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CORPORATION
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UPDATE OF A PANEL OF SERVICE PROVIDERS TO RENDER RECRUITMENT
SERVICES TO THE PUBLIC INVESTMENT CORPORATION (PIC)
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Public Investment Corporation has an approved panel of
recruitment service providers. In order to update the panel with
suitable recruitment agencies you are invited to submit proposals
for the following categories:

Recruitment for Properties Specialists

Recruitment for Investment Specialists

Bid documents to be completed are attached. The panel will be
valid until 30 April 2016.

Closing date for submission of proposals is: 20 March 2014 at
11:00



f

PUBLIC INVESTMENT CORPORATION LIMITED

BBBEE: Broad Based Black Economic Empowarment
PIC: Public Investment Corporation Limited.

SMME: Small, Medium and Micro Entepnses.

VAT: Value-Added Tax.
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31

3.2

34

REQUIREMENT DESCRIPTION

The PIC invites proposals from suitably qualified mstitutions or individuals to be placed on the Panel of

Recruitment Agendies to assist the Human Resources Division of the PIC.

ELIGIBILITY AND CONTRACT LANGUAGE

The language of the bid procedures and of the contract is English.

CLOSING DATE AND ADDRESS FOR THE SUBMISSION OF BIDS

331  The dosing date for the submission of bidders is 20 March 2014 at 11:00.

332  Bids should be deposited into the bidder box at:
Public Investment Corporation
Block C, Riverwalk office Park
41 Matroosberg Road, Ashiea Gardens
Extension 6, Menio Park
Pretoria

333  Bids recelived after the deadiine stipulated above shall not be considered. Bidders should
note that the closing time ehall be strictly adhered to.

334  Submissions of bids via e-mall, registered mail facsimile or Intemet is not allowed and will not be
considered.

CONTENTS OF THE BID

34.1 The Bidder shall submit all of the following documents, duly completed and signed as necessary:
35.1.1 A covering letter on the fim's headed notepaper and signed by a senior pariner;
36.1.2 Declaration of Interest-Annexure A,
3.6.1.3 BBBEE Questionniare
3614 This bid document completed where requlred with each ggg initigtied gy the Bidder,

08 0 S S yd in the
3615 A copy of the organisational profile showing services or products sold by the Bidder and other

business information;
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36.16 A tax clearance certificate issued by the South African Revenue Service (SARS), indicaling that
all applicable taxes have been paid by the Bidder or that satisfactory arrangements have been
made with the SARS;

a7 PLACE OF SERVICE DELIVERY
37.1  The Service Provider shall render the services in Pretoria/ Sandton/ Dutban and Cape Town.

3.8 SERVICE LEVEL AGREEMENT OR CONTRACT
38.1  Aservice level agresment will be signed between the PIC and successiul company/companies.

39  PRICING OF BIDDERS AND CURRENCY OF PAYMENT

38.1  Prices offered shall be inclusive of all costs related o the provision of the services.
392  Bid prices must be expressed in South African Rand (ZAR).

393 Al payments to Service Providers shall be made in Rands for services rendered in the Repubtic
of South Africa,

3.10 BID GUARANTEE
No bidder guarantee is required under this contract.

3.11 NUMBER OF ORIGINALS AND COPIES AND SIGNING OF BIDDERS
3.11.1  Bids should be submitted in one sealed envelope bearing the bidder number.

3112 The name and address of the Bidder SHOULD NOT BE mentioned on the envelope.

3113  Bids shall submit the original signed bid and 5 (five) signed copies, each bearing the word
"COPY". in addition, the Bidder shall initial each page of the original.

3.11.4  The complete bid shall be without afterations, interlineations or erasures, except those to accord
with instructions Issued by the PIC, or necessary to comect emors mads by the Bidder.
Alterations and comrections shal be initialed by the person or persons signing the bid.

3.12 WITHDRAWALS AND AMENDMENTS

3.121  Any Bidder may modify or withdraw hister bid before the closing date, provided that wniten
notice of such modification or withdrawal is received by the PIC 5 (five) days prior to the closing
date. This written notice shall be sent by either parsonal deivery or by registered mail.

3.122  The Bidder is responsible for the choice of means of sending. Modifications or withdrawals of
bidders submitted by e-mail, facsimite or Interet will not be accepted.



+

PUBLIC INVESTMENT CORPORATION

3.13

3.14

3.15

3.16

3.17

3123 Withdrawals will be unconditional and will end further participation in the bid process.

3124 The Bidder shall submit the ofiginal signed amendment(s) or withdrawal and 5 (FIVE) signed
copies, each bearing the word “COPY". in additon the Bidder shall inial each page of the
original amendment(s) or withdrawal.

3125 The amendment(s) or withdrawal should be submitted in a sealed envelope, bearing the address
given in the Notice of Invitation to Bid, the project number PIC002/12 (only in case of
amendment) the name and address of the Bidder who is submilting the amendment{s) or
withdrawal and the words: "AMENDMENT TO (WITHDRAWAL OF) ORIGINAL BID; NOT TO BE
OPENED BEFORE THE BIDDER OPENING SESSION".

3126 Except for specific corrections made at the PIC's request by virtue of the present Instructions,
bidders cannot be amended after the closing date.

3427 No bidder may be withdrawn in the interval between the closing date and the expiration of the
pesiod of bidder validity.

FORMALITIES FOR THE RECEIPT OF BID

3131 The person authorized by the Bidder or by hisher agent lo forward the offer by personal defivery
shall receive a notice of receipt indicating the date and time of receipt of the envelape.

BID VALIDITY PERIOD
3141 Bid shall remain bound by their bidders for a period of 90 days from the closing date of this bid.

3142 Any changes to a bid during this period shall disqualify the Bid concerned, unless such
amendments conform to the present Instructions to Bidders.

Any attempt by a Bidder to influence the PIC in the process of examination,
clarification, evaluation and comparison of bidders, and in decisions conceming the
award of the contract, shall resuit in the rejection of his/her bidder.

PIC will disqualify any bidder if any information submitted proofed to be false.

EVALUATION OF BIDS

3171 To facilitate the examination, evaiuation and comparison of bidders, the PIC may ask each
Biddder individually for clarification of his/aer bidder, including breakdowns of prices.

3172 No change in the price or substance of the bid shal be sought, offered or permitied except as
required to confirm the correction of arithmetic errors discovered by the PIC during the evaluation
of bidders.
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3.18

3.19

3.20

4.1

43

44

31.7.4 Al bidders are required to be members of APSO and abide by the rules and regulations of
APSO. Membership certificates must accompany the bidder documentation.

3.1.7.5  Bids will be evaluated within 60 days of the closing date of the bidder.

NOTIFICATION OF THE AWARD
Bidder shall be notified in writing of their inclusion on the contract.

COMMUNICATIONS TO UNSUCCESSFUL BIDDER
The PIC shall inform the unsuccessful Bidders in writing that their bidders have not been accepted.

BID EXPENSES

The Bidder shall bear all costs associated with the preparation and submission, modification or withdrawal
of hisfer bidder.

PAYMENTS

Payments due under the contract shall be made by electronic funds transfer within 30 days from receipt of a
corect and valid Invoice.

TAX CLEARANCE

The taes of the successful bidder must be in order, or that safisfactory arrangements have been made
with the Receiver of Revenue to meet hister tax obligations. The non submission of a tax clearance
certificate will render a tender nul and void.

BBBEE CERTIFICATES

Al bidders are required to submit or altached their BBBEE certificatos issued by a SANAS accredited BEE
Verification agency

APSO MEMBERSHIP

Al bidders are required to be members of APSO and abide by the rules and regulations of APSO.
Membership certificates must accompany or be attached to the tender documentation.

5. EVALUATION CRITERIA
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Phase 1

o Evaluation will be done in accordance with preferential procurement act and regulations issued in

June 2011

e  Compliance to minimum requirements

e Compliance with the technical specifications;
o PPPFA: 80/20

Phase 2

o  Technical Evaluation
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Phase 3: 80/20

Number of
BBBEE Status Level Contributor | points 80/20
1 20
2 18
3 16
4 12
5 8
6 6
7 4
8 2
Non-Compliant Contributor ¢]

Eambidderwﬁlbeevaiuatadacoommgtomeevaluaﬁonaiteﬁaaspublished.Somefacto:stobekeptinnﬁnd:
§ Pn‘cewiﬂnotbepanofmeawardingasmepﬁoesarepresaibedinpar.Bofthescopeoannder.
ﬂwfaﬂmﬁ!gmighﬁngsshaﬂapplymmeevatuaﬁonofbiddem:



1.1,

12.

13.

14.

15.

SCOPE
OVERVIEW OF THE TENDER

The PIC inviles proposais from suitably qualified tnsiituions or indivduals %0 be placed on the Panel of
Recruitment Agencies to assist the Human Resources Division of the PIC.

Cumently and in a foreseeable future PIC will have number of vacancies, both operational and investment that
needs to be filled.

Due to the volume of vacancies in our recruitment strategy, it is necessary to appoint service providers to assist
the HR division in the execufion of our strategy.

Number of the recruitment agencies will be fimited to eighteen (18) recruitment agencies one for each specialised
required area and two head-hunters.

Successful service providers will be on our preferred list for a period of three years, if they apply to the annual
terms and conditions set out by the PIC.

AREAS OF EXPERTISE

Applicants may apply for appointment to provide services in one or more of the following areas of experiise:
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SCOPE OF WORK

3t In terms of the temporary placement of employees Itls required that a bidder
mmmwmmcmcwammmw
as the need arise.

312 Interms of the permanent placement of employees, the following is required:
3.1.2.1. RECRUITMENT ADVERTISING SERVICES

The advertising of vacant positions from PIC
The updated job criteria and relevant job specifications must be obtained from the HR divisien, and
only those specifications may be used when advertising.

° Addiﬁonalooment,whambymePlCaimsloamactMghmﬁbarsldﬂs.nmslbemudedmme
advertisement subsequent to approval by the PIC.

»  The type of media used for advertising, the placement of advertisements and the closing dates for
applications must be approved by the PIC.

o TheappoinhdseMcepmﬁdeerlberespasiblefamﬁxgadveﬁdngsp&cehﬂwme&a
required by the PIC, the timely placement of advertisements and the quality of advertisements.

*» The appointed service provider will be responsible for entering into service agreements with the
approved media companies and the PIC will not be one of the contracting parties, nor have any
liability towards these companies

3.1.22. RESPONSE HANDLING SERVICES

e The appointed service provider must manage the responses received, including acknowledging the
receipt of applicants and notifying unsuccesstul applicants;

» A detailed report must be provided to the PIC on all the responses received, which includes the
applicant's particulars, qualifications, gender, race and relevant experience.

3.1.2.3. SCREENING SERVICES
The appointed service provider must screen the candidates as follows:

 Eliminate candidates that do not mest the minimum requirements

o Determine the suitability of other candidates on the Job requirements and competencies.

* A detailed report must be provided lo the PIC on the screening methodology followed, candidate
elimination and reasons for elimination.

3.1.2.4 CRIMINAL, CREDIT AND REFERENCE CHECKING SERVICES

Al candidates being referred to the PIC for an interview, must be requested to complete a consent
form, permilting the appointed service provider to verify their qualifications, criminal background,
credit record, identity and employment record prior to appointment;

Al candidates being referred to the PIC for an interview, must be required to provide the names
and contact details of at least two referees at companies where they had most recently been
employed;



o  The appointed service provider must perform the following checks prior to refering a candidate for
an interview:

% Verilying previous employment and performance with previous employers and referees

e Other checks (e.9. quatifications, criminal, ID and Cradit) wit onty be pertarmed on candidates
shortiisted for second interviews or psychometric tests.

3.1.2.4.1 DECLARATION OF INTEREST

o  Should there be conflict of interest from the candidates towards PIC {e.g, relative, interview panel
member) candidates should notify the agency who will in tumn netify the HR department.

3.1.2.5 INTERVIEWING SERVICES
Agencies

e The appointed service provider must manage the interview schedule where candidates atiend
interviews conducted by the PIC

¢ The PIC is responsible for the appoinbment of a selection panel
The preliminary individual candidate report for each interview must be submitted to panel members
prior to the main interviews.

Headhunters

In terms of the headhunting/targeted selection of employees, the following is
required: Al of the requirements as indicated in paragraph 3.1.3.2 above, as well as the following:

o  Awilten candidate profile must be provided to the PIC, in respect of each search position, prior to
embarking on a headhunting/search exercise. To ensure that there is an understanding of the PIC’s
requirements;

The database/mhetwork origin of the sourced candidate must be specified

If the exercise induces research activities and sources must be specified and timeframes provided
The various stages of the search must be specified and timeframes provided; and

The earliest date by which candidates can be placed must be specified.

4. SEARCH PERIOD

4.1 For normal recruitment agencies, it will be required from them to provide the HR department
with CV's of suitable candidates within a week after receiving the job spec.

411  For headhunters, it will be required from them to provide the HR department with CV's of
suitable candidates within two weeks after receiving the brief from the department.

4.2, FEEDBACK

421, | will be required that feedback be only given 'o the Human Resource Business Pariner and
not the Line Manager.

422 In case where the Human Resource Business Pariner is not avalable for any reason
feedback should be given lo any member of the HR team.

RLCRUITMENT TENDI R 14



5. TERMS AND CONDITIONS OF THE PROPOSED CONTRACT

The following terms and conditions will be included in the Contract concluded with the successful service
provider:

51. amm.mmmmmmm-m\meﬁmmolmms
Recruitment, Selection and Placement Policy and Procedures,

5.2 A candidate that is sourced by way of headhunting o a targeted search may only be
sourced from the service provider’s own database and natwork

53. Candidates sourced from the PIC's database or network; will not be regarded as
headhunted or searched candidates and consaquently only a handling fee will be paid
to the service provider, should it be required that they have any interaction with them.

54. Internal candidates will not be deemed as headhunted.
55. Noservioepmvidershaﬂbepaidanmiﬁal, non-refundable retainer fee.
6. Fees.

6.1 PIC undertakes to pay the service provider the following fees in respect of all services
which had been rendered. The following fees will be paid:

¢ Pemanent placement fee is 15% based on annual Total Cost to Company

*  Headhunting placement fee is 20% based on annual Total Cost to Company

¢ Headhunting handiing fee is 2% based on annual Total Cost to Company

6.2. Placements guarantee period

6.2.1.  The service provider must provide a guarantee in the event that placed
candidates are dismissed from the PIC on account of incompetence during the guarantee
period, or if placed candidates resign within the first three (3) months of being employed (for
recruitment agencies) and six (6) months of being employed (for headhunting) at the PIC. If
the service provider is unable to find a suitable replacement, a credit note should be issued In
favour of the PIC against the next placement made by the service provider.

6.3 Exclusions
6.3.1. The above guarantee period will not apply under the following circumstances:

e Due to death of candidate
o Due to operational reasons

RECRUITMENT TENDI:R 15



2.
22
23
24
25
28
26.1

SBD 4

DECLARATION OF INTEREST

Any tegal person, including parsons employed by the state?, or parsons having & kinehip with persons employed
by the state, including a blood relationship, may make an offer or cffers in terms of this invitation to bid (includes
a price quotation, advertised competitive bid, fimited bid or proposal). In view of possible allegations of
favouritism, should the resulting bid, or part thereof, be awarded to persons employed by the state, or to
persons connected with or related to them, it is required that the bidder or hisher authorised representative
declare hisher position in relation to the evaluating/adjudicating authority where-

- the bidder is employed by the state; and/or

. the legal person on whose behalf the bidding document is signed, has a refationship with persons/a
person who arelis involved in the evaluation and or adjudication of the bid(s}, or where it is known that
such a relationship exists between the person or persons for or on whose behalf the declarant acts and
persons who are involved with the evaluation and or adjudication of the bid.

In order to give effect to the above, the following questionnaire must be completed and submitted with
the bid.

Full Name of bidder or his or her representalive: ............cceceeinererienierecsinrsessensnsnness cemesirsanen
Identity NUMDEE: ...connnivnrercimcmsmernrnistarssnsnenss SR ——

Position occupied in the Company (director, trustee, shareholder): ..........ccovvivencrensenescencsenes
Company Registraion NUMDEE: ..........c.ccnireiiinnininisiiinssiisemansinnsinsssesiasssssans cassnsn saseinenesss
Tax Fference NUMDER .....c.cccocveereniecsiininsmsmsssissssssssssssmsastsnssissasssssssassssavassossstonserastonsoresases
VAT Registration NUMDOF .......coccoviimnieninecininesmsisennsssmmmissmasensesinmsssssnsssssssossssssass

The names of all direclors / trustees / shareholders / members, their individual identity numbers, tax reference
numbers and, if applicable, employee / persal numbers must be indicated in paragraph 3 below.
Slate” means -
(a) any national or provincial department, national or provincial public entity or constitutional institution within
the meaning of the Public Finance Management Act, 1999 (Act No. 1 of 1999);
(b) any municipality or municipal entity;
(c) provincial legislature;
(d) nationat Assembly or the national Council of provinces; or
(e) Parliament.

*Shareholder” means a person who owns shares in the company and s actively invalved in the management of the
enterprige or business and exercises control over the enlerprise.

214

27 Are you or any person connected with the bidder YES/NO
presently employed by the state?

If so, furnish the following particulars:

Name of person / director / trustee / shareholder/ member:
Name of state institution at which you or the person

RECRUITMENT TENDER 16



connected to the bidder is employed:
Positon occupied in the state instiuion: U

Any other particulars:

............
.......................................................................

.......................................................................

272 Ifyou are presently employed by the state, did you obtain YES/NO
the appropriate authority to undertake remunerative
work outside empioyment in the public sector?

2721 Ifyes, did you attached proof of such authority to the bid YES/NO
document?

Note: Failure to submit of such ity, where
icable, ma in the disqualification of the bid.

2722  Ifno, fumish reasons for non-submission of such proof:

............................................................................
..............................................................................

.............................................................................

28  Did you or your spouse, or any of the company's directors / YES/NO
trustees / shareholders / members or their spouses conduct
business with the state in the previous twelve months?

28.1 I so, fumish particulars:

----------------------------------------------------------------------------

-----------------------------------------------------------------------------

----------------------------------------------

29 Do you, or any person connected with the bidder, have YES/NO
any relationship (family, friend, other) with a person
employed by the state and who may be involved with
the evaluation and or adjudication of this bid?
2.9.1f so, fumish particulars.

........................... . esessvans

........................................................................

........................................................................

210 Are you, or any person connected with the bidder, YES/NO
aware of any relationship (family, friend, other) between
any other bidder and any person employad by the state
who may be involved with the evaluation and or adjudication
of this bid?

2.10.1 1fs0, fumish particulars.

.......................................................................
...............................................................

....................................................................

RECRUITMENT TENDI:R 17



211 Do you or any of the directors / trustees / shareholders / members ~ YES/NO
of the company have any interest in any other related companies
whether or not they are bidding for this contract?

2.11.1 W so, fumish particulars:

pogos i erviapieaisisepianigegerergess-esseciiope sessssgetapse

......................................................................................

Full Identity Personal State
Name umber Tax Employee
Reference Number /
Number Persal
Number

RECRUITMENT TE NDER 18




I, THE UNDERSIGNED (NAME)

---------------------------------------------------------------------------------

CERTIFY THAT THE INFORMATION FURNISHED IN PARAGRAPHS 2 and 3 ABOVE IS CORRECT
1 ACCEPT THAT THE STATE MAY REIECT THE BID OR ACT AGAINST ME IN TERMS OF

.........................................................................................

...........................................................................................

COMPANY INFORMATION REQUIRED:
Please complete the following questionnaire:

Company Name:

L J

Other Trading Names:

L ]

Type of Organization: (Public Company (‘Limited’), Private Company ((Pty) Ltd"), Close
LCorz:'arations (‘cc)

—

Physical and Postal Address of the Company:

Postal Code: Postal Code:

RECRUITMENT TENDER



CONTACT DETAILS

Contact person:

Position:

Tel:

Fax:

Cell:

Email:

Alternative contact person:

OTHER INFORMATION:

Average no. of employees:

Average annual tumover:

Type of Enterprise: (e.g. Generic,
Qualifying small enterprise,
Exempted Micro Enterprise)

Industry in which the entity
operates:

Banker:

Auditor:

Year of Establishment:

Registration number of entity:

Sector:

Cancelled cheque or letter from bank with bank stamp must be submitted.

Business Details:

Tax Registration Details:

Income Tax Reference Number:

VAT Registration Number:

PAYE Reg_istmtion Number:

List of Shareholders:

Name

ID No SA Citizen

Race

Gender

% Share
holding

RECRUITMENT TENDER
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Certified copies of ID documentation must be submitted

B-BBEE (Broad-based Black Economic Empowerment) Status Details:
Flease tick the relevant box(es):

STATUS INDICATION

The company has been
independently verified
(assessed / rated / certified)
(e.g. Empowerdex B-BBEE
Verification)

Please submit the B-BBEE
verification certificate.

The company is in the process
of being verified. Please
submit letter from verification
agency.

(ie. verification 1o be
completed within a maximum
of 2 months)

DECLARATION:

Name:

Designation:

RECRUITMENT TENDI.R



1 This Standard Bidding Document must form part of all bids invited.

2 It serves as a declaration to be used by institutions in ensuring that when goods and services are
being procured, all reasonable steps are taken to combat the abuse of the supply chain management
system.

3 The bid of any bidder may be disregarded if that bidder, or any of its directors have-

a. abused the institution's supply chain management system:
b. committed fraud or any other improper conduct in relation to such system: or
c. failed to perform on any previous contract,

4 In order to give effect to the above, the following questionnaire must be completed and
submitted with the bid.

4.1 | 1sthe bidder or any of its directors listed Yes No

on the National Treasury’s database as O O
companies or persons prohibited from
doing business with the public sector?
(Companies or persons who are listed
on this database were informed in
wtiting of this restriction by the
National Treasury after the audi
alteram partem rule was applied).

4.1.1 If so, furnish particulars:

42 Is the bidder or any Yes No
of its directors listed [l O
on the Register for
Tender Defanlters in
terms of section 29 of
the Prevention and
Combating of
Corrupt Activities
Act (No 12 of 2004)?

To access this Register enter the

National Treasury’s  website,

click on the
icon  “Register for  Tender

Defaulters” or submit your written

request for a hard copy of the

Register to facsimile number (012)

3265445.

42.1 If so, furnish particulars:

RECRUITMENT TENDER 22



. ? BLIC iINvESTAES T | Was the bidder or any of its directors Yes No

convicted by a court of law (including g O
a court outside of the Republic of
South Africa) for fraud or corruption
during the past five years?

4.3.1 If so, furnish particulars:

——

4.4 | Was any contract between the bidder i Yes |
and any organ of state terminated l |

during the past five years on account of I

failure to perform on or comply with

the contract? | '

| Dz

{
44.1 If so, furnish particulars.

CERTIFICATION

I! m UNDERSIGNE‘) ‘FIILL NAME ontcnnonnc'nooo"o'onnonvo-"onn-onvononon

CERTIFY THAT THE INFORMATION FURNISHED ON THIS DECLARATION FORM IS TRUE
AND CORRECT,

I ACCEPT THAT, IN ADDITION TO CANCELLATION OF A CONTRACT, ACTIONMAY BE
TAKEN AGAINST ME SHOULD THIS DECLARATION PROVE TO BE FALSE.

------ 4ovacsvssesscnesenassnrsne

Signature Date

Name of Bidder

RECRUITMENT TENDLR 23







