

Provided that a person, who obtained South African citizenship on or after 
the coming into effect of the Interim Constitution, is deemed not to be an 
HDI.  

LOGISTICS MANAGEMENT  Means to ensure that goods and services are available at the right place, 
time and quantities required to execute the functions of the CBE.  

MEASURABLE OBJECTIVES  Means to identify very specific activities that the CBE intends performing 
or delivering in order to achieve the strategic objectives and ultimately the 
strategic goals it has set. There must therefore be a direct causal link 
running from the measurable objective to one or more of the strategic 
objectives.  

PUBLIC PRIVATE PARTNERSHIP(PPP)  Means a commercial transaction between an institution and a private 
party in terms of which the private party:  

(a) Performs an institutional function on behalf of the institution; and/or  

(b) Acquires the use of state property for its own commercial purposes; 
and  

(c) Assumes substantial financial, technical and operational risks in 
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connections with the performance of the institutional function and/or 
use of state property; and  

(d) Receives a benefit for performing the institutional function or from 
utilising the state property, either by way of:  

(i) Consideration to be paid by the institution which derives from a 
revenue fund or, where the institution is a national government 
business enterprise or a provincial government business 
enterprise, from the revenues of such institution; or  

(ii) Charges or fees to be collected by the private party from users 
or customers of a service provided to them; or  

(iii) A combination of such consideration and such charges or fees. 

RISK MANAGEMENT  Means the identification, measurement and economic control of risks that 
threaten the assets and earnings of a business or other enterprise.  

SCM OFFICIAL  Means:  

�x An employee of the CBE working in the SCM Unit or performing an 
SCM function.  

�x A person seconded to the CBE to render a SCM function.  

�x A person contracted to the CBE to render a SCM function.  

SMALL MEDIUM AND MICRO 
ENTERPRISE (SMME)  

Means an enterprise as defined in the National Small Business Act, 102 
of 1996, as amended. Employing a maximum of 100 employees in any 
sector except manufacturing or construction where the maximum is 200 
employees.  

STRATEGIC GOALS  Mean areas of institutional performance that are critical to the 
achievement of the mission. They are statements that describe the 
strategic direction of the CBE. It is useful to think of strategic goals as 
outcomes to be achieved by the CBE.  

STRATEGIC OBJECTIVES  Mean more concrete and specific than strategic goals. It should give a 
clear indication of what the CBE intends doing in order to achieve the 
strategic goals it has set for itself, as such strategic objectives would 
normally describe high-level outputs or “results” of actions that the 
institution intend taking.  

SUPPLY CHAIN MANAGEMENT  Means it is an integral part of financial management. This function is the 
collaborative strategy that integrates the planning, procurement and 
provisioning processes in order to eliminate non-value adding cost 
infrastructure, time and activities, seeks to introduce international best 
practices, whilst at the same time addressing Government’s preferential 
procurement policy objectives and whilst serving the end-users and 
customers efficiently.  

Six phases are distinguished in the SCM processes, namely:  

�x Demand management.  

�x Acquisition management.  

�x Logistics management.  

�x Disposal management.  

�x Risk management.  

�x Performance management.  

VALUE FOR MONEY Means in relation to agreements, that the performance of a private party 
in terms of the agreement will result in a net benefit to the institution 
defined in terms of cost, price, quality, quantity, risk transfer or any 
combination of those factors.  
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PART 3: PURPOSE 

 

1. This Supply Chain Management Policy and Procedure Manual represents the minimum standards that staff 
members are expected to apply in their procurement activities. The Manual must be read together with and shall be 
interpreted within the framework of the CBE Supply Chain Management Policy and other CBE policies and 
procedures. The overall objective of this policy and procedure manual is: 

1.1 To ensure the efficient, effective and uniform planning for and procurement of all services and goods, 
required for the proper functioning of the CBE as well as the sale and letting of assets that conforms to 
constitutional and legislative principles whilst developing, supporting and promoting historically disadvantaged 
individuals, small, medium and micro enterprises (SMME’s) and preferential goals.  

1.2 To ensure the efficient, effective and uniform management of goods and services.  

1.3 The CBE must ensure good governance through its supply chain processes.  

1.4 To ensure that the CBE’s strategic objectives are achieved. 

 

PART 4: SUPPLY CHAIN MANAGEMENT STRATEGIC OBJECTIVES 

 

1. To promote and maintain good corporate governance: 

1.1 Compliance with legislative requirements.  

1.2 Simplified uniform SCM policy and procedures.  

1.3 Appropriate delegations and segregation of duties.  

1.4 Audit trail of procurement process.  

1.5 Recorded spend. 

2. To promote HDI, BEE and SMME procurement spend: 

2.1 Equity ownership as a standard evaluation criterion.  

2.2 Promotion of HDI/BEE/SMME joint ventures and subcontracting where feasible.  

2.3 Inclusion of strategic BEE development plan where BEE status is lacking.  

2.4 Inclusion of SMME in accordance with the PPPFA in all limited bidding processes. 

3. To use SCM as enabler to achieve strategic objectives in the business plan and the sector skills plan. 

3.1 Adequate budgeting.  

3.2 Responsive SCM processes. 

4. To ensure value for money when procuring. 

4.1 Optimal processes.  

4.2 Clear and unambiguous requirement setting (specification/terms of reference).  

4.3 Effective contract and supplier management. 

 

PART 5: PROCUREMENT PRINCIPLES 

 

1. The CBE shall adhere to the procurement principles as noted hereunder: 

1.1 Transparency  

The procurement process shall be open and predictable and shall afford each prospective bidder timely 
access to the same and accurate information. 

1.2 Equal treatment  

All bidders and providers shall be treated equally throughout the whole procurement process and shall be 
given access to the same information.  
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1.3 Effectiveness  

The CBE shall strive for SCM system effectiveness and shall carry out its procurement processes as cost-
effectively as possible while meeting the commercial, regulatory and socio-economic goals of government in 
a balanced manner appropriate to the procurement requirement.  

1.4 Efficiency  

The CBE shall strive to standardise and simplify procedures where appropriate to enhance SCM system 
effectiveness and shall carry out its SCM processes as cost-effectively and efficiently as possible. The CBE 
shall strive to build relationships with providers, shall ensure good working practices and shall encourage 
innovative solutions for providers  

1.5 Competitiveness  

The CBE shall satisfy its requirements through competition unless there are justifiable reasons to the 
contrary.  

1.6 Fairness  

All bidders and contractors shall be dealt with fairly and without unfair discrimination. Unnecessary 
constraints shall not be imposed on bidders/contractors and commercial confidentiality shall be protected.  

1.7 Ethics  

All providers shall be treated equally whilst promoting certain empowerment objectives, all stakeholders shall 
conduct business and themselves professionally, fairly, reasonably and with integrity, all interests shall be 
disclosed and all breach shall be reported.  

1.8 Proportionality  

The product/service requirements stipulated in the specification/terms of reference and the qualification 
requirements attached thereto must be appropriate, necessary and in reasonable proportion to the 
product/service being procured.  

1.9 Uniform application  

The CBE shall ensure the application of a SCM policy and a streamlined SCM process and documentation 
that is uniformly applied by the CBE, all things being equal. The procurement process shall be simple and 
adaptable to advances in modern technology to ensure efficiency and effectiveness.  

1.10 Responsibility  

Each practitioner shall be responsible for their decisions and actions relative to their SCM responsibilities, the 
SCM process as well as in the implementation of concluded contracts. The CBE shall have a system, when 
warranted by circumstances, to investigate and hold liable both employees and relevant private parties 
dealing with the CBE, for their decisions and actions relative to their procurement responsibilities, the 
procurement process as well as in the implementation of concluded contracts.  

1.11 Openness  

The CBE shall ensure a procurement process and a subsequent contract award and implementation 
according to the predetermined specification in line with the best practice procurement principles.  

1.12 Value for money  

The CBE shall achieve value for money through the optimum combination of whole life cost and quality (or 
fitness for purpose) to meet the customer’s requirements while maximising efficiency, effectiveness and 
flexibility.  

The CBE shall apply the following TCO philosophy to the procurement of goods and services in achieving 
value for money: 

TCO = Price + Administration (maintenance and process) + Quality/Usage + Supplier Value-add  

1.13 Commitment to safety, health and the environment  

The CBE is committed to the health and safety of its personnel and its providers in the application of its SCM 
process. The CBE is committed to the preservation of the environment, minimising pollution and the improved 
use of natural resources in the application of its SCM processes and more specifically in the design of the 
specifications/terms of reference for each requirement.  The CBE shall apply preventative measures in 
situations of scientific uncertainty where a course of action could harm the environment. 
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PART 6: RELEVANT LEGISLATION 
 

1. The CBE is committed to apply the prescribed legislative environment as it pertains to SCM.  

2. This Supply Chain Management Policy and Procedure Manual will be applied within the ambit of the following 
legislation, regulations and prescripts as listed below. 

2.1 The Constitution of the Republic  of South Africa (Section 217); 

2.2 Broad Based Black Economic Empowerment Act (Act No. 53 of 2003); 

2.3 National Small Business Act (Act No. 102 of 1996); 

2.4 Public Finance Management Act ( Act no. 1 of 1999, Amendment Act, Act no. 38 of 2002); 

2.5 Treasury Regulations; 

2.6 Policy to guide uniformity in procurement reform processes in Government; 

2.7 National Treasury practise notes and letters; 

2.8 Supply Chain Management: A guide for Accounting Officers and Accounting Authorities; 

2.9 The Preferential Procurement Policy Framework Act (PPPFA) (Act No. 5 of 2000); 

2.10 Preferential Procurement Regulations; 

2.11 The King Report on Corporate Governance for South Africa 2002; 

2.12 The Prevention and Combating of Corrupt Activities Act (Act No. 12 of 2004);  

2.13 The National Small Enterprise Act (Act No. 102 of 1996); 

2.14 State Information Technology Agency (SITA) Act (Act No. 88 of 1998);  

2.15 Promotion of Administrative Justice Act (Act No. 3 of 2000); 

2.16 Promotion of Access to Information Act (Act No. 2 of 2000); 

2.17 Protected Disclosures Act (Act No. 26 of 2000); and 

2.18 The Competition Act (Act 89 of 1998). 

3. Where the policy contradicts any of the above, the relevant acts or regulations shall prevail.  

 

PART 7: AUTHORITY TO EXECUTE 

 

1. All SCM activities shall be executed in accordance with pre-established levels of authority through delegations to 
ensure control and division of responsibility.  

2. Delegations shall be in writing to a specific individual or the holder of a post and shall be in line with the Council’s 
delegated powers.  

3. A delegation shall be subject to such limitations and conditions as the Council may impose in a specific case.  

4. A delegation may only be revoked by the person who approved the delegation in the first place or any higher 
authority.  

5. The Council / Executive Management Committee / CEO is entitled to confirm, vary or revoke any decision taken in 
consequence of a delegation by such lower authority, provided that no such variation or revocation of a decision 
should detract from any rights that may have accrued as a result of the decision. 

Refer to Annexure 1 for the Delegation of Authority 
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PART 8: ESTABLISHMENT OF THE SCM UNIT 

1. THE SCM SYSTEM 

1.1 The Council shall develop and implement an effective and efficient SCM system for the acquisition of 
goods and services.  

1.2 The disposal and letting of state assets and goods no longer required.  

1.3 The system shall be fair, equitable, transparent, competitive and cost-effective.  

1.4 The system shall be consistent with the PPPFA and the BBBEE Act.  

1.5 The system shall provide for at least the following:  

1.5.1 Demand management.  

1.5.2 Acquisition management.  

1.5.3 Logistics management.  

1.5.4 Disposal management.  

1.5.5 Risk management.  

1.5.6 Regular assessment of supply chain performance.  

1.6 The SCM system must, in the case of procurement through a bidding process, provide for:  

1.6.1 Bidding procedures.  

1.6.2 The establishment, composition and functioning of a bid specification, bid evaluation and bid 
adjudication committees.  

1.6.3 Selection of bid committee members.  

1.6.4 Adjudication of bids through a bid adjudication committee.  

1.6.5 Approval of bid evaluation and/or bid adjudication committee recommendations. 

1.7 The system takes into account the main influencers such as the suppliers, clients, information and 
inventory flow. 

 

2. THE SCM UNIT 

2.1 The CEO must establish a separate SCM Unit within the office of the CFO to implement its SCM system. 
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2.2 The separate SCM Unit must operate under the direct supervision of the CFO.  

2.3 The SCM Unit must provide for the main functions of the SCM system.  

2.4 The SCM Unit shall provide administrative support services to the Bid Specification, Bid Evaluation and Bid 
Adjudication Committees and the other relevant evaluation and award structures.  

2.5 The SCM Unit must execute any other functions as prescribed by the National Treasury from time to time.  

3. TRAINING OF SCM OFFICIALS 

3.1 The CEO shall ensure that officials implementing the SCM system are trained and deployed in line with the 
requirements of the Framework for Minimum Training and Deployment issued by National Treasury.  

3.2 The CEO and all other officials of the CBE involved in the implementation of the SCM must meet the 
prescribed competency levels.  

3.3 The CBE must therefore provide resources or opportunities for the training of relevant officials to meet the 
prescribed competency levels.  

3.4 The CBE must provide training for at least practitioners who are involved with the day-to-day operations of 
SCM (senior and operational level).  

3.5 A phased-in implementation strategy as outlined below could be followed:  

3.5.1 Short term through “Introduction to SCM”.  

3.5.2 Medium term through training in all elements of SCM as well as training in specialised skills.  

3.6 Evaluation reports in this regard as well as details of all officials who have successfully completed a course 
must be submitted to the National Treasury.  
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CHAPTER 2: SUPPLY CHAIN MANAGEMENT FRAMEWORK 

1. Demand Management 

1.1 In order to ensure that the resources required to support the strategic and operational commitments are 
delivered at the correct time, at the right price and at the right location, and that the quantity and quality 
satisfy the needs, an effective system of demand management must include the following:  

1.1.1 Planning for future requirements. Acquisition and disposals of all goods required to meet the 
strategic goals outlined in the Strategic Plan of the CBE must be quantified, budgeted and planned 
for to ensure timely and effective delivery, appropriate quality at a fair cost to meet the needs of the 
CBE and the community. Critical delivery dates must be determined and adhered to.  

1.1.2 If the requirement is of a repetitive nature and there are benefits of economies of scale a contract for 
a specific commodity should be arranged.  

2. Acquisitioning Management 

2.1 Through operational procedures, an effective system of acquisition management is established in order to 
ensure –  

2.1.1 that goods and services are procured by the CBE in accordance with authorised processes only;  

2.1.2 that expenditure on goods and services is incurred in accordance with the approved budget and in 
terms of the PFMA;  

2.1.3 that the threshold values for the different procurement processes are complied with;  

2.1.4 that bid documentation, evaluation and adjudication criteria and general conditions of a contract are 
in accordance with any applicable legislation; and  

2.1.5 that any Treasury guidelines on acquisition management are properly taken into account.  

3. Logistics Management 

3.1 This aspect addresses receiving and distribution of placed orders, expediting orders and reviewing of vendor 
performance.  From these processes, the financial system is activated to generate payments. 

3.2 An effective system of logistics management must include the following:  

3.2.1 monitoring of spending patterns on types or classes of goods and services which should where 
practical incorporate the coding of items to ensure that each item has a unique number for the 
purposes of monitoring;  

3.2.2 setting of inventory levels that includes minimum and maximum levels and lead times wherever 
goods are placed in stock. The concept of just-in-time delivery should be seriously considered;  

3.2.3 placing of manual or electronic orders for all acquisitions other than petty cash;  

3.2.4 before payment is approved, a certification from the responsible officer that the goods and services 
are received or rendered on time and is in accordance with the order, the general conditions of 
contract and specifications where applicable and that the price charged is as quoted / in terms of a 
contract;  

3.2.5 appropriate standards of internal control and warehouse management to ensure goods placed in 
stores are secure and only used for the purpose they were purchased;  

3.2.6 regular checking to ensure that all assets including official vehicles are properly managed, 
appropriately maintained and only used for official purposes; and  

3.2.7 monitoring and review of the supply vendor’s  performance to ensure compliance with specifications 
and contract conditions for a particular good or service. 

3.2.8 Stocktaking of all assets in stock or on distribution should be conducted at least once a year.  

In addition to the above, refer to the Finance Policy. 

4. Disposal Management 

4.1 At this stage consideration is given to maintaining a database of redundant material, inspecting material for 
potential re-use.  Determining a disposal strategy and executing the physical disposal process. 

4.2 The criteria for the disposal or letting of assets, including unserviceable, redundant or obsolete assets, 
subject to Treasury Regulation 16A7, are as follows:  
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4.2.1 Movable assets:  

�x the asset is uneconomical to repair;  

�x the asset is irreparable;  

�x the relevant department has no further use for the asset; and  

�x no other department requires the asset.  

4.2.2 Immovable assets:  

�x the relevant department has no further use for the asset;  

�x no other department requires the asset;  

�x a member of the public wishing to acquire the asset can utilize the asset to  the advantage of 
the community; and  

�x were created specifically for sale or rental to public.  

4.3 The disposal of assets must-  

4.3.1 be by one of the following methods:  

�x transferring the asset to another organ of state in terms of section 42 of the Act enabling the 
transfer of assets;  

�x transferring the asset to another organ of state at market related value or, when appropriate for 
a lesser amount or free of charge;  

�x selling the asset; or  

�x destroying the asset;  

4.3.2 provided that -  

�x immovable assets may be sold at not less than market related prices except when the public 
interest or the plight of the poor demands otherwise, by means of public tenders, public auction 
or over the counter on a first come first serve basis;  

�x movable assets may be sold either by way of written price quotations, public tenders, public 
auction whichever is the most advantageous;  

�x in the case of the disposal of computer equipment, any state institution involved in education or 
training must first be approached to indicate within 30 days whether they are interested in the 
equipment in which case it may be transferred to that institution free of charge; and  

4.3.3 furthermore ensure that -  

�x all fees, charges, rates, tariffs, scales of fees or other charges relating to the letting of 
immovable property are annually reviewed; and  

�x where assets are traded in for other assets, the highest possible trade-in price is negotiated and 
the new items should be reflected at the actual value on the asset register.  

In addition to the above, refer to the Finance Policy. 

5. Risk Management 

5.1 The criteria for the identification, consideration and avoidance of potential risks in the SCM system, are as 
follows –  

5.1.1 non-compliance by the supplier to deliver within the agreed timeframes;  

5.1.2 supply of inferior goods or services by the supplier;  

5.1.3 inability of the supplier to provide goods or services as ordered;  

5.1.4 non-adherence to the CBE policy with regards to utilisation of preferred suppliers; and 

5.1.5 procurement of goods or services at prices or of a quality not in the best interest  of the CBE.  

5.2 Risk management must include –  

5.2.1 the identification of risks on a case-by-case basis;  

5.2.2 the allocation of risks to the party best suited to manage such risks;  

5.2.3 acceptance of the cost of the risk where the cost of transferring the risk is greater than that of 
retaining it;  
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5.2.4 the management of risks in a pro-active manner and the provision of adequate cover for residual 
risks; and  

5.2.5 the assignment of relative risks to the contracting parties through clear and unambiguous contract 
documentation.  

In addition to the above, refer to the Risk Management Plan. 

6. Performance Management 

6.1 The CFO must ensure that an effective internal monitoring system is implemented in order to determine, on 
the basis of a retrospective analysis, whether the authorised SCM processes were followed and whether the 
measurable performance objectives linked to and approved with the budget and the service delivery and 
budget implementation plan, were achieved.  

6.2 The relevant manager must ensure that the performance of all contractors is assessed during the period of 
the contract.  

6.3 At the completion stage of the project/contract, an assessment of the contractor shall be undertaken and this 
assessment should be available for future reference.  

6.4 The CFO shall report quarterly to the Council on the following aspects:  

6.4.1 Total procurement spend.  

6.4.2 Percentages of total spend directed towards HDIs and/or BEE.  

6.4.3 Percentage of total spend directed towards SMME’s.  

6.4.4 Information required regarding urgent/emergency procurement processes followed.  

6.4.5 Process disputes.  

6.4.6 Instances of alleged and proven fraud or corruption.  

6.4.7 Information regarding deviation processes followed. Examples of such processes are:  

�x Non-utilisation of the provider list.  

�x Subdividing of total requirements.  

�x Unplanned spending and obtaining less than the required number of quotes.  

�x In short any deviation from the Council’s delegated powers constitutes a deviation.  

6.5 The CFO shall submit reports to National Treasury in respect of each contract above the value of  
R100 000 (VAT Included) concluded during that month within 15 days of the end of each month. 

 

PART 1: LIST OF ACCREDITED PROSPECTIVE PROVIDERS 

1. Lists of accredited prospective providers  

1.1 Establishment of the Accredited Prospective Service Providers Database 

1.1.1 The CFO must –  

�x keep a list of accredited prospective providers of goods and services that must  be used for the 
procurement requirements through written price quotations; and  

�x at least once a year through newspapers commonly circulating locally, the Government Tender 
Bulletin, the website and any other appropriate ways, invite prospective providers of goods or 
services to apply for evaluation and listing as accredited prospective providers;  

�x specify the listing criteria for accredited prospective providers; and  

�x disallow the listing of any prospective provider whose name appears on the National Treasury's 
database as a person prohibited from doing business with the public sector.  

1.1.2 The list must be updated at least quarterly to include any additional prospective providers and any 
new commodities or types of services. Prospective providers must be allowed to submit applications 
for listing at any time.  

1.1.3 The list must be compiled per commodity and per type of service.  

1.2 Application Details  

1.2.1 The following essential information must be obtained from each prospective provider to enable the 
CBE to establish a provider profile:  
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�x Name of the entity/individual.  

�x Physical and postal address.  

�x Entity type for example public company, private company, close corporation, partnership, or 
sole trader.  

�x Appropriate registration numbers.  

�x Contact details, such as telephone number, facsimile numbers and e-mail if applicable.  

�x Name(s) of director(s), member(s), partner(s) and owner(s)/principal(s) of the entity.  

�x Annual turnover of the entity/individual.  

�x HDI equity profile of the entity.  

�x BEE profile of the entity.  

�x Proof that tax affairs are in order (compulsory) (tax clearance certificate).  

�x List of products/services offered, linked to requirement categories determined by the CBE.  

�x Capacity and capability should be indicated for the entity.  

�x Specific expertise vested in the entity/individual, linked to requirement categories of the CBE 
list.  

�x A list of relevant previous/current projects with at least two (2) contactable references.  

�x Bank details (physical, postal and electronic banking address).  

1.3 Evaluation and Approval  

1.3.1 The listing criteria for accredited prospective providers must be specified in the application 
document.  

1.3.2 The listing criteria must be determined based on the categories chosen for the list, but may be the 
following:  

�x Sufficient expertise vested in the entity/individual linked to requirement categories of the CBE.  

�x At least 2 (two) contactable references of previous/current projects proving the capability of the 
entity/individual.  

�x Proof of sufficient capacity per category.  

1.3.3 The provider’s compliance with the essential requirements will be evaluated to determine whether 
the entity will be placed on the provider list.  

1.3.4 All information pertaining to the providers must be treated as confidential and maintained as such.  

1.3.5 After closing of registration, the list is compiled, the SCM Unit does a pre-compliance check, the 
CFO will consider and approve the recommended list.  

1.3.6 The CBE must prevent the listing of any prospective provider whose name appears on the National 
Treasury’s database as a person prohibited from doing business with the public sector.  

1.3.7 Successful applicants must be informed in writing and reasons for non-inclusion on the list must be 
furnished to applicants upon request. 

1.4 Utilisation Procedure  

1.4.1 Once the list has been established per commodity, quotations should be invited there from as per 
the process established for the various thresholds.  

1.4.2 Successful applicants are numbered and depending on the number of providers listed per category 
and regions/areas, quotations should preferably be invited from all the listed providers per 
commodity.  

1.4.3 The invitation per commodity should be done on a rotation basis in the event that there are too many 
names on the list of prospective providers per commodity, for example by requesting at least three 
(3) providers to quote each time.  

1.4.4 No provider who provided a quote after being requested to do so may be approached to quote for a 
second time before all providers for a specific commodity had the opportunity to quote.  

1.4.5 The CBE shall manage and utilise all its prospective providers efficiently and effectively.  
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1.4.6 Records (manual or electronic) must be kept to record full particulars of price quotations obtained 
from the list.  

1.5 Removal from the Prospective Provider List  

1.5.1 A provider will be removed from the provider list upon approval by the CFO, under the following 
circumstances:  

�x The entity ceases to exist.  

�x Liquidation/sequestration of the entity.  

�x Continual proven non-delivery (two and more times) or unable to meet minimum specification 
continuously.  

�x Non-compliance with legislation or statutory requirement e.g. its tax status.  

�x Proven fraud and/or corruption.  

�x On provider’s request.  

�x By mutual agreement, in writing.  

1.5.2 Where required, the relevant legal expertise will assist in ensuring that the correct processes are 
followed to deal with providers fairly in executing this process.  

 

PART 2: PROCUREMENT PROCESS 

 

1. Range of procurement processes  

1.1 The procurement of goods and services through this policy is provided by way of –  

1.1.1 petty cash purchases, up to a transaction value of R2 000(VAT included); 

1.1.2 At least three written or verbal quotations from the list of prospective providers for procurements of a 
transaction value over R2 000.00 (VAT included) up to R10 000 (VAT included);  

1.1.3 Three written price quotations for procurements of a transaction value over R10 000 (VAT included) 
up to R 300 000 (VAT included); and  

1.1.4 a competitive bidding process for-  

�x procurements above a transaction value of R 300 000 (VAT included); and  

�x the procurement of long term contracts. 

1.2 The CEO may, in writing and after consultation with the Council: 

1.2.1 lower but not increase, the different threshold values specified in subparagraph (1); and  

1.2.2 may direct that – 

�x written or verbal quotations be obtained for any specific procurement with a transaction value 
lower than R 2 000; and 

�x a competitive bidding process be followed for any specific procurement of a transaction value 
lower than R 300 000. 

1.3 Goods or services may not deliberately be split into parts or items of a lesser value merely to avoid complying 
with the requirements of the policy. When determining transaction values, a requirement for goods or services 
consisting of different parts or items must, as far as possible be treated and dealt with as a single transaction.  

 

 

 

 

2. General preconditions for consideration of written quotations or bids  

2.1 A written quotation or bid may not be considered unless the provider who submitted the quotation or bid –  

2.1.1 has furnished that provider's –  

�x full name;  



 

Page 20 of 46 

�x identification number or company or other registration number; and  

�x tax reference number and VAT registration number, if any;  

�x tax clearance from the South African Revenue Services that the provider's tax matters are in 
order; and  

3. Petty cash purchases  

3.1 The conditions for the procurement of goods by means of petty cash purchases are that minor items can be 
purchased for up to R2 000.00 (VAT included) where it is impractical, impossible or not cost-effective to follow 
the procurement process.  

3.2 Managers should ensure that the policy on petty cash is adhered to at all times. Refer to the Petty Cash 
Policy. 

4. Verbal price quotations 

4.1 Verbal price quotations may be requested for the procurement of goods and services below R 10,000 (VAT 
included).  

4.2 Verbal request for quotations are usually not accompanied by specifications and conditions and may be 
requested telephonically. The date of submission and address where it must be submitted to in writing, must 
be indicated when the request is made telephonically. Refer to Annexure B for standard form to be 
completed. 

4.3 Where no suitable providers are available from the Prospective Provider List, quotations may be obtained 
from other possible providers not on the list. The intention is still to endeavour to obtain 3 quotations. 

4.4 If it is not possible to obtain at least three quotations, the reason must be recorded and approved by the CFO.  

4.5 The successful quotation must be confirmed per facsimile or per e-mail as the order may only be placed 
against written confirmation from the selected provider. It therefore makes business sense to ask all the 
providers to confirm their quotes in writing, even though the information may not be detailed. This would avoid 
having to record the information given by the provider over the phone. 

5. Written price quotations  

5.1 The conditions for the procurement of goods or services through written price quotations, are as follows-  

5.1.1 quotations must be obtained in writing from at least three different providers whose  names appear 
on the list of accredited prospective providers of the CBE; and  

5.1.2 quotations may also be obtained from providers who are not listed, provided that such providers 
meet the listing criteria in the supply chain management policy. 

5.1.3 when obtaining quotations as many quotations as possible must be obtained but not less than three;  

5.1.4 if it is not possible to obtain at least three quotations, the reasons must be recorded and approved 
by the CFO; and  

5.1.5 the SCM unit must record the names of the potential providers and their written quotations.  

5.1.6 all requirements in excess of R30 000 (VAT included) that are to be procured by means of written 
price quotations must be evaluated according to the prescripts of the PPPFA,2000 and its 
associated regulations;  

6. Competitive bids  

6.1 Goods or services above a transaction value of R 300 000 (VAT included) and long term contracts may only 
be procured through a competitive bidding process; and  

6.2 No requirement for goods or services above an estimated transaction value of R 300 000 (VAT included), 
may deliberately be split into parts or items of lesser value merely for the sake of procuring the goods or 
services otherwise than through a competitive bidding process.  

6.3 The prescripts of the PPPFA must be adhered to.  

7. Process for competitive bidding  

7.1 The procedures for a competitive bidding process are established in this policy for each of the following 
stages:  

7.1.1 the compilation of bidding documentation;  

7.1.2 the public invitation of bids;  

7.1.3 site meetings or briefing sessions, if applicable;  



 

Page 21 of 46 

7.1.4 the handling of bids submitted in response to public invitation;  

7.1.5 the evaluation of bids;  

7.1.6 the award of contracts;  

7.1.7 the administration of contracts; and  

7.1.8 proper record keeping.  

 

PART 3: COMPILATION OF BID DOCUMENTATION 

 

1. Bid documentation for competitive bids  

1.1 The criteria to which bid documentation for a competitive bidding process comply, must –  

1.1.1 take into account –  

�x the general conditions of a contract;  

�x any treasury guidelines on bid documentation; and  

�x the requirements of the Construction Industry Development Board (CIDB), in the case of a bid 
relating to construction, upgrading or refurbishment of buildings or infrastructure;  

1.1.2 include evaluation and adjudication criteria, including any criteria required by other applicable 
legislation;  

1.1.3 compel bidders to declare any conflict of interest they may have in the transaction for which the bid 
is submitted;  

1.1.4 if the value of the transaction is expected to exceed R2 million (VAT included), require bidders to 
furnish-  

�x if the bidder is required by law to prepare annual financial statements for auditing, their audited 
annual financial statements –  

�x for the past three years; or  

�x since their establishment if established during the past three years;  

�x a certificate signed by the bidder certifying that the bidder has no undisputed commitments for 
the CBE services towards the CBE or other service provider in respect of which payment is 
overdue for more than 30 days;  

�x particulars of any contracts awarded to the bidder by an organ of state during  the past five 
years, including particulars of any material non-compliance or dispute concerning the execution 
of such contract;  

�x a statement indicating whether any portion of the goods or services are  expected to be sourced 
from outside the Republic, and, if so, what portion and whether any portion of payment from the 
CBE is expected to be transferred out of the Republic; and  

�x stipulate that disputes must be settled by means of mutual consultation, mediation (with or 
without legal representation), arbitration or, when unsuccessful, in a South African court of law.  

1.2 contracts relating to information technology are prepared in accordance with the State Information 
Technology Act, 1998 (Act No. 88 of 1998); 

1.3 Specifications or terms of reference, need to include the following, where applicable:  

1.3.1 Description of the requirement. 

1.3.2 Background.  

1.3.3 Objective of the project, where applicable.  

1.3.4 Quantity/volume applicable, where applicable.  

1.3.5 Plans and drawings, where applicable.  

1.3.6 Plans and drawings that reflect the text of the specification. (Please note, that the order of 
precedence between the drawings and the specifications should be specified.) , where applicable.  

1.3.7 Minimum performance requirements.  

1.3.8 Expected outcomes/deliverables.  
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1.3.9 Evaluation criteria including the ratio of points as applicable and the quantification thereof.  

1.3.10 The particulars pertaining to the goal to be met, where applicable.  

1.3.11 The delivery date(s), place(s) of delivery and/or the contract period applicable. In the case of period 
contracts a period of time for completion of the contract must always be prescribed in the relevant 
bid documents.  

1.3.12 This period of time must also be precisely stated, e.g. “contract period: 24 months”. Statements such 
as “within x months” or “before x months” must not be used.  

1.3.13 Schedule for service delivery or completion date.  

1.3.14 Shelf life, where applicable.  

1.3.15 Packaging, where applicable.  

1.3.16 Whether installation/erection is required and if affirmative, an indication of the place/address where 
the installation/erection is to take place.  

1.3.17 Whether demonstration/training is required and if affirmative, an indication of the place/address 
where the demonstration/training is to take place.  

1.3.18 Whether a performance guarantee is required. Full particulars, amount and reasons must be given.  

�x Performance guarantees should be commensurate with the degree of contractual risk to which 
the CBE is exposed and are normally applicable to large and complex contracts. Performance 
guarantees should spread the cost of the risk of failure between the contracting parties and 
should be set at such a level that all the CBE’s costs relating to such failure are likely to be 
recovered.  

1.3.19 The warrantee requirement and period applicable.  

1.3.20 Whether samples must be submitted.  

1.3.21 Where samples are to be submitted, the special conditions should state that samples must be 
submitted not later than the closing time or the date and time specified in the bidding documents.  

1.3.22 Budget.  

1.3.23 The most common types of contracts provide for payments on the basis of lump sum prices, unit 
prices, reimbursable cost plus fees, or combinations thereof.  

1.3.24 Reimbursable cost contracts should be acceptable only in exceptional circumstances, such as 
conditions of high risk or where costs cannot be determined in advance with sufficient accuracy. 
Such contracts should include appropriate incentives to limit costs and may only be concluded 
subject to the approval of the Council or the delegate. It is advisable that the reasons and formal 
approval for following the reimbursable route are recorded for auditing purposes.  

1.3.25 Indicate in the case of capital goods, whether foreign export credit facilities should be utilised.  

1.3.26 Competency and expertise requirements.  

1.3.27 Roles assigned to role players, where applicable.  

1.3.28 Reporting requirements, where applicable.  

1.3.29 Available documentation pertaining to the specific project, where applicable.  

1.3.30 Any other information.  

 
 
 
 

PART 4: INVITATION 

1. Public invitation for competitive bids  

1.1 The procedure for the invitation of competitive bids, are as follows:  

1.1.1 Bids must be invited by the SCM Unit only after approval for the accuracy of information therein has 
been obtained from the relevant manager and the Bid Specification Committee. 

1.1.2 Any invitation to prospective providers to submit bids must be advertised in the Government Tender 
Bulletin and may be advertised as a public advertisement in newspapers commonly circulated 
locally, the website of the CBE or any other appropriate ways; and  

1.1.3 the information contained in a public advertisement, must include –  
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�x The category of supplies, services or disposals involved as provided for in the Government 
Tender Bulletin.  

�x Sufficient detailed description of the requirement, including the contract period applicable.  

�x The place of work, installation or delivery.  

�x Bid number.  

�x Closing date and time (which may not be less than 30 days in the case of transactions over R2 
million (VAT included), or which are of a long term nature, or 21 days in any other case, from 
the date on which the advertisement is placed in a newspaper.)  

�x Where bid documents are obtainable from: Including the name of the Institution, street address, 
postal address, e-mail address, contact person for enquiries, telephone number, facsimile 
number and office hours (Mondays to Friday) applicable.  

�x Whether site meetings, information/briefing sessions are applicable and whether it is 
compulsory or not. For the Government Tender Bulletin, this information must be incorporated 
into the description.  

�x Where bid documentation must be posted or delivered to: Including the name of the Institution, 
street address, postal address, and bid box address, contact person for enquiries, telephone 
number and facsimile number.  

1.2 The CEO may determine a closure date for the submission of bids which is less than 21 days from the date of 
advertisement required in terms of the Treasury Regulation, but only if such shorter period can be justified on 
the grounds of urgency or emergency or any exceptional case where it is impractical or impossible to follow 
the official procurement process.  

1.3 The language of all bids must be in English. 

1.4 Bids submitted must be sealed.  

1.5 Where bids are requested in electronic format, such bids must be supplemented by sealed hard copies.  

1.6 Availability of bid documents 

1.6.1 Bid documents must be ready and available before the requirement is advertised.  

1.6.2 Bid documents may be collected by or may be e-mailed or posted to prospective bidders. 

1.7 Validity period 

1.7.1 The validity period should allow the CBE sufficient time to finalise the evaluation and award of the 
quotation/bid.  

1.7.2 Bids must be valid for at least 60 days from the closing date of the bid. A longer period may be set if 
problems with the evaluation is envisioned, but preferably not longer than 90 days. Approval is to be 
obtained within the Council’s delegated powers for periods other than 60 days.  

1.7.3 An extension of bid validity, if justified in exceptional circumstances, must be requested in writing 
from all bidders before the expiry date.  The extension should be for the minimum period required to 
complete the evaluation, obtain the necessary approvals and award the contract. 

2. Briefing or Information Session 

2.1 A register of all participants present at the Briefing or Information Session should be compiled indicating the 
following: 

2.1.1 The name of the participant; 

2.1.2 The relevant institution the participant represents; 

2.1.3 Contact details; and  

2.1.4 E-mail address. 

2.2 Any additional information, clarification, correction of errors, or modifications of bid documents should be sent 
to each recipient of the original bid documents in sufficient time before the closing date and time for receipt of 
bids to enable bidders to take appropriate actions. 

 

PART 5: HANDLING, OPENING and RECORDING BIDS 
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1. Procedure for handling, opening and recording of bids  

1.1 A bid box shall be visible on the premises of the CBE and shall be accessible between 08:00 and 16:30 
Mondays to Fridays excluding public holidays.  

1.2 A bid box shall always be locked, unless bids are collected in order to prevent unauthorised removal of bids.  

1.3 At the precise closing time of the bid, the bid box is locked to prevent late submission of bids into the box 
where after all bids in the box are removed for processing.  

1.4 Bids-  

1.4.1 must be opened by at least two delegated officials on the date and precise time of closing as 
specified; 

1.4.2 must be opened only in public; and  

1.5 Any bidder or member of the public has the right to request that the names of the bidders who submitted bids 
in time must be read out; and  

1.6 The SCM Official must –  

1.6.1 record in a register all bids received in time;  

1.6.2 make the register available for public inspection, but bids are not to be made available for perusal; 
and  

1.6.3 publish the entries in the register on the CBE website. 

1.7 The bid register must include the following: 

1.7.1 Bid number.  

1.7.2 Closing date.  

1.7.3 Date and time received.  

1.7.4 Name of the bidder.  

1.7.5 Details on how the bid was received, i.e. through the post, courier services, or received in the bid 
box.  

1.7.6 The condition of the bid upon receipt i.e. was it open or not.  

1.7.7 Whether the bid was received on time or late.  

1.7.8 Signature of the two officials who opened the tender box.  

1.8 A lockable facility for the storing of bids must be available. 

1.9 Received bids must be kept sealed until opened in public and recorded in the register. 

1.10 Tenders must be marked by signature on each page of the submitted proposal 

2. Late Bids 

2.1 Bids received late should not be considered; 

2.2 Bids are late if they are received at the address indicated in the bid documents after closure time; 

2.3 Bids received late should be recorded as such in the register; 

2.4 Late bids should not be admitted for consideration and where practicable should be returned unopened to the 
bidder accompanied by an explanation; 

2.5 The CFO should re-advertise the bid if no bid or no suitable bid was received by closure time. 

3. Signing of Bids 

3.1 The Invitation to Bid, declarations and other bid documentation or photocopies thereof must be completed 
and signed in ink.  

3.2 Bids not accompanied by an Invitation to Bid, or where the prescribed bid documentation is not signed, or not 
signed in ink, but otherwise complies with all the bid requirements and is recommended in terms of the 
delegated powers, may be considered and finalised by the Bid Adjudication Committee  

3.3 If such an unsigned bid is declared to be valid, the bidder must sign it in ink, before the parties sign the 
contract form.  

4. Tax Clearance Certificates 

4.1 The CBE must reject any bid from a supplier who fails to provide written proof from SARS that the supplier 
either has no outstanding tax obligations or has made arrangements to meet outstanding tax obligations.  
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4.2 As proof that there are no outstanding tax obligations, a valid and original Tax Clearance Certificate must be 
submitted. 

4.3 No contracts may be awarded to bidders who have failed to submit the original Tax Clearance Certificate 
within the relevant period and they must be reported to SARS.  

4.4 Should all bidders fail to include a valid Tax Clearance Certificate then the tender should be re-advertised. 

5. Advertising above/below threshold 

5.1 The CBE must disqualify a bid from any supplier whose price is above/below the advertised threshold. 

5.2 Should all bidders bid above/below the advertised threshold, then the tender should be re-advertised. 

6. Negotiations with preferred bidders  

6.1 Without the prior approval of the Bid Adjudication Committee, no negotiations may be conducted with 
providers regarding any aspect, which might in any way affect the prices i.e. that may change the order in 
which bids will be ranked.  

6.2 The CFO may negotiate the final terms of a contract with bidders identified through a competitive bidding 
process as preferred bidders, provided that such negotiation –  

6.2.1 does not allow any preferred bidder a second or unfair opportunity;  

6.2.2 is not to the detriment of any other bidder; and  

6.2.3 does not lead to a higher price than the bid as submitted.  

6.3 Minutes of such negotiations must be kept for record purposes.  

7. Two-stage bidding process  

7.1 A two-stage bidding process is allowed for –  

7.1.1 large complex projects;  

7.1.2 projects where it may be undesirable to prepare complete detailed technical specifications; or 

7.1.3 long term projects with a duration period exceeding three years.  

7.2 In the first stage technical proposals on conceptual design or performance specifications should be invited, 
subject to technical as well as commercial clarifications and adjustments. 

7.3  In the second stage final technical proposals and priced bids should be invited.  

 

PART 6: EVALUATION OF BIDS 

 

1. EVALUATION LESS THAN R20 000  

1.1 Less than R20 000, an evaluation is performed by the user department and the SCM Unit taking the following 
principles into account:  

1.1.1 Compliance with conditions/specification/TOR.  

1.1.2 Price.  

1.1.3 Preferential procurement only where it was made a condition of evaluation on a voluntary basis.  

2. EVALUATION FROM R20 000 AND UP TO R 300 000  

2.1 From R20 000 the delegated authority should check whether the information received from the SCM Unit is 
correct and ascertain him/herself of all the information and facts contained in each bidding document, which 
includes the preference points score sheet.  

2.2 The SCMU must evaluate the strengths, weaknesses and peculiarities of each offer from the highest to the 
lowest point scorer.  

2.3 All comments on each quotation as well as the recommendation must be recorded in a recommendation 
report that must be signed off by the delegated authority.  

2.4 Quotations are to be evaluated against the predetermined criteria in the quotation document. The criteria to 
be taken into account, are inter alia:  

2.4.1 Compliance with the specification/TOR and conditions of the quote.  

2.4.2 Preferential procurement. 
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2.4.3 Price  

2.4.4 Functionality  

2.4.5 Goals (equity as well as socio economic)  

2.4.6 Capability / ability of the bidder to execute the contract. 

2.5 Where the evaluation authority consists of more than one evaluator as may be determined in the Accounting 
Authority’s delegated powers, please note that evaluations are not based on consensus decisions. Each 
evaluator scores each quotation individually according to the predetermined criteria and weightings as 
reflected in the original quotation documents. Calculated average points for service providers are used for 
evaluation purposes.  

2.6 The final recommendation report must be submitted to the relevant officer for consideration as per delegation.  

2.7 Providers shall not be allowed to amend their offers in any material manner, but may be requested to clarify 
any ambiguities and/or information that are unclear or illegible.  

3. BID EVALUATION COMMITTEE FOR PROCUREMENT ABOVE R300 000  

3.1 Each evaluator should check whether the information received from the SCM Unit is correct and ascertain 
himself/herself of all the information and facts contained in each bidding document, which includes the 
preference points score sheet.  

3.2 Bid Evaluation Committee members shall now discuss the strengths, weaknesses and peculiarities of each 
offer. Commence the discussions from the highest to the lowest point scorer.  

3.3 All discussions of each bid as well as the recommendation must be recorded in a recommendation report that 
must be signed off by all members of the Bid Evaluation Committee.  

3.4 Bids are to be evaluated against the predetermined criteria in the bid document. The criteria to be taken into 
account, are inter alia:  

3.4.1 Compliance with the specification/TOR and conditions of the bid.  

3.4.2 Preferential procurement:  

3.4.3 Price. 

3.4.4 Functionality.  

3.4.5 Goals (equity as well as socio economic).  

3.4.6 Capability/ability of the bidder to execute the contract.  

3.4.7 National Industrial Participation Programme requirements..  

3.5 The final recommendation report must be submitted to the Bid Adjudication Committee for consideration.  

3.6 Bidders shall not be allowed to amend their offers in any material manner, but may be requested to clarify any 
ambiguities and/or information that are unclear or illegible.  

 
 
 
 
 
 

PART 7: AWARDING OF BIDS 
Above R300 000, the Bid Adjudication Committee must carry out the adjudication and award of bids unless the 
recommendation is referred back for justifiable reasons or unless there are circumstances in which the report with 
recommendations and comments should be forwarded to the Council for final adjudication and award.  

 

PART 8: PREFERENTIAL PROCUREMENT POINT SYSTEM 
1. The 80/20 preference points formula must be used to calculate the points for price in respect of acquisitioning with a 

Rand value equal to, or above R20 000, and up to a Rand value of R300 000 with a maximum number points for 
price of 80.  

2. The 90/10 preference points formula must be used to calculate the points for price in respect of acquisitioning with a 
Rand value above R300 000 in terms of legislation with a maximum number points for price of 90.  

3. A maximum of 20 or 10 points must be allocated for equity ownership according to the stipulations in the regulations. 
For contracts with a Rand value equal to or below a prescribed amount a maximum of 20 points may be allocated 
for specific goals provided that the lowest acceptable bid scores 80 points for price.  



 

Page 27 of 46 

4. For contracts with a Rand value above a prescribed amount a maximum of 10 points may be allocated for specific 
goals provided that the lowest acceptable bid scores 90 points for price.  

5. Any other acceptable quotations/bids, which are higher in price, must score fewer points on a pro rata basis, 
calculated on their prices in relation to the lowest acceptable quotation/bid in accordance with a prescribed formula.  

 

PART 9: NOTIFYING SUCCESSFUL/UNSUCCESSFUL BIDDERS 

1. Informing the Successful Bidders 

1.1 The successful bidder must be notified in writing of the award by registered or certified mail through a letter of 
acceptance signed by the relevant delegated authority. This must be done within the original validity period of 
the bid. Although the successful bidder may be informed telephonically, it must be followed up in writing with 
a note to that effect.  

1.2 The above process will allow the SCM Unit to follow the note up with the appropriate contract documentation.  

1.3 The information of other bidders will not be disclosed to the successful bidder. 

2. Informing the Unsuccessful Bidders 

2.1 Once the successful bidder has been advised of the award, the SCM Unit must inform unsuccessful bidders 
in writing that their bids were unsuccessful. At this stage no detail on why bids where unsuccessful, has to be 
provided.  

2.2 Each bidder, on request, is entitled to feedback concerning its own bid.  

2.3 When an unsuccessful bidder requests reasons why the bid was unsuccessful, the bidder must be requested 
to forward the request in writing to the CBE. Once the written request is received, the reasons why the bid 
was unsuccessful must be provided in writing. It is therefore imperative that proper reasons be recorded in 
the evaluation and recommendation report so that it may be used to provide the bidder with justifiable 
reasons.  

2.4 Should the bidder not be satisfied with the explanation given after consultation with the CBE, the bidder may 
refer the matter to the National Treasury, the Public Protector or a court of law.  

3. Publishing of Award 

3.1 The following information must be published on the Government Tender Bulletin and the CBE’s website and:  

3.1.1 Contract number and description.  

3.1.2 Contract name 

3.1.3 Name(s) of the successful bidder(s).  

3.1.4 Contract price(s).  

3.1.5 Delivery dates.  

3.1.6 Preferences claimed where applicable. 

 

4. Contractual Commitments 

4.1 The SCM Unit must finalise the adjudication by issuing the letter of acceptance, including the SLA.  

4.2 The acceptance of a successful bid must be in writing.  

4.3 An instruction in writing to compile the contract must be issued by the SCM Unit to the Legal Department 
within 7 days of awarding the contract. 

4.4 The contract is to be drafted by the Legal Department within 7 days upon receiving the instruction from the 
SCM Unit. 

4.5 The draft contract must be sent by the SCM Unit to the supplier for comment within 7 days of receipt from the 
Legal Department.  

4.6 The supplier comments and alterations are to be forwarded to the Legal Department for final verification. 

4.7 Once the Legal Department has indicated that they are satisfied with the contract, the SCM Unit must issue 
an invitation to the supplier requesting them to sign the contract. 

4.8 The CEO, with the necessary delegated authority to commit the CBE, must be satisfied that all the necessary 
contractual conditions have been included prior to signing.  

4.9 The CBE’s contract documents shall promote uniformity across the entity.  
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4.10 Both parties to the contract shall sign the formal contract.  

4.11 Legal copies shall be kept in a safe place for judicial reference.  

 

PART 10: OTHER MATTERS 

 

1. Procurement of banking services  

1.1 Banking services –  

1.1.1 must be procured through the contracts approved by National Treasury;  

1.1.2 or procured to registered financial service that provide the most economical and must be cost 
efficient service.  

2. Procurement of goods and services under contracts secured by other organs of state  

2.1 The CFO may procure goods or services under a contract secured by another organ of state, but only if –  

2.1.1 the contract has been secured by that other organ of state by means of a competitive bidding 
process applicable to that organ of state;  

2.1.2 there is no reason to believe that such contract was not validly procured;  

2.1.3 there are demonstrable discounts or benefits to do so;  

2.1.4 and that other organ of state and the provider have consented to such procurement in  writing. 

3. Proudly SA Campaign  

3.1 The CBE supports the Proudly SA Campaign to the extent that, all things being equal, preference is given to 
procuring local goods and services from:  

3.1.1 Suppliers and businesses within the district;  

3.1.2 Suppliers and businesses within the relevant province;  

3.1.3 Suppliers and businesses within the Republic of South Africa.  

4. Appointment of consultants  

4.1 The CFO may procure consulting services provided that the Treasury guidelines as set out in Practice Note 
Number SCM 3 of 2003 in respect of consulting services are taken into account when such procurements are 
made. (Annexure C) 

4.2 Consultancy services must be procured through competitive bids if-  

4.2.1 the value of the contract exceeds R300 000 (VAT included); or  

4.2.2 the duration period of the contract exceeds one year.  

4.3 In addition to any requirements prescribed by this policy for competitive bids, bidders must furnish particulars 
of –  

4.3.1 all consultancy services provided to an organ of state in the last five years; and 

4.3.2 any similar consultancy services provided to an organ of state in the last five years.  

4.4 The CEO must ensure that copyright in any document produced, and the patent rights or ownership in any 
plant, machinery, intellectual property  system or process designed or devised, by a consultant in the course 
of the consultancy service is vested in the CBE.  

5. Deviation from, and ratification of minor breaches of, procurement processes  

5.1 The following delegated officials may: 

Chief Financial Officer for amount not exceeding R300 000.00 

Chief Executive Officer for amount between R300 000.00 and R700 000.00 

CEO, CFO and Finance Committee Chairperson for amount greater than R700 000.00 

5.1.1 dispense with the official procurement processes established by this policy to procure any required 
goods or services through any convenient process, which may include direct negotiations, but only –  
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�x in an emergency;  

�x if such goods or services are produced or available from a single provider only;  

�x for the acquisition of special works of art or historical objects where specifications are difficult to 
compile; or  

�x in any other exceptional case where it is impractical or impossible to follow the official 
procurement processes; and  

5.1.2 ratify any minor breaches of the procurement processes by an official or committee acting in terms 
of delegated powers or duties which are purely of a technical nature.  

5.2 The CFO must record the reasons for any deviations in terms of subparagraphs 5(1) of this policy and report 
them to the next meeting of the Council and include as a note to the annual financial statements.  

6. Unsolicited bids  

6.1 In the spirit of best practice  based on the Treasury Regulations the CBE is under no obligation to consider 
unsolicited bids received outside a normal bidding process.  

6.2 The CFO may decide to consider an unsolicited bid:  

6.2.1 for the provision of goods and services, only if –  

�x the product or service offered in terms of the bid is a demonstrably or proven unique innovative 
concept;  

�x the product or service will be exceptionally beneficial to the CBE, or have exceptional cost 
advantages;  

�x the person who made the bid is the sole provider of the product or service; 

�x the need for the product or service by the CBE has been established during the strategic 
planning and budgeting process; and 

�x the reasons for not going through the normal bidding processes are found to be sound by the 
CEO and the Chief Financial Officer of the CBE.  

6.3 If the CEO decides to consider an unsolicited bid that complies with subparagraph (2) of this policy, the 
decision must be made public, through the CBE website, together with –  

6.3.1 reasons as to why the bid should not be open to other competitors;  

6.3.2 an explanation of the potential benefits if the unsolicited bid were accepted; and  

6.3.3 an invitation to the public or other potential suppliers to submit their comments within 30 days of the 
notice.  

6.4 All written comments received including any responses from the unsolicited bidder, must be submitted to the 
National Treasury for comment.  

6.5 The adjudication committee must consider the unsolicited bid and may award the bid or make a 
recommendation to the CEO,  

6.6 When considering the matter, the adjudication committee must take into account any –  

6.6.1 comments submitted by the public; and  

6.6.2 written comments and recommendations of the National Treasury.  

6.7 If any recommendations of the National Treasury are rejected or not followed, the CEO must submit to the 
Auditor General and the National Treasury the reasons for rejecting or not following those recommendations.  

6.8 Such a submission must be made within seven days after the decision on the award of the unsolicited bid is 
taken, but no contract committing the CBE to the bid may be entered into or signed within 30 days of the 
submission.  

7. Combating of abuse of supply chain management system  

7.1 The following measures are established to combat the abuse of the supply chain management system:  

7.2 The CFO must-  

7.2.1 take all reasonable steps to prevent abuse of the supply chain management system;  

7.2.2 investigate any allegations against an official or other role player of fraud, corruption, favouritism, 
unfair or irregular practices or failure to comply with this supply chain management policy, and when 
justified -  
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�x take appropriate steps against such official or other role player; and  

�x report any alleged criminal conduct to the South African Police Service;  

7.2.3 check the National Treasury's database prior to awarding any contract to ensure that no 
recommended bidder, or any of its directors, is listed as a person prohibited from doing business 
with the public sector;  

7.2.4 reject any bid from a bidder-  

�x if any of the CBE levy charges owed by that bidder or any of its directors to the CBE, are in 
arrears; or  

�x who during the last five years has failed to perform satisfactorily on a previous contract with the 
CBE or any other organ of state after written notice was given to that bidder that performance 
was unsatisfactory;  

7.2.5 reject a recommendation for the award of a contract if the recommended bidder, or any of its 
directors, has committed a corrupt or fraudulent act in competing for the particular contract;  

7.2.6 cancel a contract awarded to a bidder if -  

�x the bidder committed any corrupt or fraudulent act during the bidding process or the execution 
of the contract; or  

�x an official or other role player committed any corrupt or fraudulent act during the bidding 
process or the execution of the contract that benefited that bidder; and  

7.2.7 reject the bid of any bidder if that bidder or any of its directors –  

�x has abused the supply chain management system of the CBE or has committed any improper 
conduct in relation to such system;  

�x has been convicted for fraud or corruption during the past five years;  

�x has wilfully neglected, reneged on or failed to comply with any government, the CBE or other 
public sector contract during the past five years; or  

�x has been listed in the Register for Tender Defaulters In terms section 29 of the Prevention and 
Combating of Corrupt Activities Act (No 12 of 2004).  

7.3 The CFO must inform the National Treasury in writing of any actions taken in terms of paragraphs 7.2.2, 7.2.5 
or 7.2.6 of this policy.  
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CHAPTER 3: BID SPECIFICATION, BID EVALUATION AND BID ADJUDICATION 
COMMITTEE 
 

PART 1: ROLES AND RESPONSIBILITIES  

 

1. SCM FOCUS  

1.1 The roles and responsibilities of all the structures hereunder are defined only from the perspective of SCM.  

1.2 The Council may delegate powers and duties or instruct any official in the CBE to perform any of the duties 
assigned to the Council.  

2. THE CBE’S COUNCIL  

2.1 The Council comprises of Council members appointed from time to time by the Minister of Public Works and 
must have and maintain:  

2.1.1 An appropriate SCM system, which is fair, equitable, transparent, competitive and cost-effective.  

2.1.2 Effective, efficient and transparent systems of financial and risk management and internal control.  

2.2 The Council members must:  

2.2.1 Act with fidelity, honesty, integrity and in the best interest of the CBE in managing its financial affairs, 
including the avoidance of conflict of interest and provide safeguards against favouritism, improper 
practices and opportunities for fraud, theft and corruption.  

2.2.2 Prevent any prejudice to the financial interests of the CBE or the State.  

2.2.3 Take effective and appropriate steps to prevent irregular expenditure, fruitless and wasteful 
expenditure, losses resulting from criminal conduct and expenditure not complying with the 
operational policies of the CBE.  

2.2.4 Ensure that expenditure of the CBE is procured in accordance with the approved budget.  

2.2.5 Delegate in writing any of the powers, functions or duties entrusted, delegated, conferred or imposed 
on it by the Constitution and the PFMA, to any appointed members of the Council or any committee 
or employee of the CBE via the Council.  

2.2.6 Approve the allocation of funds to strategic goals of the CBE.  

2.2.7 Approve certain bids not delegated to any other official or structure and bids subject to certain 
conditions. (See the Council’s delegated powers).  

3. BID SPECIFICATION COMMITTEE  

3.1 Develop bid specifications in an unbiased manner as further defined in the Policy to allow all potential bidders 
to offer their goods and services.  

3.2 To identify and include the relevant evaluation criteria in the specification as bids may only be evaluated 
according to the criteria stipulated in the bid documentation.  

3.3 Forward the final specification to the SCM Unit to facilitate final approval of the specification prior to 
advertisement of bids.  

4. BID EVALUATION COMMITTEE  

4.1 The Bid Evaluation Committee will evaluate all bids received from above the quotation threshold.  

4.2 Evaluate offers received within the quotation threshold where the requirement is technically complex and/or 
there are risks involved that warrant this process.  

4.3 Evaluation must be done in accordance with the criteria specified in the bid documentation.  

4.4 Bid Evaluation Committee will submit a report and recommendations regarding the award to the Bid 
Adjudication Committee for consideration and/or approval.  

4.5 Members of the Bid Evaluation Committee may present their reports to the Bid Adjudication Committee to 
clarify uncertainties. Such members shall not have any voting power on the Bid Adjudication Committee.  

5. BID ADJUDICATION COMMITTEE 

5.1 The Bid Adjudication Committee considers the report and recommendations made by the Bid Evaluation 
Committee or the delegated official(s) who performed the evaluation and makes:  
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5.1.1 A final award up to the value of R 500,000; or  

5.1.2 A recommendation to relevant authority to make a final award as follows: 

Chief Executive Officer R500 000 – R1.5m 

Executive Committee R1.5m – R3m 

Council Above R3m 

 

5.1.3 Make another recommendation to the relevant authority on how to proceed with the relevant 
procurement.  

5.2 Assess the process followed in making the recommendation to ensure that the SCM policy have been 
complied with in full.  

5.3 The Bid Adjudication Committee must ensure that:  

5.3.1 All necessary quotation/bid documents have been submitted.  

5.3.2 Disqualifications are justified and that valid and accountable reasons/motivations were furnished for 
passing over of quotes/bids.  

5.3.3 Scoring, as applicable, has been fair, consistent and correctly calculated and applied.  

5.3.4 Prospective providers’ declarations of interest have been taken cognisance of.  

5.4 The Bid Adjudication Committee must consider and rule on all reports/recommendations regarding the 
amendment, variation, extension, cancellation or transfer of contracts awarded.  

5.5 The Bid Adjudication Committee may also, if and when required to do so, consider for approval the 
recommendations of the Bid Specification Committee in order to ensure that:  

5.5.1 Proper and unbiased specification is compiled for the specific requirement.  

5.5.2 Proper TOR is drawn up for the service required clearly indicating the scope, the ratio between price 
and functionality, the evaluation criteria as well as their weights and values.  

5.5.3 Strategic sourcing principles were applied and that the market was properly researched and 
analysed.  

5.5.4 The necessary funds are available.  

5.5.5 If and when applicable, in addition to the GCC, appropriate special requirements and conditions of 
contract are specified.  

5.5.6 The preference point system prescribed and the appropriate goals are identified and points allocated 
for these goals are consistent with the requirements of the PPPFA Regulations.  

5.5.7 Where appropriate, ranges have been set (indicating breakdown of points/percentages as provided 
for in the relevant sliding scales for the selected specified goals).  

5.6 Obtain clarity from members of the Bid Evaluation Committee if required.  

5.7 The delegated official or the Bid Adjudication Committee shall approve the recommendation submitted and 
award the contract if delegated to do so.  

5.8 If the Bid Adjudication Committee are not delegated to award a specific bid, they shall comment on the 
recommendations made and forward it together with the report to the relevant authority who shall finally 
award the contract.  

5.9 The Bid Adjudication Committee shall refer the recommendation back to the Bid Evaluation Committee when 
they do not agree with the recommendation to endeavour to sort out the differences if they are process 
related.  

5.10 Should the Bid Adjudication Committee still not agree with the recommendations made by the Bid Evaluation 
Committee, only the CEO may make the final award or make recommendations to the relevant authority. 

5.11 If the Bid Adjudication Committee decides to award/ recommend a bid other than the one recommended by 
the Bid Evaluation Committee; 

5.11.1 the Bid Adjudication Committee must prior to awarding the bid –  

5.11.1.1 ensure that all bid documentation and processes were complied with; and  

5.11.1.2 notify the CEO accordingly.  

5.11.2 The CEO may -  
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5.11.2.1 after due consideration of the reasons for the deviation, ratify or reject the decision of the 
Bid Adjudication Committee; and 

5.11.2.2 if the decision of the Bid Adjudication Committee is rejected, refer the decision of the Bid 
Adjudication Committee back to that committee for reconsideration. 

5.12 If the Bid Adjudication Committee or the CEO decide to award a bid to a bidder other than the one 
recommended by the Bid Evaluation or the Bid Adjudication Committee respectively, the CEO should, within 
seven working days, notify the Auditor-General, National Treasury and the DPW in writing of the reasons for 
deviating from the recommendations.  

5.13 Where the Bid Adjudication Committee disagrees with the recommendation of the relevant Bid Evaluation 
Committee on the adjudication of a contract, the request with the recommendation of the Bid Evaluation 
Committee, the commentary and reasons of the Bid Adjudication Committee is to be submitted to the CEO as 
delegated authority for a final decision. 

5.14 The CEO may at any stage of a bidding process, refer any recommendation made by the Bid Evaluation 
Committee or the Bid Adjudication Committee back to that committee for reconsideration of the 
recommendation.  

6. DUTIES AND POWERS OF THE VARIOUS COMMITTEE MEMBERS  

6.1 The Chairperson:  

6.1.1 Has a casting vote.  

6.1.2 Retains all his/her rights as a member.  

6.1.3 May adjourn a meeting.  

6.1.4 May rule on points of order, which will be final.  

6.1.5 May withdraw any proposal or other matters under discussion provided there is a majority of 
members in agreement with the decision.  

6.1.6 Convene extraordinary committee meetings on request.  

6.2 The Chairperson shall:  

6.2.1 Maintain order during a meeting and ensure that business is conducted in an orderly manner.  

6.2.2 Before opening a meeting, ensure that it is properly constituted.  

6.2.3 Protect the rights of every member.  

6.2.4 Vacate his/her seat to the vice-chairperson, should he/she wish to partake in a discussion in a partial 
manner.  

6.2.5 Regulate participation in discussions.  

6.2.6 Deal with items in sequence of the agenda.  

6.2.7 Ensure that members know exactly what they are required to vote on.  

6.2.8 Ensure that only one member holds the floor at any one time.  

6.2.9 Provide guidance by directing the meeting, but shall not dominate.  

6.2.10 Conduct meetings in a formal manner.  

6.2.11 Formulate clearly the decisions to be minuted and sign and approve the minutes after they have 
been verified for correctness.  

6.3 The Members shall:  

6.3.1 Be fully conversant with the powers and limitations of the Committee as well as all legislation, 
directives and the Council’s delegations pertaining to SCM and shall act in accordance with the 
legislation, directives and delegations.  

6.3.2 Apply their minds to matters at hand in order to take meaningful and accountable decisions and in 
the event of doubt or uncertainty, to propose that matters be referred back for clarification.  

6.3.3 In advance, furnish a written apology should he/she not be able to attend a meeting.  

6.3.4 Strive to be punctual for meetings and to stay for the duration of a meeting.  

6.3.5 Prepare properly for each meeting by studying the agenda, submissions, reports and 
recommendations.  

6.3.6 Be familiar with meeting procedures in order to make a contribution in the correct manner.  

6.3.7 Refrain from repetition and duplication of contributions by other members.  



 
 

Page 34 of 46 

6.4 Members must accept that: 

6.4.1 The chairperson must be accepted; 

6.4.2 The chairperson has the right to interrupt and ask a member to stop speaking if the address is 
repetitive or irrelevant to the matter under discussion; 

6.4.3 A member must stop speaking if ruled out of order by the chairperson; 

6.4.4 Decisions are taken by general consensus or by a show of hands when a matter is decided upon by 
voting; 

6.4.5 Once a decision has been taken it is final and not open for discussion unless additional information 
which was not available at the time of decision-making can be produced; 

6.4.6 Information and documentation are confidential; 

6.4.7 A member (including the chairperson) shall beforehand declare his/her interest regarding any matter 
serving before the Committee and the member will then recuse her/himself during the discussion of 
that matter. No discussion by the member concerned will be allowed prior to the serving of that 
submission/report and such a member may not retain that specific submission/report. Any personal 
interest that may infringe, or might reasonably be deemed to infringe on a member’s impartiality in 
any matter relevant to their duties must be recorded; 

6.4.8 Outvoted members must abide by the majority decision of the Committee; and 

6.4.9 No communication should be made with a bidder/contractor by any member prior to or after any 
meeting. 

6.5 Members have the right to:  

6.5.1 Have advance knowledge of the agenda.  

6.5.2 Submit proposals and participate in proceedings.  

6.5.3 Vote and have a dissenting voice and have the reasons therefore recorded.  

6.6 Co-opted members/advisors:  

6.6.1 Have the same powers and duties as members, excluding the right to vote on any matter under 
discussion. 

6.6.2 Members of the Bid Evaluation Committee may present their reports/recommendations to the Bid 
Adjudication Committee and clarify any issues but shall not have any voting powers.  

6.7 Observers:  

6.7.1 On request, the chairperson may allow officials to attend a meeting as observers. Observers have 
no participation in the proceedings, except to advise the representative (member) or the committee if 
permitted by the chairperson. Observers should be cautioned to maintain the confidentiality of the 
discussions and should sign the declaration of confidentiality and impartiality as an observer. 

7. SECRETARIAT 

7.1 The Secretary shall: 

7.1.1 In conjunction with the chairperson compile an agenda and determine dates of meetings.  

7.1.2 Give appropriate notice of proposed meetings to committee members.  

7.1.3 Process and distribute all submissions/reports together with the agenda to committee members 
before the actual meeting takes place.  

7.1.4 The secretary to all Committees shall be responsible for the safekeeping of the tapes on which the 
deliberations of the Committee have been recorded, as well as copies of minutes.  The Secretariat 
will forward the minutes and applicable attachments to the members of the relevant Committees. 
The minutes of all Committee meetings will be signed by the Chairperson to determine the validity of 
the proceedings. 

7.1.5 Adhere strictly to the stipulations of the National Archives of South Africa Act, Act No 43 of 1996 and 
accompanying directives.  

7.1.6 Give written feedback of all decisions taken by the committee and table a monthly and quarterly 
summary of bids adjudicated by the Committee and other pertinent matters, for submission to the 
CEO via the Chairperson. 

7.1.7 Be responsible for all the administrative tasks of the committee.  
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8. DEPARTMENTAL MANAGER/S AND DIVISIONAL HEADS 

8.1 The departmental manager or the divisional head is responsible for the management of each department’s 
core function within the limits of the approved budget and delegation of authority:-.  

8.2 Based on recommendations obtained from the SCM Unit, the Departmental Managers or Divisional Heads 
may approve quotations in terms of the following values: 

8.2.1 Departmental Manager:  R 100,000 

8.2.2 Divisional Head:  R 200,000 

8.2.3 CEO:    R 300,000 

 

PART 2: ESTABLISHMENT AND COMPOSITION OF COMMITTEES 

 

1. BID SPECIFICATION COMMITTEE  

1.1 The SCM Unit shall be responsible to facilitate the establishment of the Bid Specification Committees in a 
timely fashion once a requirement is identified.  

1.2 The Bid Specification Committees should be established on an ad hoc basis for each requirement. The Bid 
Specification Committee may then be constituted for a specific period of time.  

1.3 The member(s) of the Committee must be informed in writing of their appointment to the Committee and it 
should be stipulated for which requirement the Committee is constituted.  

1.4 The Bid Specification Committee must be composed of two or more officials of the CBE, including the 
manager responsible for the function involved, and may where necessary, include external specialist 
advisors. 

1.5 No person, advisor or corporate entity involved with the bid specification committee, or director of such a 
corporate entity, may bid for any resulting contracts. 

2. BID EVALUATION COMMITTEE  

2.1 The SCM Unit shall be responsible to establish the Bid Evaluation Committee in a timely fashion.  

2.2 Once a bid is advertised, the SCM Unit shall facilitate the establishment of a Bid Evaluation Committee and 
where necessary, obtain approval through the relevant delegated authority. This Committee must be 
established before the closing date of the bid.  

2.3 The members of the Committee must be informed in writing of their appointment to the Committee and it 
should be stipulated for which bid the Committee is constituted and what the date of the evaluation will be.  

2.4 As part of the meeting proceedings, each member should declare its interest in writing pertaining to the 
specific bid in question.  

2.5 Should an interest be declared which constitutes a conflict or is regarded as material, the member must 
recuse him/herself as a member of the Committee. The SCM Unit must then appoint a replacement member 
to the Committee if the remaining size of the Committee is not regarded as representative enough to proceed.  

2.6 A Bid Evaluation Committee should consist of at least three members.  

2.7 The quorum for the Bid evaluation Committee shall be all three members. 

2.8 The Bid Evaluation Committee should be cross-functional and should comprise of at least the supply chain 
practitioner and two officials from the user department requiring the goods/services.  

2.9 If considered necessary, appoint additional persons with suitable expertise from other 
departments/institutions with voting rights.  

2.10 If considered necessary, appoint additional experts in an advisory capacity only with no voting rights.  

2.11 The chairperson shall be the SCM practitioner. 

2.12 Should a member declare a conflict of interest at any stage, the member may not be part of the Bid 
Evaluation Committee and must be replaced by a member of suitable expertise.  

2.13 An official may not be a member of the Bid Evaluation Committee and the Bid Adjudication Committee for the 
same bid.  

2.14 No person other than a member of the Bid Evaluation Committee or the official rendering the Secretariat 
function is allowed to attend the meeting.  
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3. BID ADJUDICATION COMMITTEE 

3.1 The CEO or delegate shall establish the Bid Adjudication Committee to perform the award/adjudication of 
quotations and bids.  

3.2 The Bid Adjudication Committee for a specific quotation/bid cannot be an official who:  

3.2.1 Performed the evaluation or made a recommendation in respect of that bid.  

3.2.2 Served on the Bid Evaluation Committee, which processed that bid.  

3.3 No advisor may form part of the final decision-making process regarding the award of bids.  

3.4 The Council may utilise the services of any other institution’s Bid Adjudication Committee if and when 
required.  

3.5 The Bid Adjudication Committee should be re-appointed on an annual basis with the option to extend each 
member’s individual appointment for a period not longer than another one year.  

3.6 Predetermined meetings at regular intervals shall be held. The Bid Adjudication Committee will also meet on 
an ad hoc basis where for reasons of urgency, awards need to be made within 48 hours. 

3.7 Before the start of each meeting, each member as well as all officials rendering administrative support must 
declare their interest in writing pertaining to the specific bid(s) in question, by signing a declaration form.  

3.8 Should an interest be declared which constitutes a conflict or is regarded as material, the member must 
recuse him/herself as a member of the Committee. The SCM Unit must then facilitate the identification of a 
replacement member for the Committee if the Committee does not have a quorum to proceed.  

3.9 The Bid Adjudication Committee should be cross functional and should consist of at least four senior officials 
constituted as follows:  

3.9.1 The Chief Operations Officer; 

3.9.2 The Chief Financial Officer; and 

3.9.3 Two internal CBE staff member. 

3.10 The chairperson of the Committee shall be the CFO. Should the chairperson not be available at the meeting, 
the committee may appoint a chairperson for the duration of that specific meeting. 

3.11 Where necessary, additional officials or advisors may be invited on account of their technical knowledge. 
These invited members will have no voting rights and will not form part of the quorum.  

3.12 A quorum for the meeting shall be at least three members. 

3.13 The CFO will also appoint a nominee to temporarily replace members that are absent due to illness, leave, 
etc. The nominee will have the same rights and powers as the Committee member he/she is replacing. 

 

PART 3: MEETINGS, MINUTES, RECORDS AND THRESHHOLD 

 

1. MEETINGS 

1.1 Items for the agenda together with the written submissions must be lodged with the secretary of the relevant 
Committee 3 (three) days before the scheduled date of the meeting.  Late submissions shall be carried over 
to the next meeting or be made addition to the agenda as per the Committees’ discretion. 

1.2 Exceptional meetings will be held as and when considered necessary due to exceptional circumstances, as 
determined by the chairperson.  Any member of the Committee may request the chairperson for convening of 
exceptional meetings.  The Committee member requesting the exceptional meeting must furnish the 
reason/purpose of such a meeting in writing. 

1.3 The chairperson will preside over each meeting. In his absence the Committee will appoint a chairperson in 
which case he/she will occupy the chair for the duration of the meeting, even if the chairperson should arrive 
during the course of the meeting.  

1.4 Every member attending the meeting owes deference to the chairperson and may be removed if that person 
does not respect the authority of the chair. 

2. NOTICE OF MEETINGS 

2.1 Notice to ordinary meetings is to reach members 3 (three) days before the scheduled date of the meeting.  
Notice should include agenda, minutes and submissions. 

2.2 The agenda of a meeting serves as the program of the meeting and unless the Committee decides otherwise, 
the items and sequence may not be changed during the meeting. 
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2.3 Notice to special meetings are to reach committee members at least 2 (two) days before the scheduled time.  
The meeting shall generally be convened for urgent matters that cannot be held over until the next ordinary 
meeting. 

2.4 Notice to exceptional meetings are to reach members at least three hours before the meeting.  Telephonic or 
other electronic messages conveying date, time and purpose of the meeting are acceptable. 

2.4.1 The agenda must be supplied before or at the start of the meeting.  Minutes of the previous meeting 
will not be handled at such a meeting unless they form part of the purpose of the meeting. 

2.4.2 Generally this meeting will attend to urgent queries arising from previous decisions of the committee 
which may have legal or financial implications or any other matter that the committee sees it fit to 
attend, which if not attended to might have a detrimental effect to the Organisation, be it financially 
or legally. 

3. NON-ATTENDANCE 

3.1 Non-attendance of meeting will be noted “with” or “without” apology.  Repeated failure to attend meetings 
without valid reasons for three consecutive meetings shall result in the matter being reported to the CEO for 
action. 

4. MINUTES AND RECORD KEEPING 

4.1 The SCM Unit shall be responsible for the secretariat work, including minute taking.  All deliberations in 
Committee meetings shall be recorded on tape.  The SCM section shall further be responsible for safe 
keeping of all correspondence generated by or received on behalf of the Committee. 

4.2 The secretary to the Bid Adjudication Committee shall be responsible for the safe keeping of the tapes on 
which the deliberations of the Bid Adjudication Committee have been recorded, as well as copies of minutes 
signed by the relevant chairperson as accuracy and validity of proceedings. 

4.3 The senior managers must include in their monthly report for all procurement above R100 000.00 to Bid 
Adjudication Committee for noting. 

5. DECISION MAKING 

5.1 Normally decisions will be reached by consensus.  Should there be sharp differences between members over 
any specific matter, a decision may be arrived at by voting with the show of hand (chairperson will have a 
casting vote). 

5.2 Where the Bid Adjudication Committee disagrees with the recommendation of the relevant Bid Evaluation 
Committee on the adjudication of a contract, the request with the recommendation of the Bid Evaluation 
Committee, the commentary and reasons of the Bid Adjudication Committee is to be submitted to the CEO as 
delegated authority for a final decision. 

5.3 The Council may obtain advice as deemed necessary, including advice from outside the CBE. 

5.4 Should the Bid Adjudication Committee, after the recommendation has been referred back, not obtain 
consensus with the Bid Evaluation Committee on the final award of the bid, the final recommendations must 
be submitted to the Council for a final decision.  

5.5 Thus, if a quote/bid other than the one recommended by the Bid Evaluation Committee is approved by the 
Bid Adjudication Committee, the CEO delegated, must first be notified.  

5.6 The CEO may after consideration of the reasons for the deviation, ratify or reject the decision of the Bid 
Adjudication Committee.  

5.7 If the Bid Adjudication Committee/CEO decide to approve a bid other than the one recommended by the Bid 
Evaluation Committee, the Auditor-General, the National Treasury and the Department of Public Works must 
be notified in writing within 7 days of the reasons for deviating from such recommendation.  

5.8 The CEO may at any stage refer any recommendation made by the Bid Evaluation Committee or the Bid 
Adjudication Committee back to that committee for reconsideration.  

 

6. CONFIDENTIALITY 

6.1 All bids plus any related correspondence and deliberations thereon must be treated as confidential 
information.  No member of the Bid Committees’ or any other official of the Organisation may divulge 
information relating to bids unless/he is authorised to do so.  Any person liable for such conduct may be 
charged with misconduct. 

6.2 Matters of a confidential nature in the possession of supply chain or other officials should be kept confidential 
unless legislation, the performance of duty or the provisions of law requires otherwise. Such restrictions 
should also apply after leaving the service of the CBE.  
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6.3 Any information that is the property of the CBE or its suppliers/service providers should be protected at all 
times. 

7. DECLARATION OF INTEREST 

7.1 Each member of the procurement structures must declare possible conflict of interest and confidentiality 
agreement prior to the commencement of the evaluation process.  No member who has an interest (or whose 
relative or friend has an interest) in a particular offer will be allowed to participate in the evaluation, 
consideration and adjudication of the relevant bid. 

7.2 If a SCM practitioner or other role player, or close family member, partner or associate of such practitioner or 
other role player, has any private or business interest in any contract to be awarded, that practitioner or other 
role player must:  

7.2.1 Disclose that interest.  

7.2.2 Withdraw from participating in any manner whatsoever in the process relating to the contract.  

7.3 All Committee members as well as the secretary should be required to declare their financial interest annually 
and at each subsequent meeting. 

7.4 Members must declare all gifts and invitations accepted to social events received from suppliers or potential 
suppliers, irrespective of the value of such a gift. Such declarations must be captured in the minutes of the 
meeting and must be reported to the CFO. Any such gifts and/or invitations accepted by the CFO must be 
reported to the CEO. 

8. ATTENDANCE REGISTERS 

8.1 Members and all other attendees shall sign a register at each meeting, serving as attendance register as well 
as an undertaking to confidentiality and impartiality of that meeting.  

 

PART 4: ETHICAL STANDARDS 

1. Code of Ethics 

1.1 A code of ethical standards is hereby established, for officials and other role players in the supply chain 
management system in order to promote –  

1.1.1 mutual trust and respect; and  

1.1.2 an environment where business can be conducted with integrity and in a fair and reasonable 
manner.  

1.2 An official or other role player involved in the supply chain management policy –  

1.2.1 must treat all providers and potential providers equally;  

1.2.2 may not use his or her position for private gain or to improperly benefit another  person which would 
lead to transactions which are not at arms-length;  

1.2.3 may not accept any reward, gift, favour, hospitality or other benefit directly or indirectly from 
suppliers/prospective suppliers, including to any close family member, partner or associate of that 
person, provided that will influence his/her decision in his/her work; 

1.2.4 must declare to the CFO details of any reward, gift, favour, hospitality or other benefit promised, 
offered or granted by the suppliers/potential to that person or to any close family member, partner or 
associate of that person;  

1.2.5 must declare to the CFO details of any private or business interest which that person, or any close 
family member, partner or associate, may have in any proposed procurement or disposal process of, 
or in any award of a contract by, the CBE;  

1.2.6 must immediately withdraw from participating in any manner whatsoever in a procurement or 
disposal process or in the award of a contract in which that person, or any close family member, 
partner or associate, has any private or business interest;  

1.2.7 must be scrupulous in his or her use of property belonging to the CBE;  

1.2.8 must assist the CFO in combating fraud, corruption, favouritism and unfair and irregular practices in 
the supply chain management system; and  

1.2.9 must report to the CFO any alleged irregular conduct in the supply chain management system which 
that person may become aware of, including any alleged –  

�x fraud, corruption, favouritism or unfair conduct;  

�x contravention of part 5 of this policy; or  
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�x breach of this code of ethical standards.  

 

2. Code of Conduct for SCM Practitioners 

2.1 General Principles 

2.1.1 The CBE commit itself to a policy of fair dealing and integrity in the conducting of its business. 
Officials and other role players involved in SCM are in a position of trust, implying a duty to act in the 
public interest. Practitioners and other role players should not perform their duties to unlawfully gain 
any form of compensation, payment or gratuities from any person, or provider/contractor for 
themselves, their family or their friends. 

2.1.2 Practitioners and other role players involved in SCM should ensure that they perform their duties 
efficiently, effectively and with integrity, in accordance with the relevant legislation, policies and 
guidelines. They should ensure that public resources are administered responsibly. 

2.1.3 Practitioners and other role players involved in SCM should be fair and impartial in the performance 
of their functions. They should at no time afford any undue preferential treatment to any group or 
individual or unfairly discriminate against any group or individual. They should not abuse the power 
and authority vested in them. 

2.1.4 Purchases less than R100 000.00 may be done outside contract. 

2.2 2 Conflict of interest 

2.2.1 An official or other role player involved with supply chain management – 

2.2.1.1 must declare any business, commercial and financial interests or activities undertaken for 
financial gain that may raise a possible conflict of interest; 

2.2.1.2 should not place him/herself under any financial or other obligation to outside individuals or 
organisations that might seek to influence them in the performance of their official duties; 
and 

2.2.1.3 should not take improper advantage of their previous office after leaving their official 
position. 

2.3 Accountability 

2.3.1 Practitioners are accountable for their decisions and actions to the public. 

2.3.2 Practitioners should use public property scrupulously. 

2.3.3 Only the Council or it’s delegates have the authority to commit the CBE to any transaction for the 
procurement of goods and / or services. 

2.3.4 All transactions conducted by a practitioner should be recorded and accounted for in an appropriate 
accounting system. Practitioners should not make any false or misleading entries into such a system 
for any reason whatsoever. 

2.4 4 Openness 

2.4.1 Practitioners should be as open as possible about all the decisions and actions that they take. They 
should give reasons for their decisions and restrict information only if it is in the public interest to do 
so. 

2.5 Confidentiality 

2.5.1 Any information that is the property of the CBE or its providers should be protected at all times. No 
information regarding any bid / contract / bidder / contractor may be revealed if such an action will 
infringe on the relevant bidder’s / contractors personal rights.  

2.5.2 Matters of confidential nature in the possession of practitioners and other role players  involved in 
SCM should be kept confidential unless legislation, the performance of duty or the provisions of law 
requires otherwise. Such restrictions also apply to officials and other role players involved in SCM 
after separation from service. 

2.6 Bid Specification / Evaluation / Adjudication Committees 

2.6.1 Bid specification, evaluation and adjudication committees should regulate SCM on behalf of the 
Council in an honest, fair, impartial, transparent, cost-effective and accountable manner. 

2.6.2 Bid evaluation / adjudication committees should be familiar with and adhere to the prescribed 
legislation, directives and procedures in respect of SCM in order to perform effectively and 
efficiently. 

2.6.3 No person may interfere with the SCM system on an institution. 

2.6.4 No person should amend or tamper with any bid after it’s submission. 
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2.7 A breach of the code of conduct adopted by the CBE must be dealt with in accordance with any regulations 
and or prescripts in the Act, Treasury Regulations, the Public Service Act, 1994 and the Public Service 
Regulations. 

3. Inducements, rewards, gifts and favours to the CBE, officials and other role players  

3.1 No person who is a provider or prospective provider of goods or services, or a recipient or prospective 
recipient of goods disposed or to be disposed of may either directly or through a representative or 
intermediary promise, offer or grant –  

3.1.1 any inducement or reward to the CBE for or in connection with the award of a contract; or  

3.1.2 any reward, gift, favour or hospitality to -  

�x any official; or  

�x any other role player involved in the implementation of the supply chain management policy.  

3.2 The CEO shall maintain a gift register in which gifts as well as hospitality received must be recorded in line 
with the CBE policy regardless of value.  

3.3 The CFO must promptly report any alleged contravention to the National Treasury for consideration, whether 
the offending person, and any representative or intermediary through which such person is alleged to have 
acted, and should be listed in the National Treasury's database of persons prohibited from doing business 
with the public sector.  

3.4 Paragraph 2.1 to 2.3 does not apply to gifts less than R350 in value.  

4. Sponsorships  

4.1 The CFO must promptly disclose to the National Treasury and the relevant provincial treasury any 
sponsorship promised, offered or granted, whether directly or through a representative or intermediary, by 
any person who is –  

4.1.1 a provider or prospective provider of goods or services; or  

4.1.2 a recipient or prospective recipient of goods disposed or to be disposed.  

5. Irregular Expenditure 

5.1 The PFMA is explicit in defining “irregular expenditure” as being expenditure, other than unauthorised 
expenditure, incurred in contravention of or that is not in accordance with a requirement of any legislation 
applicable to public sector procurement. These legislations include the PFMA, and any regulations made in 
terms of the Act. 

5.2 In terms of Section 38 (1) (g) of the PFMA, cases of irregular expenditure involving the procurement of goods 
and services must be reported to the National Treasury. 

5.3 All cases of irregular expenditure, irrespective of whether goods or services were procured by means of price 
quotations/bids must be reported. There is no threshold value attached to the reporting of irregular 
expenditure.  

6. Internal Abuse of Preferential Procurement System 

6.1 The Council shall ensure that the preferential procurement system is not abused for any purpose, neither for 
the benefit of the CBE nor for the benefit of any potential provider/contractor or individual.  

6.2 All conduct, dealings and actions are to be bona fide.  

6.3 Any employee suspected of acting contrary to this policy, will be dealt with in terms of the disciplinary code of 
CBE. 

CHAPTER 4: CONTRACT MANAGEMENT 

1. MANAGING THE CONTRACT  

1.1 Contract must be sent out with tender documents. 

1.2 Both the project owner and the SCM Unit have a responsibility towards managing and monitoring the 
contract.  

1.3 The nature of the responsibility will determine who manages the specific contractual aspect.  

1.4 The management of contracts inter alia, includes, but is not limited to the aspects mentioned in this section.  

2. CONTRACT CLOSE_OUT 

2.1 After the completion of each contract the project owner is to develop a close-out report to the SCM Unit within 
14 days after the completion of the project. 
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2.2 The project owner must: 

2.2.1 Ensure that complete documentation is produced to record and analyse performance including the 

planning documents; 

2.2.2 Ensure that the product of the programme is documented; 

2.2.3 Carry out contract closure; 

2.2.4 Control changes in the needs for closure procedures; 

2.2.5 Request for closure changes; 

2.2.6 Ensure full documentation is produced for programme closeout; 

2.2.7 Ensure that a complete set of indexed contract records are prepared for archiving by all programme 

parties; and 

2.2.8 That there is a record of formal acceptance documentation that the supplier has accepted the 

contract conclusion and that the lessons learnt are also documented. 

3. CORRECTION OF AN INCORRECT ACCEPTANCE  

3.1 As soon as it has been determined that a mistake occurred in the letter of acceptance or other contractual 
documentation, the contractor must be contacted to endeavour to obtain the incorrect documentation.  

3.2 Discuss the mistake with the contractor as well as what the rectification would entail so that the contractor is 
willing to return the contractual documentation for rectification.  

3.3 Should the contractor not wish to return the documentation to the CBE, this fact as well as the reasons must 
be recorded and submitted to the Adjudication Committee indicating the effect that the non-rectification will 
have on the CBE.  

4. NON-CONTRACTUAL PURCHASES  

4.1 Small quantities of supplies or minor services may be procured outside of the contract in the following 
circumstances:  

4.1.1 In cases of emergency; or  

4.1.2 When the contractor's point of supply is not situated at or near the place where the supply or service 
is required; or  

4.1.3 If the contractor's supplies or services are not readily available.  

4.2 Purchases outside the contract must be restricted to requirements that are absolutely necessary to satisfy the 
immediate requirement and the action must always be justifiable against the contract conditions.  

4.3 Acquisitioning procedures must in all instances be followed when procuring outside of existing contracts.  

5. OVER-/UNDER-DELIVERIES  

5.1 Over- or under-deliveries may be accepted with the approval of the CEO.  

5.2 Large over-deliveries may be accepted, provided the discount to be received for the larger quantities has 
been satisfactorily negotiated with the supplier.  

6. DISCOUNTS ON INVOICES  

6.1 In cases where a discount is not a contract condition and a contractor indicates a discount on his invoice, this 
discount must be utilised if possible, for instance by making payment within the time limit specified on the 
invoice. However, orders must at all times be placed in accordance with the contract conditions, i.e. non-
contractual discounts must not be taken into consideration when placing orders. 

7. INSOLVENCY, LIQUIDATION, DEATH, SEQUESTRATION OR JUDICIAL MANAGEMENT OF CONTRACTORS  

7.1 Insolvency or bankruptcy is the failure/inability to meet financial obligations. An act of insolvency is any of the 
eight actions as described in the Insolvency Act whereby a guilty person subjects himself to sequestration.  

7.2 Sequestration is firstly to place an insolvent debtor’s estate in the hands where the Master of the High Court 
decides on the estate and thereafter it rests with the trustee that distributes the assets (money) among the 
creditors or, secondly where the court determines insolvency.  

7.3 Liquidate is to determine and settle/wind up the liabilities of a firm or an estate and to mete out the assets to 
creditors or inheritors.  

7.4 Judicial management is the temporary management of a company, in a state of financial difficulty, by a 
judicial/legal manager appointed by the court to rectify the matter.  
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7.5 When the estate of a contractor is liquidated for whatever reason, a choice must be made in consultation with 
legal advice of whether to claim against the estate or not. The risk to the CBE is the determination factor and 
the choice with the smallest degree of risk is preferred.  

7.6 If a firm or person is liquidated and cannot further honour its commitment, it is regarded as a breach of 
contract. The provisional liquidator or administrator is given the choice of carrying out the contract or not. In 
most cases, the response is negative and a provisional claim against the estate is then registered and must 
be qualified to the extent that the CBE will claim provided that it does not have to make a financial 
contribution.  

7.7 A procuration must be signed in terms of which the liquidator may act on behalf of the CBE.  

8. TRANSFER AND CESSION OF CONTRACTS  

8.1 The SCM Unit in conjunction with the user department shall deal with transfers/cessions.  

8.1.1 The contractual conditions should stipulate the conditions under which transfers/cessions shall be 
considered and the process to be followed in such circumstance.  

8.1.2 Applications for the transfer/cession of contracts must be completed and signed by both the 
transferor and the transferee and countersigned by two witnesses. Full reasons for the transferring 
of the contract must be provided and the transferee's ability to carry out the contract must be 
established and reported to the CEO or his delegate. Unless it is otherwise in the best interest of the 
CBE, it is unlikely that the transfer will be approved if the CBE would suffer a loss as a result thereof 
or if there is an increased risk to the CBE.  

8.1.3 Should the contract be transferred to another provider, it should be checked whether the number of 
preference points scored are less than that scored by the original contractor. Thus it should be 
indicated if the transfer would have had an influence on the original award of the contract. However 
the circumstances leading to the transfer must be pointed out and taken into consideration.  

8.1.4 The contractor will raise the issue with the user department in writing where after the user 
department must comment of the viability of the transfer/cession and submit the request to the SCM 
Unit.  

8.1.5 If the transfer/cession is not viewed favourably for a justifiable reason, the SCM Unit must inform the 
contractor of the decision in writing and provide the user department with copies of the 
correspondence for filing purposes.  

8.1.6 If the transfer/cession is viewed favourably, the SCM Unit may involve legal assistance for the 
purpose of drawing up the transfer/cession documentation if necessary. The SCM Unit must 
facilitate the signing of the transfer/cession by all parties, must forward a copy to the user 
department and the contractor and must file the original signed transfer/cession documentation 
appropriately.  

 

 

9. CONTRACT VARIATIONS/AMENDMENTS  

9.1 GENERAL  

9.1.1 When an item on contract is no longer available and another item has to be substituted, this implies an 
amendment of the contract. Such an amendment must be submitted to the relevant award structure for 
approval. When a contractor is no longer able to supply a contract item and he offers a substitute, 
which is more expensive, the amendment is to the disadvantage of the CBE unless the substitute item 
offers additional benefits which can be utilised by the CBE and which justify the additional cost. If not, 
the applicable award structure or the delegate’s approval must be obtained.  

9.1.2 For the appointment of consultants, any granting of a substantial extension of the stipulated time for 
performance of the contract, agreeing to any substantial amendment of the scope of the services, 
substituting key staff, waiving the conditions of a contract, or making any changes in the contract that 
would in aggregate increase the original amount of the contract by more than 15 percent, will be 
subject to the approval of the applicable award structure or the delegate.  

9.1.3 The contractual conditions should stipulate the conditions under which amendments shall be 
considered and the process to be followed in such circumstance.  

9.1.4 No variation in or modification of the conditions of contract shall be made without all the parties signing 
the amendment.  

9.1.5 The user department must approach the SCM Unit with the request for amendment. The SCM Unit 
should contact the contractor to determine whether he/she will be amenable to an amendment to the 
contract within the allowable parameters.  
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9.1.6 If the contractor is prepared to amend the contract and it is confirmed in writing, the SCM Unit, in 
conjunction with the Legal Department shall process the amendment for signing.  

9.1.7 The SCM Unit, in conjunction with the Legal Department for the purpose of drawing up the 
amendment, if required. The SCM Unit must facilitate the signing of the amendment by all parties. A 
signed copy must be forwarded to the user department and the contractor and the SCM Unit must file 
the original signed amendment appropriately.  

9.2 INCREASE/DECREASE OF QUANTITIES OR RANGE OF SERVICES  

9.2.1 Before calling for bids, care must be taken to establish the quantities / range of services required as 
reliably as possible so that the need to increase / decrease quantities / range of services during the 
contract period may be kept to the minimum. Quantities / range of services may be decreased 
provided consensus exists between the CBE and the contractor and the unit prices remain unchanged.  

9.2.2 After the original or officially amended quantities / services for which the contract was arranged, have 
been delivered, the contract ceases to exist. It is then no longer possible to purchase further items / 
services on the contract.  

9.3 EXTENSION OF CONTRACT PERIODS  

9.3.1 Extension of contract periods is undesirable because it often leads to uncontrolled increases in the 
contract prices. These must therefore be restricted to the minimum. The user department is 
responsible for ensuring that timely application is made for the arrangement of new contracts. Where 
justifiable reasons are provided for extending a contract, the relevant application may be considered 
favourably and contractors may be approached with the request to indicate whether they are prepared 
to extend the contract period.  

9.3.2 The fact that extension of contracts might affect the schedule for other contracts must also be borne in 
mind.  

9.3.3 If contractors are prepared to extend the contract period, but with amended price conditions, the 
reasonableness of the prices must be established.  

9.3.4 Contracts may normally not be extended beyond the period as determined by the Council’s delegated 
powers. However, the market must again be tested before the extended period has expired.  

9.4 EXTENSION OF DELIVERY PERIODS  

9.4.1 Motivated applications for the extension of delivery periods in respect of ad hoc and specific term 
contracts may be considered favourably, but are subject to the restriction that no price adjustments, 
which arise during the extended period, will be considered. However, price adjustments during the 
extended period may be considered favourably if the CBE requested the extended delivery period, or 
when delayed deliveries are caused by the actions of the CBE.  

9.5 AMENDMENT OF CONTRACT CONDITIONS  

9.5.1 Amendments may be considered on their merits bearing in mind the best interest of the CBE. 
Amendments, which prejudice the CBE, can be agreed to only with the approval of the CEO. 

9.6 AMENDMENT OF SPECIFICATIONS  

9.6.1 Where a binding contract has been concluded, an amendment of the specification whether initiated by 
the contractor or by the CBE, can be made only after negotiation between the contractor and through 
the CEO and must be immaterial and records of that meeting should be kept for reference. 

9.6.2 Each case for the amendment of specifications must be dealt with on its own merits.  

9.6.3 Account must be taken of the fact that the contractor has a right of recourse against the CBE if 
specifications have to be amended as a result of a mistake by the CBE. It is essential therefore that a 
settlement is reached with the contractor.  

9.7 CONTRACTUAL PRICE ADJUSTMENTS  

9.7.1 In cases where the user department received a request for price adjustment from the contractor, the 
request must be immediately forwarded to the SCM Unit for facilitation.  

9.7.2 The SCM Unit is responsible for confirming that the request is in line with the contractual conditions 
and will verify the calculations presented.  

9.7.3 Once the request is accepted as correct and approved by the official with the necessary delegated 
authority, the SCM Unit will inform the contractor in writing and will inform the user and the finance 
departments of the approved amendment to demonstrate the influence of the change on the contract.  

9.7.4 The SCM Department must file the amendment with the original contract.  
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9.7.5 Contractual price adjustments are considered in terms of the contract conditions. Since the GCC does 
not set out conditions pertaining to price increases, it is important that all bid documentation will 
contain the relevant special conditions pertaining to price increases.  

9.7.6 The following will be used for pricing schedules:  

9.7.6.1 Firm prices for purchases  

�x If the contract is awarded on the basis of firm prices, and during the contract period –  

�x A customs or excise duty or any other duty, levy or tax (excluding any anti-
dumping and countervailing duties or similar duties), is introduced in terms of any 
Act or regulation, or  

�x Any such duty, levy or tax is legally changed or abolished; the said prices shall be 
adjusted accordingly.  

9.7.6.2 Non-firm prices for purchases  

�x In respect of any factors which demonstrably have an influence on the production cost 
of the supplies or the rendering cost of the service for which there have been proposed 
on the basis of non-firm prices, price adjustments which become effective during the 
contract period, may be allowed with effect from the date indicated in the bid 
document.  

9.7.7 Period for claims  

9.7.7.1 The adjustment in price shall cover only the period between the closing date of a bid and 
the final delivery date in terms of the contract.  

9.7.7.2 Claims against the CBE shall be proven to the satisfaction of the SCM Unit as soon as 
possible.  

9.7.8 Price adjustments due to escalation  

9.7.8.1 In some instances (contracts exceeding 12 months) it might be in the best interest of the 
CBE to allow price adjustments based on escalation. What the best option should be will 
require a careful analysis of all related aspects that will influence the adjusted price, 
including the cost for the additional administrative work. If the Bid Specification Committee 
resolves to allow price escalation as part of the contract, this should be specified in the 
contract, including the formula and the time frames at which intervals such price 
adjustments should be considered.  

 

 

9.7.8.2 The following formula is applicable if adjustments of prices are allowed:  

                                                                 R1t              R2t              Rnt 

                                Pa = (1 – V)Pt (D1 --------- + D2 -------- + Dn ---------) + VPt 

                                                                R1o             R2o             Rno 

9.7.8.3 Where:  

�x Pa = The new escalated price to be calculated.  

�x (1-V)Pt = 85% of the original bid price. Note that Pt must always be the original bid 
price and not an escalated price.  

�x D1, D2 = Each factor of the bid price e.g. labour, transport, clothing, footwear, etc. The 
total of the various factors D1, D2…etc. must add up to 100%.  

�x R1t, R2t = Index figure obtained from new index (depends on the number of factors 
used).  

�x R1o, R2o = Index figure at time of bidding.  

�x VPt = 15% of the original bid price. This portion of the bid price remains firm i.e. it is 
not subject to any price escalations.  

9.7.9 Price adjustments due to fluctuation in the rate of exchange  

9.7.9.1 The price adjustments based on Rate of Exchange fluctuations, should be allowed only on 
the imported contents of the commodity to meet only the suppliers’ additional costs of the 
imported content.  
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9.7.9.2 Where the whole or a portion of the bidding price may be affected by the revaluation of 
currencies or any fluctuation in the Rate of Exchange, the bidder shall, in accordance with 
the bidding requirements, state in his bid the amount to be paid in foreign currencies or to 
be remitted abroad, as well as the rate of exchange applied in the conversion of that 
amount into South African currency in calculating the bid price.  

9.7.9.3 All rate of exchange claims shall be accompanied by proof from the bank of the existing 
exchange rate.  

10. UNSATISFACTORY PERFORMANCE  

10.1 UNSATISFACTORY PERFORMANCE: THE CBE’S ROLE  

10.1.1 General  

10.1.1.1 Unsatisfactory performance occurs when performance is not in accordance with the 
contractual conditions. Directives regarding action in such cases appear in paragraphs 15, 
21 to 23, 26 and 28 of the GCC.  

10.1.1.2 The user department must timely identify unsatisfactory performance in terms of the 
contract.  

10.1.1.3 The SCM Unit must, in consultation with the user department and legal assistance if 
required, bring unsatisfactory performance to the attention of the contractor in writing. Also 
apply the audi alteram partem rule (hear the other side) in the management of 
unsatisfactory performance. The SCM Unit shall give notice to the contractor of action to be 
taken in line with the contract due to non-performance.  

10.1.1.4 If the performance is not rectified, the user department must inform the SCM Unit of this 
fact.  

10.1.1.5 Before action is taken in terms of the GCC or any other special contract condition 
applicable, the CBE must warn the contractor in writing that action will be taken in 
accordance with the contract conditions unless the contractor complies with the contract 
conditions and delivers satisfactory supplies or services within a specified reasonable time. 
If the contractor still does not perform satisfactorily despite a final warning, the CBE may 
make a recommendation to the CEO, as delegated by the Council, or the delegate for the 
appropriate penalties to be introduced.  

10.1.1.6 When correspondence is addressed to the contractor, reference must be made to the 
contract number, the item number and the number and date of any relevant invoice, 
statement or letter received from the contractor. Otherwise the number and date of the 
order, a short description of the supply or service and details of the destination if applicable, 
must be supplied.  

10.1.1.7 When the CBE has to satisfy its need through another provider (for the contractor's 
expense), the loss to the CBE must always be restricted to the minimum since it is difficult 
to justify the recovery of unreasonable additional costs from the contractor. Furthermore 
any such expenses incurred must be reported to the National Treasury.  

10.1.2 Warrantees  

10.1.2.1 If, during the warranty period, goods do not comply with the requirements because of faulty 
material used during manufacture, or faulty finishing, or any deficiency, latent or otherwise, 
the contractor must be requested without delay, in accordance with the contract, to replace 
or repair the goods depending on the circumstances. Supplies replaced or repaired or 
services rendered must be warranted for the same period as the original supplies or 
services. See paragraph 15 of the GCC in connection with warrantees.  

10.1.2.2 If rejected supplies are in the possession of the CBE, the contractor must be requested to 
indicate, within a given time limit, how these must be disposed of and warned that if he/she 
does not react to the request, the supplies will be returned to him "railage to pay". If he/she 
ignores the request, the CBE must act accordingly.  

10.1.3 Late deliveries  

10.1.3.1 Par 10 of the GCC states that delivery of supplies shall be made in accordance with the 
conditions specified in the contract.  

10.1.3.2 Before action due to late delivery is instituted against a contractor who has offered a firm 
delivery period, the circumstances under which the late delivery took place must be 
investigated. There may be valid reasons for the late delivery, which are beyond the control 
of the contractor, in which case action cannot be taken summarily against the contractor.  

10.1.3.3 On the other hand, contractors must not be allowed to delay deliveries repeatedly even 
where non-firm delivery periods have been offered. Wherever possible, firm delivery 
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periods must be insisted upon before a bid is accepted, as well as when the issue of late 
deliveries crops up during the period of a contract.  

10.1.4 Penalties for late delivery  

10.1.4.1 See par 22 of the GCC. Penalties are not intended as a source of income for the CBE, but 
serve as an incentive to the contractor to perform within the contractual conditions.  

10.1.4.2 Circumstances exist where penalties cannot be imposed summarily. Late deliveries must, 
however, be thoroughly investigated and action taken where necessary. Therefore, the 
CBE have discretionary powers in this respect.  

10.1.4.3 Where an unreasonable delay occurs, the CBE must address a written warning to the 
contractor in writing, setting a cut-off date (usually three weeks from date of warning) and 
warn him/her that the penalty clause will be applied if the order is not executed before the 
cut-off date. If he/she does not heed the warning, the penalty clause must be applied and 
the action reported to CEO.  

10.1.4.4 Where firm delivery periods are applicable and late delivery occurs, penalties do not have 
to be imposed where no damage, loss or inconvenience has been suffered by the CBE.  

10.1.4.5 In the following cases penalties for late delivery must be imposed:  

�x Where deliveries within a particular time period (service) were a specific contract 
condition and where delays caused serious damage, loss or inconvenience to the 
CBE.  

�x Where a firm delivery period (supply) was a contract condition and where delays 
caused serious damage, loss or inconvenience to the CBE.  

10.1.4.6 Penalties are imposed on the outstanding portion of the order only if beneficial use of the 
completed portion of the supply or service is possible. Otherwise penalties are imposed on 
the full value of the order. Penalties are calculated as from the contractual date of delivery 
or such extended delivery date mutually agreed to in writing by the contracting parties.  

10.1.4.7 Contractors may appeal against the deduction of monies in respect of penalties, or the 
initiation of claims as a result of late deliveries. The contractor may escalate the case 
where agreement cannot be reached between the CBE and contractor.  

10.1.4.8 If a contractor successfully appeals against the deduction of monies as a penalty, such 
monies must be repaid to him without delay.  

 

 

10.1.5 Legal remedies in the case of incorrect preferences  

10.1.5.1 If a contractor should win a contract on the basis of wrong information which was supplied 
regarding the preferences which he has claimed, and it is shown later that the information 
is incorrect, then the Council has the power to:  

�x Recover any costs or damage which the CBE might have suffered as a result of the 
conclusion of the contract; and/or  

�x Terminate the contract and to recover any loss which the CBE may suffer as a result of 
having to make less favourable arrangements; and/or  

�x Deduct from the contract price, as a penalty, a sum calculated on the delivered price of 
the delayed goods or unperformed services using the current prime interest rate 
calculated for each day of the delay until actual delivery or performance. A written 
notice to the effect shall be issued to the contractor in accordance with the contract.  

10.1.5.2 The National Treasury must be informed when such cases come to light so that they may 
decide on suitable action.  

10.2 UNSATISFACTORY PERFORMANCE: NATIONAL TREASURY’S ROLE  

10.2.1.1 National Treasury must establish a mechanism to receive and consider complaints 
regarding alleged non-compliance with the prescribed norms and standards; and  

10.2.1.2 To make recommendations for remedial actions to be taken if non-compliance of any 
norms and standards is established, including recommendations of criminal steps to be 
taken in the case of corruption, fraud or other criminal offences. 

 


