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1. INTRODUCTION AND COLWRSE OVERVIEW

Contracts awarded through tenderimgpresentbillions of randn newbusiness every year.

Tenders a& an excellent source of incomeyt can be a minefield to negotiate because requirements
differ betweenprivate companiesind government sectors.

Getting the process right not only saves time and effort but has the potential to set up lucrative
income streams.Many suppliers or potentiadbnderersgreet the arrival of an invitation to tender
with feelings close to panic. The besttidote is to prepae your tendemethodically.

The prime function of a tenderan be seen from the standpoint of the contractor as winning business
GKNRdzZAK I O2YLISGAGAGS NI A LB imadtanit@revieiydur @ridarSy i Q a
FNRY GKS Oftive.STyidicieat sdiddiptheld8rPetition and judges thersiths of each

competitor. A tendethat shares identity and understanding of the client is more likely to succeed.

The tendethas to prove to the client that the compatgnderingtook the cliei Q& NXIj dzA NB Y Sy
interpreted them accurately, and developed ttender specifically for the opportunity with care in
preparation. Patchingenderstogether with copy and paste commands can be dangerous.

Overselling or inflating theenderwith unrealizdle promises will catch up with you!
The client will consider the followinguestions when inviting tenderets tender:

1. Value for money, our existing suppliers or new ones?

2. Will a change of contractors bring practical benefits in terms of sequedity and
deliverables?

3. Will we enjoy a more constructive working relationship with new contractors?

Your most valuable weapon and your strongest marketing tool is your performance record on current
and past contracts for the client and others. Youack record is imperative. Include up to date
testimonials from your current clients wheanderingfor a new client. Your tender document has to
prove that you are the frontunner in terms of dependability of your contract management and
technical expdise. There is a consensus among evaluators thatehdersmost likely to win are

those prepared concise, with substance and according to the brief and request.

If you have built a good relationship with your existing clients, delivered on brief, dgetband on

time every time, earned their trust, you should get an early lead into opportunities while they are in
the process of being defined. You may even be afforded the opportunity to assist them develop their
ideas abouthe work and to the shape thtenderspecification. This could be regarded as an
investment in your customer relationship.

INTRODUCTION AND COURSE OVERVIEW -
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In order to tender successfully one must have an understanding of the tender process. In this course
we are going to look at public tendering which has form fasis how most of the larger private
enterprises operates.

This Student Workbook sets out the key concepts and principles of good procurement and is intended
for everyone involved in tendering.

Before we look at the tendering process lets evaluag Business Process within which the tendering
process operates:

The Busmess Model

Who are your What is your Value How will you Organise What Returns can you
customers? Proposition to them? yourself to deliver it? expect from your Efforts?

MARKETS

SEGMENTS PRODUCTS MISSION VALUE

CUSTOMERS il SERVICES - VISTON . PROFITABILITY
NEEDS

\/

Defined Target Your Differentiated Your Business Business Results / Financial
Markets and Value Proposition Structure and
Customers Processes

FEEDBACK

INTRODUCTION AND COURSE OVERVIEW -



a Copyright 2016 Successful Tendering

DRIVING  ;orenmaL entranTs
FORCES ]

Threat of new
entranis

Ba ining INDUSTRY
power
SIIppliEIS COMPETITORS p::’e r's
SUPPLIERS C/ BUYERS

RIVALRY AMONG
EXISTING FIRMS

Threat of substitute
Products or Services

SUBSTITUTES

1.1 Definition of Tendering
28 Ydzal FTANBG dzy RSNEGIYR 6KIFd Aa YSHyd o8

=
(0p))

Y R

G¢CSYRSNAY3IE Aa GKS GSN)Y dza SR gt Grganidatiodsdaatarg Sa a 2
required by &w, and also to satisfied shahmlders, to call for public responses to meet their
organisational requirements.

Originoftheterm¢5 A OG A2y I NAS&a SELX Ay (KS SdGeéevzftz23e | a
YSIya aiG2 2FFSNE

G ¢ Sy R SsNde slcguisition of goods and/or services at the best possible total cost of ownership, in
the right quantity and quality, at the right time, the right place and from the right source for the

direct benefit or use of corporations, or individuals, generally via a contract. Simple procurement may
involve nothing more than repeat purchasing. Complex procurement could involve finding long term
partners¢ or even 'cedestiny' suppliers that might fundamentally commit one organization to

another.

The origin of the tender process lies in the legislation that prescribes those organisations that are
required to request tenders. Knowing who is requirede¢quest tenders will enable you to look for
tenders in the right place

According to legislation contained in tieeferential Procurement Regulations, 2p0@torgan of state
is required to request tenders before procuring products or services.

INTRODUCTION AND COURSE OVERVIEW -
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InthS NI 3 dzf I § Ag2ngads adwiittBn/oRed dtFendein a prescribed or stipulated form in
response to an invitation by an organ of state for the provision of services or goods.

An organ of state is defined as follows in the Preferential Procureielity Framework Act, 2000:
A A national or provincial department as defined in the Public Finance Management Act, 1999
(Act No. 1 of 1999)

A A municipality as contemplated in the Constitution

A A constitutional institution defined in the Public Finance Magragnt Act, 1999 (Act No. 1 of
1999)

A Parliament

>\

Provincial legislature

Alye 20KSNI AyalAadadziazy 2N OFGiS32NeE 2F Ayalad
section 239 of the Constitution and recognised by the Minister by notice in the Government
Gazette as an institution or category of institutions to whicis tAct applies.

1.2 Needs: The Drive of the Process

The two major roleplayers in the above definition are:

1.2.1 The Tenderer

This refers to the company (business) offering products or services in response to a call made by an
organisation which is required to call for the tender.

1.2.2 The Requester
The organisation calling for a tender or tenders to be submitted is referred toeatjuester.

However, there are other less obvious role players with their own specific needs and requirements as
well; namely:

External customers
Management
Employees
Shareholders
Society

> I v > D
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The following diagram illustrates their needs:

External customers
want their Employees want
requirements met job security and
and value for fair remuneration
money

Society wants the

Shareholders want legal requirements
profit and long- and good business

ethics to be

Tender adhered to
Process

term business
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2.1 Definitions

b¢{l 9 ¢9bB9WLbD t wh

dhLSy G§SYRSNH:E

Open calls for tenders, also called advertised tenders, are open to all
vendors or contractors who can guarantee performance

A VPN

AawSadiNAROGSR (S

Restricted calls for tenders, also called invitedders, prequalified, short
listed, or selective tenders, are only open to selectedqualified vendors
and contractors

a{dFr4dSyYSyia 27F

A document used in the systems development life cycle. An organisatiol
desiring to have work done (i.the prospective customer) produces an S(
as part of a request for proposals. Software vendors or service compani
(prospective contractors) respond with proposals. The SOW specifies
requirements at a very high level. Detailed requirements and pricing are
usually specified at a later stage

a{O02LS 2F 22N]

Work to be done in detail and the exact nature of the work to be done. T
real importance of this underestimated aspect will be discussed in more
detail.

a[ 20 GA2y 2F 2

Specifies the location wine the work is to be performed and where peopl
will meet to perform the work

Gt SNA2R 2F t SN

Specifies the allowable time for projects, such as start and finish time,
number of hours that can be billed per week or month, where work is to
performed and anything else that relates to scheduling

455t AOSNI of S

Lists the specific deliverables, describing what is due and when

a
a! LILX AOlFo6ftS {0

Any industry specific standards that need to be adhered to in fulfilling thi
contract

a! OOSLII I yOS [/ N|

Specifies how the buyer or receiver of goods will determine if the produg
service is acceptable, what criteria will be used to state that the work is
acceptable

G{ LISOAL Tt wSljdz

Specifies any special hardware or softwapeaalised workforce
requirements, such as degrees or certifications for personnel, travel
requirements, and anything else not covered in the contract specifics

w»
Qax
[N

awSldz F2NJt

An invitation for suppliers, often throughtanderingprocess, ® submit a
proposal in a specific commodity or servicdeAderingprocess is one of
GKS 060Said YSiK2Ra F2NJ t SOSNI IAy3
purchasing power with suppliers.

PS: RFP is sometimes used for a Request for Pricing

GwS |l dz& &R (F 2AINI2

Used where discussions aren't required wigmderers(mainly when the
specifications of a product or service are already known), and price is th
main or only factor in selecting the successéuiderer. RFQ may also be
used as a step i to going to a fulblown RFP to determine general price
ranges. In this scenario, products, services or suppliers may be selecte(
the RFQ results to bring in to further research in order to write a more fu
fleshed out RFP

FOUNDATIONS OF THE TENDERING PROCESS
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Proposal requested from a potential seller or a service provider to
determine what products and services are potentially available in the
marketplace to meet a buyer's needs and to know the capability of a sel
in terms of offerings and stngths of the seller. RFIs are commonly used
awSlj dzS & NX F & N2 {/ | major procurements, where a requirement could potentially be met throt
several alternate means. An RFI, hoee is not an invitation to tendeis
not binding on either the buyer or sellers, and may olymat lead to an
RFP or (RFQ)

2.2 Objectives of Tendering

Acquiring goods/services through the tender process:

>\

Ensures fairness, transparency and equity in the supply of goods or services

>\

Obtains a view of potential alternative solutions

>\

Promotes privatesector accountability / buy in

>\

Promotes the use of Highly Developing Industries in the Public Sector

>\

Discourages the use of namompetitive suppliers

>\

Promotes competition, in order to get the best price / solution

2.3 Categories of Tenders

Business activities can be divided into two broad categories napnetiucts/goodsandservices
Some activities are more product (production) orientated and others are more service (consultation,
advice etc.) orientated.

It is important to distinguish® S G KSNJ I O2YLIl yeQa odzaAySaa I OlAd)
orientated. When looking at tender requests one also needs to understand if the type of product called
for is service or product related; for exampl@&gineering and construction ually need a combination

of goods and services, including building and engineering infrastructure, arranged for the development
and provision of an asset or refurbishment of an existing asset.

It is important to understand that even if you are a small bass and can only supply your service or
goods on a small scale there are opportunities for you to tender to various companies and
administrations.

Tenders are requested by National government departments, Provincial government departments, the
roughly 60 municipalities, as well as big companies, and now also medium to smaller organizations, in
the private sector.

This is a lucrative form of gaining business but you have to:

A Get to know and understand the company or administration you want to tender for. For
instance, what does your local municipality normally put out to tender and how often?

FOUNDATIONS OF THE TENDERING PROCESS -
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A Itis all about relationships. Get to know the people who do the buying or procureme

A If you can, seek an interview with the buyer to find out what he/she needs and whether you
can offer it. Remember that you can also get potential business by quoting if the amount is
below a certain threshold.

A In order to tender, you usually have tomplete a tender document. This document contains
the terms and conditions of the tender. If you build good relationships the buyer or procurer
may also be willing to give advice on how to fill in the tender document. If necegsargan
even ask a lawar to help you understand it. It is important to note that tender requests have
closing dates and you can either miss the deadline or there may be penalties for late delivery.

2.4 Tendering for Government

In order to ensure that your company can be contaate@pproached for quotations you must apply

to be listed on the database of approved suppliers for those organisations that you wish to target for
business. Each individual organ of state will have its own database maintained by its procurement
department.These departments can be contacted directly for more details.

¢CKS FANRG 2NJ LINAYFNEB adSLI Aa GKS GdKNBS ljdzzdl i
submit written quotations and one of the quotations is accepted, based mainly on price.

This method can however only be used for purchases below a particular threshold and in case or
specialized and technical gooddurchases above the threshold need to be obtained through the

tender process. The amount in question is stipulated withinbidBol YA & G A2y Qa AYRA JA
policy. This in turn has to comply with preferential procurement legislation.

2.5 Standard Conditions of Tender

The following is a summary of the standard conditions of any tender, which will be discussed in more
detail aswe go along:

1. General

1. Actions

2. Interpretation

3. Communication

4, ¢KS /2YLIl yeQa NAIKGA (G2 FOOSLII 2N NB2SOG |y

2. ¢CSYRSNEBENRAa hofA3drGA2ya

1. Eligibility 7. Acknowledge receipt

2. Cost of tendering 8. Insurance

3. Check documents 9. Pricing the tender

4. Confidentiality and copyright 10. Alterations to documents
documents 11. Alternative tenders

5. Standardised specifications anther 12. Submitting a tender
publications 13.Closing time

6. Site visit and/or clarification meeting 14. Seek clarification

FOUNDATIONS OREFTENDERING PROCESS -
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3. Tender validity

1. Clarification of tender after subission
2. Submit bonds, policies etc.
3. Fulfil BBBEE requirements

4. ¢KS /2YLIlyeQa ! YRSNIF{Ay3

=

Respond to clarification
Issue addenda

Return late tenders
Tender opening
Two-envelope system
Non-disclosure
Grounds for rejection
Disqualification

Test forresponsiveness
10 Non-responsive tenders

©OoNOOhwWwN

2.6 Problems with Tendering

11. Arithmetical errors

12.Evaluating the tender

13. Clarification of a tender

14. Acceptance of tender

15. Notice to unsuccessful tenderers
16.Prepare contract documents
17.1ssue final contract

18. Sign form of agreement

19./ 2 YL SGS | de@rdeRA OF
20.Provide copies of the contract

Unfortunately, in spite of the aim to be totally transparent, many tenderers or potential tenderers still
report the following problems with the tendering process:

> > > > > >

understand

Tender documentseemO 2 Y LJ A Ol

GSR G2 ayvYlrttSNI {aa9Qaod
Perceived lack of transparency in award process

Little or poor interaction between procurement units and prospective tenderers

Various public sector procurement units use different tender documentation

Tender information dog not reach emerging businesses

Language, jargon, legalese, technical language. Also, often poorly written and difficult to
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3.1 The Process

The organisation (requester) who is requesting a tender usually goes through a propesgsasing a
tender requestto obtain the service or product they require. The next phase is the notification/
publishing the availability of a tender. This phase entails the publication of a notice declaring the
availability of tender documentatioinstructions on how to gain access to the tender document(s) are
described in the tender notice. In this way, the organisation is able to keep track of the companies
requesting the document, the number of documents released and thus the number of expected
responses.

Once the prospective tenderer has noted the availability of a tender and habiiagned the tender
documentthe next phase is tprepare and submit a respons&hich is the actual tender.
Anadjudication panelis usually set up to evaluatedhresponses received and to allocate points
against listed criteria.

Asupplier is selectedbased on the results of the adjudication. It may happen that more than one
potential supplier is identified, in which casalaort listis compiled from which aupplier is chosen.
The engagement of the approved supplier usually requiresrdract stipulating the obligations of
both parties. At this point the tenderer becomes tbentractor.

3.2 Procurement Process

/R:quirement Cycle: \

Requirement Cycle Make or Buy?
D Development of Specifications & Reguirements
Business Needs Analysis

Functional Specification
Technical Specification

Requisition Cycle

Requisition Cycle:

=

Issue of Tenders

Bargaining C\/C"e Tender Evaluations
Due Diligence
*L—I,' Bargaining Cycle
Award Cycle Negotiation
Award Cycle

=

Contracts drawn up
Contractual Cycle Contractual Cycle

\ Quality Assurance J

TENDER PROCESS -
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3.3 Approaches to the Tender Process

Direct approach from Tender Announcement
client Contract notice

v

Pre-qualification
e Contract notice
* Capability statement
I

Shortlist
\ 4
Letter or presentation Bid Specification
from consultant e |nvitation to tender
e Request for proposals
¢ Terms of reference
e Brief
* Information package
* Instructions to tenderers
P 5 Clarification Bid
procedure e Tender
* Proposal
* Application for funding
Evaluation
v v
i Negotiation
Commissioning of work
& Contract Award

TENDER PROCESS -
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Summary of a TypicalenderingProcess:

Defining the Procurement Strategy
Pre-Qualification

Inviting Tenders

Invitation to Tender

Evaluating and Refining Tenders
Awarding the Contract

Putting the Contract in Place

Contracts, Terms and Conditions

© © N o 00 bk~ wwDdPRE

Managing The Contract
10.Review and Testing
11.Feedback

3.4 Tender Requests

Remember that a distinction is made between a tender request notice and tender documentation. The
tender notice is only the first source of information encountered in the tendering prodessier
request notices are usually found in one of three places:

A Newspapers

A Tender notice boards

A Agencies supplying tendering information
A The Internet

Newspapers are a good place to start when looking for tender notices. Most newspapers have entire
sections for tender notices.

Tender notice boards are required on the premises of all organs of State. These are usually situated in
their headoffice foyer. Notice Boards must be accessible to the public during business hours. A
disadvantage is that natés are posted to be read only, without the provision of printed material that
can be taken away. You will need to make your own notes.

As in the case of most published information, the Internet is also a place where tender information can
be found. Theg are numerous Websites carrying updated tender information.

Note that many of these require a subscription:

T www.info.gov.za/documents/tenders/index.htm
i www.dailytenders.co.za

TENDER PROCESS -
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T www.joburg.org.za
T www.tendersonline.co.za
T Parastatal websites

3.5 Briefing Session

Quite often a bidding process would involve a tender briefing session or a site inspection. These
meetings are usually held for contracts that are of a high value, risky, strategic or complex allowing the
buyers to outline the important mattersAny devations that might have evolved since the issuing of

the RFP are also highlighted. The bidders also get the opportunity to inspect the services site.

Although viewed by some as a tibkx compliance, compulsory or not, it is vital for bidders to attend
tender briefing sessions. They are a valuable opportunity to get clarifications on the tender, meet the
buyer, competitors or contacts you could possibly subcontract or bid with in consortium. There have
also been instances of site inspection attendance teglseing used as a bidder shortlisting
mechanismthereby unattendance resulting in automatic disqualification.

Make the most of these meetings by:
A Ensuring that you send the right delegate. Send a representative who will be involved in the
project shoud you be awarded.

A Read and understand the tender documentation ask for clarifications if need be.

A Make sure your attendance is noted; remember to sign the attendance register and where
required get the tender documents stamped.

A Give attention to detail, pople presiding over tender briefing are most likely to be evaluating
the tender, and issues expressed at tender briefings may be considered when valuating
tenders.

>\

It is important to send the right person to these briefing sessions. Do not send soméone w
will not be involved with the preparation of the final tender document.

Important information is shared at these sessions and could be missed if not noted correctly.
Always take a notepad and pen with.
At the briefing session, have a look arounddake note of your competitors who are present.

List the companies and listen to the questions they ask.

> > > > >

Never ask questions that could expose your competitive edge in a briefing session.

Many organisations require potential tenderers to attend a caitspry briefing session, during which
the following usually happens:

A Payment is made for the tender document (if required);
Aly FTGUGSYRFYOS NBEIAAGSNI 6A0K GSYRSNBNBRQ O2yi

A Explanation of structures, technical specifications, releyaicies and tender specifics.

TENDER PROCESS -
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Thereafter all questions (telephonic omeail) are supplied to ALL attendees together with relevant
answers.

3.6 Guidelines to set you on Course

361 C20dza 2y UKS /ftASyiQa bSSRa

The prime function of a tender can be seen from thensipoint of the contractor as winning business
GKNRdzZAK | O2YLISGAGAGS NBalLkRyasS (G2 GKS Ot ASyidiQa
FNRY GKS Ot ASyidiQa LISNELISOUAOGS® C2NJ KS Oft ASydx
and reliably the contractor likely to deliver the best value and achieve the best results. Following the

Oft ASyiQa AyauNdHzOGA2ya |yR adzZJl eAy3d (GKS Ay TF2NY
of common sense; yet it is surprising how magryders fail in this respect.

¢CKS LINRPOdINBYSYyld FOUA@GAGEe Ay 6KAOK (GKS GSYRSNJI L
client who sets up the competition, invites contractors to tender and judges the strengths of each
competitor. Tothe clie®ad LINA2NAGASa> y20 GK2a$S 2F (GKS 02yl
that shares with the client an identity of understanding and commitment is more likely to succeed than
2yS LINBaSyaday3da 2yfte (GKS O2y (0N OG2NRa LRAYG 27

This is why it isssimportanttotryto gainilRS LJG K {y 26t SR3IS | 62dzi GKS Of
environment, strategies and objectives before starting to prepare the tender.
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you have the skills, resources and experience to work out the right solution, ant that the organisation
will gain unique added value and achieve its objectives best by awarding the work to you.

3.6.2 Match the Tender to the Opportunity

A key business skifl to know how to develop tenders efficiently and to communicate them
powerfully. Tenders are business documents. To succeed they need to exhibit biikiaegslities
both in the way they address the work to be done and in the way they speak to theé clie

¢tKS GSYRSNJIKIFa (G2 aK2g GKFIG GKS LISNE2Y 2N LIS2L
requirements, interpreted them accurately, developed the tender specifically for that opportunity and
exercised care in its preparation. They need to ses irwas not just patched together using cepy
and-paste commands. Some contractors seem to have a produtitierattitude to tenders. They

think they have found an easy solutiqrall which is necessary to splice anecgele the same

material, adding @aouch of local flavouring here and there.

Few contractors manage to win work by Raffartedly going through the motions of tendering. Tée

is little point in submitting a tender unless it has distinctive benefits to offer the client, and unless it is
designed to be as competitive as it can be in terms of both technical quality and value for money.
The aim should be to establish your tender with superiority, getting the content right and
communicatinghese strengthss convincingly as possible.
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3.6.3 Be honestnd realistic about what you can achieve
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rely on you to deliver what you promise, you will have your work cut out to regain their confidence.

This is amnmportant point to bear in mind when you are tendering for further work from them.
When seeking work from new clients, you are unlikely to get far if you just make generalized
assumptions about the strength of your expertise or the breadth of your expesie

3.6.4 Performancec The Essential Credential

Those who are new to proposal writing may imagine that to win a contract for repeat business from an
existing client is relatively easy. From experience, the opposite is true.

When you are defending yogosition against challengers too eager to take your place, your proposal
has to be even more combative, and this demands much more effort. It is true that you will be well
placed to put in a competent tender, the client will be familiar with your peopl your strengths,
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anyone else. Your competitors may seem to offer a fresh source of energy and ideas. Their personnel
may be just as skilled and resourcefulasirs, and if they are a younger and smaller company, they

will probably carry a lesser burden of overheads and so may be able to quote a cheaper price for the
same work.

There arghree principal questionghat a client will want to consider:

1. Who will give us better value for money our existing contractors or new ones?
2. Will a change of contractors bring practical benefitsterms of service quality and outcomes?
3. Will we enjoy a more constructive working relationshipith new contractors?

The most powrful weapon is your skills and ability to delivesind your strongest marketing tool is

your performance record on current and past contracts for the client. Initiatives launched, innovations
achieved, target met, milestones reached, outputs delivered, @bjectives secured. All these need to

be emphasised forcefully as part of the added value you bring.
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proposal has to demonstrate that you are the freminer in terms of the dependability of your
contract management as much as the primacy of your technical expertise.

3.6.5 Readability makes a Difference

A tender needs to be written in a way that conveys energy, enthusiasm and drive. It should be
interesting and easy to read. There is a consensus among evaluators that the tenders most likely to win
are those that make their case straightforwardly, concisely and vividly.

Once in a while an evaluator will be fortunate enough to come across one that is reatgralihg. It

may have an imaginative and compelling structure.
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The content must be projected in a sense of value way unmatched by any other tender. It may have an
imaginative and compelling structure, the content may project a sense of value in a waychechay

any other tender, it may have examples that bring text to life, and it may communicate an intense
commitment to the challenges of the assignment. The use of graphics may be unusually creative; it
may have a handan feel and a clear sense of hayidone the job before. All these qualities give the
tender a directness of personality that heightens its competitive impact.

3.6.6 Keep Calm and in Control

Some contractors greet the arrival of an invitation to tender with feelings of panic. This reaction is
understandable when you are faced with a complex and stressful intellectual challenge and an
unforgiving deadline, particularly if you have relatively little experience of tender writing.
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The best stresseliever is to know that you have a structures procedure in place that will enable you to
develop the tender methodically and that will quickly yield positive results.

3.6.7 Developing Skills in Tender Writing

The more experience you gamwriting tenders, the less intimidating the task seems and the easier it
becomes to find the most effective means of communicating your message. One useful route into the
process is to start by having skilled staff contribute technical input and theyaéfication of

material.

You need to identify people with the right capabilities and then help them build up a bank of skills not
just in business communication and the logistics of tender preparation, but also in the strategic aspects
of tendering:

Gauging a practicable response to the scale of contract requirements;

Analysing contract issues, options and approaches;
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Viewing the work as a service delivered to the client, not a technical exercise;

Matching work procedures with their cost implications;

Applying project management techniques in developing work programmes;

Researching markets and projects;

Understanding client needs and priorities;

Applying firsthand project experience to tender developnte

> > > > > > > > D> D

Acquiring an attitude of mind that looks into the mechanics of a project, sees what problems
might occur and how to prevent them, and builds these measures into an effective partnership
between client and contractor.
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3.6.8 Managing the Tender
Thetendermanad SNDa NRf S Kl a FADSS YIAY LINAR2NAGASAY

1. Structuring, coordinating and motivating thenderteam;

2. Driving the work forward and ensuring that input is developed on time and to the required
standard;

3. Organising the content, pres&tion and submission of theehder,

4. Applying the document management controls that are needed to poedan efficient business
offer;

5. Checking thejuality and integrity of the tendebefore its submission.
Key responsibilities the job may entail:
Organisation of tenderesponse

Ensuing compliance with client notification requirements

Compiling a checklist of the tendsubmission requirements specified by the client
Preparing a tendedevelopment worksheet based on the checklist

Developing a provisional time and resource scheduléHerdevebpment and production of
the tender

Structuring and organising the tendeevelopment team

Consultation with finance personnel on price content

Identifying the budget available for tendelevelopment

Arranging participation in client briefing miegs, if appropriate

Setting up a tendeplanning meeting.

> > > >

v v > > >

Development of the tender
A Copying client doumentation and other material to people contributing to the tengéanning
meeting
Allocating writing tasks
Devising a file management structure faput together with version control procedures
Briefing contributors on client requirements, document management and version control
protocols
Liaison with contributors on put, production, editing and tendedesign
Securing resource commitment from otheidfices, if necessary
Organising the geparation and production of tendegraphics
Arrangng a provisional schedule of tenderogress meetings, if appropriate
Monitoring the tenderbudget
Reconciling competing claims dre allocation of tenderesources
Obtaining priority for tenderctivity on computer systems and information networks
Enlisting specialist peer review input.

> > >
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Quality management
A Checking the text and graphics for consistency, both internally and with client documentation
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Ensuring that quatly review procedures are applied
Minuting, reporting and acting on tenderogress meetings
Monitoring and progresshasing the tendeprogramme
Document management and version control

Maintaining a writeprotected master text

Ensuring thatender material is securely backed up

Production and submission

> > > B

3.7

>\

3.8

Progamming the production of the tenden hard copy and electronic formats
Handing over to production unit

Organising submission of the tender

Monitoring postsubmission developments

Organising peparation for presentations or interviews, as appropriate

Scope of Services

Are the technical requirements of the work clearly defined?

Is the contract part of a continuing programme of work or service provision, or aafhce
initiative?

Will there be areven and continuous flow of activity throughout the contract or will the work
be subject to intervals and interruptions?

What data have been supplied with the tender specification, and why?

What level of professional effort will be needed to undertake tloatract? Is most of the work
routine or are there particularly demanding requirements?

Are there tasks and activities that will clearly have a decisive influence on the outcome of the
work and deserve a high priority of effort, but are given only a pgssiention in the tender
specification?

Does the specification refer to mandatory procedures, methods or standards with which
contractors must comply?

LF GKS Of ASyd AyiGSyR&a aSOSNIf O2yGNI OG2NA
arrangement for coordinating their services? Do there appear to be overlaps or gaps in their
work responsibilities?

Evaluatingwhether to submit yourTender

Before making a final decision to spend time, money and resources on a tender there are some serious
practical considerations. You must decide whether gantender orwhy you cannot tendeiThis

decision must be made after careful consideration because either way you can lose a lot of money.

Not to tender when you could have gained the business, or tdeéeand not being able to deliver can
result in serious damage to your reputation and your finances. The latter is true because once you
have been awarded a tender you enter into a legal contract with the awarding body and this usually
includes performancstandards.
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The following simple questions will point you in the right direction:

A Do you have the capital or will you be able to access the capital to invest in raw materials and
equipment you may need?

A Can you deliver by the due date?

A Can you achieve the quality standards required?

A Do you have the employees or will you be able to appoint additional competent staff once the

tender has been awarded?

A If the contract duration is long, have you taken into consideration any changes inateviah
prices that may affect your profit margins?

Having carefully studied a tender notice and assembled as much information as possible from the
notice alone, it is time to decide whether to request further information.

Answers to the following pertinent questions will assist you in deciding whether to proceed and obtain
the tender documentation or not:

A Can we do this?

A Can we do this with help?

A Are we likely to decide not to respond once more information is forthcgnfiiam the
documentation?

A How much money will be spent?

In most circumstances finding out more is the only way to make an informed decision. Finding out
more, means that the decision has not yet been made because you need more information. The tender
documentation will be obtained (this decision is made easier if the tender documentation is free).

You may still decide not to pursue the business and will suffer the loss of any expense between now
and the time of that decision.

Doing nothing is alwayan option in any decisiemaking process. What matters however is the
amount of energy spent before deciding to do nothing.

It is clear that the decision to tender must also include an objective evaluation and understanding of
the business activity levalrequired by a specific tender.

Understanding your own business activity will enable you to determine if you will be able to meet the
business activity levels required by the tender. Apart from your business activity you also need to
evaluate the internhand external factors of human resourcesgpacity that impact on a specific

tender.
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This sounds complicated but it boils down to the following:

A Are you positioned to deliver the goods with your current personnel?
A Will you be able to expand should wing a tender require that you do so?

A Will you be able to find the money, space and people to deliver the tender?

Expansion includes matters such as the financial resources, working space as well as additional skilled
personnel to deliver what is required.

Remember, failure to deliver what is required at the stated costs and within the time agreed will
probably makeyou liable for penalties in terms of the contract. Thus be sure that you understand what
is expected from you.

It is important have accesste¥l Af AT @2dzQNB &aSNAR2dzA | 62dzi R2AY
enables you to communicate effectivedpnd to receive documents in electronic format.

Hints
A Plan your tenderround the timetable the buyer gives you to make sure that you can meet all
deadlines.
A If you are not sure of anything, ask the buyer in good time. Do not miss the given deadline.

A If your tenderis unclear and the buyer asks you to explain something, you must give your
explanation by the original deadline, unless they tell you otherwise.

>\

Only tenderfor work that you are sure you can do.

>\

Always provide the information you are askied. If you cannbdo so, check whether your
tenderwill be accepted before you send it back.

Make sure you accurately answer all the questions.

Know about any qualitassurance standards that affect your industry.

Ask the buyer about any policies theyMeaon quality assurance when awarding contracts
Always include a plan for skills transfer.

Never use words / terms that are out of context of tender, e.g. Mentoring, etc.

Writing and language correct and understandable.

Explain how your solution will makiee client look good.

Expand on communication strategy and skills.

> > > > >y > > > D

Make this a team exercise.
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A Emphasise management skills, viz.:
T Management of staff
T Project Management (especially in terms of scope changes)

T Performance driven, monitoring and reporting

As a guideline, aanterprise that is ready to tendemust:

A Be aregistered business (a sole trader or partnership must be registered or licensed with the
relevant local authority, must have a bank account and must be registered with the South
African Rgenue Services with an tip-date tax clearance certificate).

Have a good banking record, credit history and relationship its suppliers and clients
Be able to deliveron time, on budget and according to specifications.

Be up to date with its taxes

Pay its bills on time.

Have the required casfiow and other resurces to complete the contract

Be able to deliver goods or services of consistent quality.

Have qualified employees.

> > B> > > > >

Already have, or be able to acquire, the right equipment, clotlaing accessories to deliver the
services/products tendered for.

>\

Have registered its employees with the Department of Labour (UIF, Skills Development Levy,
Workmen's Compensation etc.)

3.9 Joint Venturesand Partnerships

When two businesses form a joint venéuga partnership between two businesses, referred to as a JV)
they each contribute to the project and share the profit. In this way two (or more) small businesses
may be able to win a large tender that neither would have been able to take on alone.

Remenber that a JV must be in writing as part of a formal agreement and both parties must present
themselves in the documentation.

There are key guidelines to follow if you want to achieve a successful basis for Association:

1. 52y Qi KI @S Y2NB aa20AlrGSa GKIy @2tatisldl f f &
bigger than necessary to meet their requirements.

2. Choose them carefully. The need to be compatibith your approach to the tendewith the
Of A $hghageraent culture and with each other.

! Bids, Tenders and Proposals, Winning business through best prattigdjt®n by Harol Lewis
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3. ldentify the roles that each associate will play in preparingtémelerin any subsequent
negotiations and in fulfilling the contract. You need to avoid the risk.

4. Get all parties to agree on the principle of shgrthe costs ofender preparation and
negotiation and the detailed basis on which costs will be divided. Avoid unpleasant surprises.

5. Draft a letter of agreement or memorandum of understanding setting down these points as
well as defining the form of thesaociation. The agreement can be developed intooae
formal document if the tendeis successful.

6. It may takesome time to firm up the composition and structure of the association. Make sure
the people you talk to understand the need for confidentiatituring this process.

Choosing Associates

The best associates will generally be people you know or people recommended to you by reliable
contacts in your profession. An essential requirement is to have a shared understanding of
professional responsiliyi and a commitment to performance and delivery that will extend beyond the
tenderand into the contract. You need associates who are prepared to roll up their sleeves and invest
the time and effort to achieve a winning result.

Do not misuse professioheelationships by enlisting specialists and advisers into your team, using
their names to help win the contract and then pruning down their inmrtseducing their fees and
rates. Keep your associates infortnabout the progress of the tendand tell hem about the
outcome.

Keys to making the right choice of associates are:
1. Consider more than one candidate.

2. Narrow the field down to organisations with a good business reputation, recommended by
people whose honesty and impartiability you can trust.

Checkthat they satisfy any conditions for association identified in the client documentation.
Make sure you can communicate directly with the head of the organisation.

Look for openness, trustworthiness and commitment.

o g b~ w

Ask yourself which organisation offetsetstrongest prospects of performing a satisfactory role
in the contract.

7. When you have made your choice, prepare a short written agreement summarising your
understanding of the relationship.

Remember, if you are the lead contractor
youwillberespond 6t S F2NJ €2dzNJ | 8a20AF0SaQ
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On the negative sideanunwise choiceof associatecan put the entire tenderat risk:

A The people you link up with may have professional or political enmities that are unknown to
you, or may in the pastave worked unimpressively for the client.
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A They may claim an excessive proportion of the work programnaetyrio take control of the
tender.

A At the worst, they may be interested mainly in the money and want to gain the maximum fee
for the minimum work.

A They may have th leverage to undermine your tendéryou get on the wrong side of them.

>\

You may become linked to a particular firm through a previous contract relationship and then
discover they are the wrong associates for this opportunity.

3.10 Reduce the Bk of Contract Failure

When you come to write the tender, you need to be able to show the client that:

1. You have considered the risk factors on your side of the contract

2. You know how to manage these factors so as to keep the work of the contract onreduke
the cost of risk for the client and achieve optimum value for money

3. If and when problems do occur, you will act promptly and decisively to stop them getting
worse.

The way to do this is to think about contract management as a form of preventativeenance,
designed to protect the contract from situations that may damage its outcome.

Build into your management approach the controls that clients will recognise as evidence that you
understand and respect their business prioritgis particular:

A An unambiguous definition of roles and responsibilities

A A continuous process of dialogue and review, with clarlines of management
accountability and transparency in management information

>\

A price statement of the work to be achieved by each persaaged on the contract, with
targets and deadlines

>\

Monitoring of work against agreed quality, performance and delivery standards

>\

Procedures to resolve problems rapidly and effectively

>\

Prompt corrective action if the contract gets out of sync with time anddet markers

Contingency planning to secure continuity and consistency

> >

Readiness to implement changes if the course of the contract needs to be adjusted and
redirected.

It is not enough just to use these phrases. Clients want actual procedures spelt out in practical and
convincing detail. Having risk management procedures in place shows a conscientious approach to
your relationship with the client.lt is critically impatant that your tender communicates both the
mechanics of this approach and its value.
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3.11 Example of a Client Template for CV Information

Name:

Profession:

Fields of specialisation:

Proposed role / position:

Year of Birth: Years with Company: Nationality:

Key qualifications:

- give a summary of professional strengths — outlining experience, extent of
responsibilities, professional achievements, expertise in specialised fields,
knowledge of a particular technology or environment

Education and professional status:

- List professional affiliations, diplomas, degrees, scholarships, awards and

distinctions, vocational certificates, specialised courses and training.
Record of recent experience:

- In reverse chronological order, list recent experience relevant to the contract,
indicating the employment held, activities undertaken and responsibilities
fulfilled.

Computer experience: (where appropriate)

- Indicate knowledge of operating systems, applications, databases,

programming, software development and experience of a support environment.
Language ability: (where appropriate)
- Indicate grades of proficiency in speaking, reading and writing

Publications: (where appropriate)

Other categories of information relevant to specialised fields

Certification:

I, the undersigned, certify that to the best of my knowledge and belief the data given here
correctly describe me, my qualifications and my experience.

SIgNature .....oooei i DIAIE oo srcpmpmmpasmesmmmmenses

3.12 CommunicatingAdded Value

There is no purpose in submitting a tender unless it is as competitive as you can makenisimof

technical quality and value for money. You will not necessarily win just by showing that you have

sound expertise, adequate professional resources, and a solid record of experience and are competent
to provide the services the client wants. Eadlyour competitors may be able to say the same.

To defeat them on quality, your tender has to possess an extra dimension that shows insight and vision
allied to a purposeful drive and direction, a distinctive edge that sets you apart from your competitors
and represents the benefits you alone can offer the client.
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quality of service at no extra costhis is what is meant by adding value to your tender.
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Renember, it is the client not you, who decides what gives a tender added value. To get on the right
track, you have to start from an analysis of the tender documentation, looking for signals about factors
that really matter to the client.

In somecasesthe specification may make these factors explicit; in others you may have to rely on

your insight into the background of the contract. Keep in mind that one purpose of the tender process
is to see whether any of the tenderers can penetrate beneath the sudadegproduce a precisely
GFNBSGSR NBaLRyasS (G2 GKS Ot ASyidiQa NBIdZANBYSyda

When we analyse what clients generally understand by added value, we can recognise three broad
categories of value, which may be termed:

When we analyse what clients generally uretand by added value, we can recognise three broad
categories of value, which may be termed:

A Financial or equity value.
A Capacity value.
A Relationship value.

Added valuen financial terms can take several forms, for example:

A The promise of rapid religfom financial pairg measures that can quickly turn round a bad
financial situation.

A Efficiency savings and economies of scale.
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business strategy.
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An astute approach to risk management.

> >

Technical collateral, where project funding depends on an informed and independent
assessment of financial viability.

Capacity value may deriyeom factors such as:

Highlevel skills in applying specialist expertise.

Services that reinforce and extendhiouse competencies.

Measures that raise output and performance.

A perceptive understanding of market dynamics that will help clients responbange.
Resources that are focused on the front line interface with customers.

The development of opportunities to gain business advantage.

> > > > D>y D>y D> D

Programmes that have crossitting and multiplier effects over a wide sector of activity.
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A For some clients the addadhlue of a tender is measured in terms of the quality of the working
relationship that it portrays.

A The consultants they want to use are those who understand what their clients expect and know
the right things to do without having to be told, and who gmepared to put an extra effort
into the work and go that bit further to ensure a satisfactory result.

Their perception of added value may be expressed in terms of the following factors:
Transparency, authenticity and honesty.

Responsiveness and flexihilto changing requirements.

Management synergy.

Ability to exceed the minimum specification.

Readiness to share information and best practice.

> > > > > > >

An emphasis on innovation and creativitpushing boundaries forward in a way that is
informed and reliable.

>\

Thereassurance of a safe pair of hands.

>\

One of the most valuable things consultants can do is to encourage clients to ask themselves,
for example, why their business goes about its affairs in a particular way, why they take a
particular view of this or thaissue, and whether there might be a better means of achieving

their objectives.
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can yield longerm benefits by helping them to unlock new potential and move in new

directions.

3.13 Evaluation Criteria

3.13.1 Thresholds/Mandatory Criteria

It is fundamental for all Tenderets note that the proess of evaluation could possitibe done in two
phases. The threshold Phase implies that potemiatiererscould be evaluated to ensuteat they
comply with the mandatory criteria prior to receipt of a RFP.

The following is an example requirement that could be used for such an evaluation:

A Be a South African company;

A Provide Tax Clearance certificate issued by the South AfResianueService.

A Have recognised and established Black Economic empowerment credeniiED
Certificate);

A Have capacity to deal with the tender requirements;

A Could request audited financial statements and shareholder certificates;

A In the case of a jotrventure, could request a Joint Venture Certificate.
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A Competencies and Skillstehder company.

3.13.2 Main Criteria

The following is normally used to evaluate commitment, capability and capacity tenlderersand

can be used to guide you through your prepéoa for your tender submission. The percentages used

is only an example:

Category Weighting
Technical 45%
Commercial and Financial 10%
Socieeconomic 15%

Price 30%
TOTAL 100%

3.13.3 Scoring
Scoring could be weighted as follows:

Technical Criteria Score Weight
Knowledge and understanding of the business and environment if

) /10 2
which the company who requested the tender operates.
Summary of expertise and staff complement /10 1
Details of rotation policy /5 2
Standard of business anofessional ethics /5 1
TOTAL 45
Commercial and Financial Criteria
Current client list and period with organisation /5 2
Financial soundness /5 1
General impression /5 1
TOTAL 10
Socieeconomic Criteria
B-BBEE Status (Management adanership) /5 1
Employment equity status /5 1
Skills development and learnership programme /5 1
TOTAL 15
Pricing Criteria
Allinclusiveannual fee /5 4
TOTAL 30

3.13.4 Technical Requirements

In this instance, the company could evaluate you accordintedollowing:

A Experience and performance measurement

A Tenderersshould illustrate their experience relevant to the required specification relating to

the tender document.
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Experience should include:
- Knowledge and understating of the business andironment in which it operates;

- Summary of expertise and staff complement.
Points awarded for Price:
In terms of regulation 4 of the Preferential Procurement Regulations pertaining to the Preferential

Procurement Policy Framework Act, 208@t 5 of 200), responsive tendemsill be adjudicated by
the

State and larger corporations on the 90/p@eference point system in terms of which points are
awarded totendererson the basis of:

- The tenderprice and functionality (maximum 90 points)

- Historically diadvantaged individuals as well as specific goals (maximum 10 points)
The following formula is normally used to calculate the points for price:

80/20 or 90/10

PS:SO[I—Pt_Pmmj o Ps=90(1—Pt—Pminj

P min P min
Where:
A Ps = Points scored for price of tendender consideration
A Pt = Rand value dénderunder considerion

A Pmin = Ran value of lowest acceptable tender

Points awarded for historically disadvantaged individuals

Ly GSNya 2F wS3dzZ FGA2Yy Mo O0HU LINBFSNBYyOS LRAY
shareholding in a business, provided that they are actively involved in and exercise control over the
enterprise.

The following formula is prescribed in Regjidn 13 (5) (c) :

EP

NEPg NOP X 100
Where:
A NEP = Points awarded for equity ownership by an HDI
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A NOP = The maximum number of points awarded for equity ownership by an HDI in that
specific category

A EP = The percentage of equity ownership by an HDI within the enterprise or business,
RSGSNN¥AYSR Ay | O0O2NRIyOS 6A0GK GKS RSTAY

3.13.5 Broad Based Black Empowerment Evaluation Criteria &ading

B-BBEE AND COMMERCIAL EVALUATION
(Based on the price and-BBEE questionnaire submitted)
The provision of the Preferential Procurement Policy Framework Act will determine the scor
allocated as follows:

- The lowest acceptable tender is allocated 80 points for price

- Points will be added for-BBEE in accordance with the balanced scorecard below
supplied to the tender (maximum 20)

The top three scoring companies will be considered and ABC may neguitiatend appoint any
or all of them.

A supplier shall only scoreBBEE points if the total black shareholding of its company excee
25.1%. The total percentage scored for Broad Based Black Economic Empowerment will b
converted to a point out of a maxium of 20 points as indicated.

RECOGNITION | TOTAL
CONTRIBUTION LEVEL B-BBEE SCORE RANGE LEVEL SCORE
Level One Contributor xMnn LI2AYyGa R1.35/R1 spent | 20
Level Two Contributor ¥ Mnn LR2AYyda o6|R125R1spent |15
Level three Contributor X pomts but < 85 points R1.10/R1 spent | 10
Level Four Contributor ¥ cp LB2Ay(da odiR1.00/R1lspent |5
Level Five Contributor ¥ pp LI2Ayda o diR0.80/R1spent |NIL
Level Six Contributor ¥ np LI2Ayda o diR0.60/R1spent |NIL
Level Seven Contributor ¥ nn LI2Ay(da o diR0.50/R1spent |NIL
Level Eight Contributor ¥ on LI2AyYy(da odiR0.10/R1spent |NIL
Level Nine Contributor < 30 points R0O.00/R1 spent | NIL
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How to calculate a BBBEE Score Card
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