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1. INTRODUCTION AND COURSE OVERVIEW 
 
Contracts awarded through tendering represent billions of rand in new business every year.  
 
Tenders are an excellent source of income, but can be a minefield to negotiate because requirements 
differ between private companies and 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 potential tenderers greet the arrival of an invitation to tender 
with feelings close to panic.  The best antidote is to prepare your tender methodically. 
 
The prime function of a tender can be seen from the standpoint of the contractor as winning business 
ǘƘǊƻǳƎƘ ŀ ŎƻƳǇŜǘƛǘƛǾŜ ǊŜǎǇƻƴǎŜ ǘƻ ǘƘŜ ŎƭƛŜƴǘΩǎ ǊŜǉǳƛǊŜƳŜƴǘǎΦ  Lǘ is important to review your tender 
ŦǊƻƳ ǘƘŜ ŎƭƛŜƴǘΩǎ ǇŜǊǎǇŜŎǘive.  The client sets up the competition and judges the strengths of each 
competitor.  A tender that shares identity and understanding of the client is more likely to succeed. 
 
The tender has to prove to the client that the company tendering took the clienǘΩǎ ǊŜǉǳƛǊŜƳŜƴǘǎΣ 
interpreted them accurately, and developed the tender specifically for the opportunity with care in 
preparation.  Patching tenders together with copy and paste commands can be dangerous. 
 
Overselling or inflating the tender with unrealizable promises will catch up with you!   
 
The client will consider the following questions when inviting tenderers to tender: 
 

1. Value for money ς our existing suppliers or new ones? 
2. Will a change of contractors bring practical benefits in terms of service quality 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.  Your track record is imperative.  Include up to date 
testimonials from your current clients when tendering for a new client.  Your tender document has to 
prove that you are the front-runner in terms of dependability of your contract management and 
technical expertise.  There is a consensus among evaluators that the tenders most 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, on budget and 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 about the work and to the shape the tender specification.  This could be regarded as an 
investment in your customer relationship. 
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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 the basis 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 evaluate the Business Process within which the tendering 
process operates: 
 
 

 

The Business Model
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1.1 Definition of Tendering 

²Ŝ Ƴǳǎǘ ŦƛǊǎǘ ǳƴŘŜǊǎǘŀƴŘ ǿƘŀǘ ƛǎ ƳŜŀƴǘ ōȅ ǘŜƴŘŜǊƛƴƎΦ [ŜǘΩǎ ŘŜŦƛƴŜ ǘƘŜ ǘŜǊƳ άǘŜƴŘŜǊƛƴƎέΥ 

ά¢ŜƴŘŜǊƛƴƎέ ƛǎ ǘƘŜ ǘŜǊƳ ǳǎŜŘ ǿƘŜƴ ŀ ōǳǎƛƴŜǎǎ ƻŦŦŜǊǎ ǇǊƻŘǳŎǘǎ ƻǊ ǎŜǊǾƛŎŜǎ to organisations that are 
required by law, and also to satisfied share-holders, to call for public responses to meet their 
organisational requirements.  

Origin of the term ς 5ƛŎǘƛƻƴŀǊƛŜǎ ŜȄǇƭŀƛƴ ǘƘŜ ŜǘȅƳƻƭƻƎȅ ŀǎ ŎƻƳƛƴƎ ŦǊƻƳ hƭŘ CǊŜƴŎƘ άǘŜƴŘǊŜέΣ ǿƘƛŎƘ 
ƳŜŀƴǎ άǘƻ ƻŦŦŜǊέ 

ά¢ŜƴŘŜǊƛƴƎέ is the acquisition of goods and/or services at the best possible total cost of ownership, in 
the right quantity and quality, at the right time, in 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 ς or even 'co-destiny' 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 required to request tenders will enable you to look for 
tenders in the right place.  
 
According to legislation contained in the Preferential Procurement Regulations, 2001, an organ of state 
is required to request tenders before procuring products or services.  
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In thŜ ǊŜƎǳƭŀǘƛƻƴǎ ά¢ŜƴŘŜǊέ ς means a written offer or tender in 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 Procurement Policy Framework Act, 2000:  
 
Á A national or provincial department as defined in the Public Finance Management Act, 1999 

(Act No. 1 of 1999)  

Á A municipality as contemplated in the Constitution 

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

Á Parliament 

Á Provincial legislature 

Á !ƴȅ ƻǘƘŜǊ ƛƴǎǘƛǘǳǘƛƻƴ ƻǊ ŎŀǘŜƎƻǊȅ ƻŦ ƛƴǎǘƛǘǳǘƛƻƴǎ ƛƴŎƭǳŘŜŘ ƛƴ ǘƘŜ ŘŜŦƛƴƛǘƛƻƴ ƻŦ άƻǊƎŀƴ ƻŦ ǎǘŀǘŜέ ƛƴ 
section 239 of the Constitution and recognised by the Minister by notice in the Government 
Gazette as an institution or category of institutions to which this Act applies.  

1.2 Needs:  The Drive of the Process 

The two major role-players 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 to as the requester. 

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

Á External customers 
Á Management 
Á Employees 
Á Shareholders 
Á Society 
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The following diagram illustrates their needs: 
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2. Ch¦b5!¢Lhb{ hC ¢I9 ¢9b59wLbD twh/9{{ 

2.1 Definitions 

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

άwŜǎǘǊƛŎǘŜŘ ǘŜƴŘŜǊǎέ 
Restricted calls for tenders, also called invited tenders, pre-qualified, short-
listed, or selective tenders, are only open to selected pre-qualified vendors 
and contractors 

ά{ǘŀǘŜƳŜƴǘ ƻŦ ²ƻǊƪǎ ό{h²ύέ 

A document used in the systems development life cycle. An organisation 
desiring to have work done (i.e. the prospective customer) produces an SOW 
as part of a request for proposals. Software vendors or service companies 
(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 

ά{ŎƻǇŜ ƻŦ ²ƻǊƪέ 
Work to be done in detail and the exact nature of the work to be done. The 
real importance of this underestimated aspect will be discussed in more 
detail.   

ά[ƻŎŀǘƛƻƴ ƻŦ ²ƻǊƪέ 
Specifies the location where the work is to be performed and where people 
will meet to perform the work 

άtŜǊƛƻŘ ƻŦ tŜǊŦƻǊƳŀƴŎŜέ 
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 be 
performed and anything else that relates to scheduling 

ά5ŜƭƛǾŜǊŀōƭŜǎ {ŎƘŜŘǳƭŜέ Lists the specific deliverables, describing what is due and when 

ά!ǇǇƭƛŎŀōƭŜ {ǘŀƴŘŀǊŘǎέ 
Any industry specific standards that need to be adhered to in fulfilling the 
contract 

ά!ŎŎŜǇǘŀƴŎŜ /ǊƛǘŜǊƛŀέ 
Specifies how the buyer or receiver of goods will determine if the product or 
service is acceptable, what criteria will be used to state that the work is 
acceptable 

ά{ǇŜŎƛŀƭ wŜǉǳƛǊŜƳŜƴǘǎέ 
Specifies any special hardware or software, specialised workforce 
requirements, such as degrees or certifications for personnel, travel 
requirements, and anything else not covered in the contract specifics 

άwŜǉǳŜǎǘ ŦƻǊ tǊƻǇƻǎŀƭ όwCtύέ 

An invitation for suppliers, often through a tendering process, to submit a 
proposal in a specific commodity or service. A tendering process is one of 
ǘƘŜ ōŜǎǘ ƳŜǘƘƻŘǎ ŦƻǊ ƭŜǾŜǊŀƎƛƴƎ ŀ ŎƻƳǇŀƴȅΩǎ ƴŜƎƻǘƛŀǘƛƴƎ ŀōƛƭƛǘȅ ŀƴŘ 
purchasing power with suppliers.  
PS: RFP is sometimes used for a Request for Pricing 

άwŜǉǳŜǎǘ ŦƻǊ vǳƻǘŀǘƛƻƴ όwCvύέ 

Used where discussions aren't required with tenderers (mainly when the 
specifications of a product or service are already known), and price is the 
main or only factor in selecting the successful tenderer. RFQ may also be 
used as a step prior to going to a full-blown RFP to determine general price 
ranges. In this scenario, products, services or suppliers may be selected from 
the RFQ results to bring in to further research in order to write a more fully 
fleshed out RFP 
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άwŜǉǳŜǎǘ ŦƻǊ LƴŦƻǊƳŀǘƛƻƴ όwCLύέ 

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 seller 
in terms of offerings and strengths of the seller. RFIs are commonly used on 
major procurements, where a requirement could potentially be met through 
several alternate means. An RFI, however, is not an invitation to tender, is 
not binding on either the buyer or sellers, and may or may not lead to an 
RFP or (RFQ) 

2.2 Objectives of Tendering 

Acquiring goods/services through the tender process: 
 
Á Ensures fairness, transparency and equity in the supply of goods or services 

Á Obtains a view of potential alternative solutions 

Á Promotes private sector accountability / buy in 

Á Promotes the use of Highly Developing Industries in the Public Sector 

Á Discourages the use of non-competitive suppliers 

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

2.3 Categories of Tenders 

Business activities can be divided into two broad categories namely products/goods and services. 
Some activities are more product (production) orientated and others are more service (consultation, 
advice etc.) orientated.  
 
It is important to distinguish wƘŜǘƘŜǊ ŀ ŎƻƳǇŀƴȅΩǎ ōǳǎƛƴŜǎǎ ŀŎǘƛǾƛǘȅ ƛǎ ǎŜǊǾƛŎŜ ƻǊƛŜƴǘŀǘŜŘ ƻǊ ǇǊƻŘǳŎǘƛƻƴ 
orientated. When looking at tender requests one also needs to understand if the type of product called 
for is service or product related; for example, engineering and construction usually 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 business 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 450 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:  
 
Á 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?  
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Á It is all about relationships. Get to know the people who do the buying or procurement. 

Á  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.  

Á In order to tender, you usually have to complete 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 necessary, you can 
even ask a lawyer 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 contacted or approached 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.  
 
¢ƘŜ ŦƛǊǎǘ ƻǊ ǇǊƛƳŀǊȅ ǎǘŜǇ ƛǎ ǘƘŜ άǘƘǊŜŜ ǉǳƻǘŀǘƛƻƴ ƳŜǘƘƻŘέ ǿƘŜǊŜ ŀǘ ƭŜŀǎǘ ǘƘǊŜŜ ŎƻƳǇŀƴƛŜǎ ŀǊŜ ƛƴǾƛǘŜŘ ǘƻ 
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 goods. Purchases above the threshold need to be obtained through the 
tender process. The amount in question is stipulated within an oǊƎŀƴƛǎŀǘƛƻƴΩǎ ƛƴŘƛǾƛŘǳŀƭ ǇǊƻŎǳǊŜƳŜƴǘ 
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 as we go along: 
 
1. General 

1. Actions 
2. Interpretation 
3. Communication 
4. ¢ƘŜ /ƻƳǇŀƴȅΩǎ ǊƛƎƘǘǎ ǘƻ ŀŎŎŜǇǘ ƻǊ ǊŜƧŜŎǘ ŀƴȅ ǘŜƴŘŜǊ 

 

2. ¢ŜƴŘŜǊŜǊΩǎ hōƭƛƎŀǘƛƻƴǎ 

1. Eligibility 
2. Cost of tendering 
3. Check documents 
4. Confidentiality and copyright 

documents 
5. Standardised specifications and other 

publications 
6. Site visit and/or clarification meeting 

7. Acknowledge receipt 
8. Insurance 
9. Pricing the tender 
10. Alterations to documents 
11. Alternative tenders 
12. Submitting a tender 
13. Closing time 
14. Seek clarification 
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3. Tender validity 

1. Clarification of tender after submission 
2. Submit bonds, policies etc. 
3. Fulfil B-BBEE requirements 

 

4. ¢ƘŜ /ƻƳǇŀƴȅΩǎ ¦ƴŘŜǊǘŀƪƛƴƎ 

1. Respond to clarification 
2. Issue addenda 
3. Return late tenders 
4. Tender opening 
5. Two-envelope system 
6. Non-disclosure 
7. Grounds for rejection 
8. Disqualification 
9. Test for responsiveness 
10. Non-responsive tenders 

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. Issue final contract 
18. Sign form of agreement 
19. /ƻƳǇƭŜǘŜ ŀŘƧǳŘƛŎŀǘƻǊΩǎ contract 
20. Provide copies of the contract 

 

2.6 Problems with Tendering 

Unfortunately, in spite of the aim to be totally transparent, many tenderers or potential tenderers still 
report the following problems with the tendering process: 
 
Á Tender documents seem ŎƻƳǇƭƛŎŀǘŜŘ ǘƻ ǎƳŀƭƭŜǊ {aa9ΩǎΦ 

Á Perceived lack of transparency in award process 

Á Little or poor interaction between procurement units and prospective tenderers 

Á Various public sector procurement units use different tender documentation 

Á Tender information does not reach emerging businesses 

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

The organisation (requester) who is requesting a tender usually goes through a process of preparing a 
tender request to 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 documentation. Instructions 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 having obtained the tender 
document the next phase is to prepare and submit a response which is the actual tender.  
An adjudication panel is usually set up to evaluate the responses received and to allocate points 
against listed criteria.  
 
A supplier is selected based on the results of the adjudication. It may happen that more than one 
potential supplier is identified, in which case a short list is compiled from which a supplier is chosen.   
The engagement of the approved supplier usually requires a contract stipulating the obligations of 
both parties. At this point the tenderer becomes the contractor. 
 

3.2 Procurement Process 
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3.3 Approaches to the Tender Process 
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Summary of a Typical Tendering Process: 
 

1. Defining the Procurement Strategy  

2. Pre-Qualification  

3. Inviting Tenders  

4. Invitation to Tender  

5. Evaluating and Refining Tenders  

6. Awarding the Contract  

7. Putting the Contract in Place  

8. Contracts, Terms and Conditions  

9. 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 process. Tender 
request notices are usually found in one of three places:  
 
Á Newspapers  

Á Tender notice boards 

Á Agencies supplying tendering information  

Á 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 head-office foyer. Notice Boards must be accessible to the public during business hours. A 
disadvantage is that notices 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. There are numerous Websites carrying updated tender information.  
 
Note that many of these require a subscription: 
 

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

http://www.info.gov.za/documents/tenders/index.htm
http://www.dailytenders.co.za/
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ï www.joburg.org.za 
ï www.tendersonline.co.za 
ï 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 matters.  Any deviations 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 tick-box 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 registry being used as a bidder shortlisting 
mechanism, thereby un-attendance resulting in automatic disqualification. 
 
Make the most of these meetings by: 
Á Ensuring that you send the right delegate. Send a representative who will be involved in the 

project should you be awarded. 

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

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

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

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

Á Important information is shared at these sessions and could be missed if not noted correctly.   

Á Always take a notepad and pen with.  

Á At the briefing session, have a look around and take note of your competitors who are present.  

Á List the companies and listen to the questions they ask.   

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

 
Many organisations require potential tenderers to attend a compulsory briefing session, during which 
the following usually happens: 
 
Á Payment is made for the tender document (if required); 

Á !ƴ ŀǘǘŜƴŘŀƴŎŜ ǊŜƎƛǎǘŜǊ ǿƛǘƘ ǘŜƴŘŜǊŜǊǎΩ ŎƻƴǘŀŎǘ ŘŜǘŀƛƭǎ ƛǎ ŎƻƳǇƭŜǘŜŘΤ 

Á Explanation of structures, technical specifications, relevant policies and tender specifics. 

http://www.joburg.org.za/
http://www.tendersonline.co.za/
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Thereafter all questions (telephonic or e-mail) are supplied to ALL attendees together with relevant 
answers. 

3.6 Guidelines to set you on Course 

3.6.1 CƻŎǳǎ ƻƴ ǘƘŜ /ƭƛŜƴǘΩǎ bŜŜŘǎ 

The prime function of a tender can be seen from the standpoint of the contractor as winning business 
ǘƘǊƻǳƎƘ ŀ ŎƻƳǇŜǘƛǘƛǾŜ ǊŜǎǇƻƴǎŜ ǘƻ ǘƘŜ ŎƭƛŜƴǘΩǎ ǊŜǉǳƛǊŜƳŜƴǘǎΦ .ǳǘ ƛǘ ƛǎ ƛƳǇƻǊǘŀƴǘ ǘƻ ǾƛŜǿ ǘŜƴŘŜǊƛƴƎ ŀƭǎƻ 
ŦǊƻƳ ǘƘŜ ŎƭƛŜƴǘΩǎ ǇŜǊǎǇŜŎǘƛǾŜΦ CƻǊ ǘƘŜ ŎƭƛŜƴǘΣ ǘƘŜ ǇǳǊǇƻǎŜ ƻŦ ǘƘŜ ǇǊƻŎŜǎǎ ƛǎ ǘƻ ƘŜƭǇ ƛŘŜƴǘƛŦȅ ŀŎŎǳǊŀǘŜƭȅ 
and reliably the contractor likely to deliver the best value and achieve the best results. Following the 
ŎƭƛŜƴǘΩǎ ƛƴǎǘǊǳŎǘƛƻƴǎ ŀƴŘ ǎǳǇǇƭȅƛƴƎ ǘƘŜ ƛƴŦƻǊƳŀǘƛƻƴ ǘƘŜ ŎƭƛŜƴǘ ƴŜŜŘǎ ǘƻ ǊŜŀŎƘ ǘƘƛǎ ŘŜŎƛǎƛƻƴ ŀǊŜ ƳŀǘǘŜǊǎ 
of common sense; yet it is surprising how many tenders fail in this respect. 
¢ƘŜ ǇǊƻŎǳǊŜƳŜƴǘ ŀŎǘƛǾƛǘȅ ƛƴ ǿƘƛŎƘ ǘƘŜ ǘŜƴŘŜǊ Ǉƭŀȅǎ ŀ ŎŜƴǘǊŀƭ ǊƻƭŜ ƛǎ άƻǿƴŜŘέ ōȅ ǘƘŜ ŎƭƛŜƴǘΦ Lǘ ƛǎ ǘƘŜ 
client who sets up the competition, invites contractors to tender and judges the strengths of each 
competitor. To the clientΩǎ ǇǊƛƻǊƛǘƛŜǎΣ ƴƻǘ ǘƘƻǎŜ ƻŦ ǘƘŜ ŎƻƴǘǊŀŎǘƻǊΣ ƘŀǾŜ ǘƻ ǘŀƪŜ ŎŜƴǘǊŜ ǎǘŀƎŜΦ ! ǘŜƴŘŜǊ 
that shares with the client an identity of understanding and commitment is more likely to succeed than 
ƻƴŜ ǇǊŜǎŜƴǘƛƴƎ ƻƴƭȅ ǘƘŜ ŎƻƴǘǊŀŎǘƻǊΩǎ Ǉƻƛƴǘ ƻŦ ǾƛŜǿΦ  
 
This is why it is so important to try to gain in-ŘŜǇǘƘ ƪƴƻǿƭŜŘƎŜ ŀōƻǳǘ ǘƘŜ ŎƭƛŜƴǘΩǎ ōǳǎƛƴŜǎǎ 
environment, strategies and objectives before starting to prepare the tender. 
 
! ǇǊƻǇƻǎŀƭ ƛǎ ƴƻǘ ƳŜŀƴǘ ǘƻ ŘŜǎŎǊƛōŜ ŀ ǎƻƭǳǘƛƻƴ ǘƻ ǘƘŜ ŎƭƛŜƴǘΩǎ ǇǊƻōƭŜƳ ς it is to convince the client that 
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 skill is to know how to develop tenders efficiently and to communicate them 
powerfully. Tenders are business documents. To succeed they need to exhibit business-like qualities 
both in the way they address the work to be done and in the way they speak to the client. 
 
¢ƘŜ ǘŜƴŘŜǊ Ƙŀǎ ǘƻ ǎƘƻǿ ǘƘŀǘ ǘƘŜ ǇŜǊǎƻƴ ƻǊ ǇŜƻǇƭŜΣ ǿƘƻ ǿǊƻǘŜ ƛǘ ǘƘƻǳƎƘǘ ƘŀǊŘ ŀōƻǳǘ ǘƘŜ ŎƭƛŜƴǘΩǎ 
requirements, interpreted them accurately, developed the tender specifically for that opportunity and 
exercised care in its preparation. They need to see that it was not just patched together using copy-
and-paste commands. Some contractors seem to have a production-line attitude to tenders. They 
think they have found an easy solution ς all which is necessary to splice and re-cycle the same 
material, adding a touch of local flavouring here and there. 
 
Few contractors manage to win work by half-heartedly going through the motions of tendering. There 
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 
communicating these strengths as convincingly as possible. 
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3.6.3 Be honest and realistic about what you can achieve 

5ƻƴΩǘ ƛƴŦƭŀǘŜ ǘƘŜ ǘŜƴŘŜǊ ǿƛǘƘ ǳƴǊŜŀƭƛȊŀōƭŜ ǇǊƻƳƛǎŜǎΗ hƴŎŜ ŎƭƛŜƴǘǎ ŎƻƳŜ ǘƻ ǘƘŜ ōŜƭƛŜŦ ǘƘŀǘ ǘƘŜȅ Ŏŀƴƴƻǘ 
rely on you to deliver what you promise, you will have your work cut out to regain their confidence. 
 
This is an important 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 experience. 

3.6.4 Performance ς 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 your position 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 people and your strengths, 
ŀƴŘ ȅƻǳ ǎƘƻǳƭŘ ƪƴƻǿ ƳƻǊŜ ŀōƻǳǘ ǘƘŜ ŎƭƛŜƴǘΩǎ ǊŜǉǳƛǊŜƳŜƴǘǎ ŀƴŘ ǘƘŜ ǇǊŀŎǘƛŎŀƭƛǘƛŜǎ ƻŦ ǘƘŜ ǿƻǊƪ ǘƘŀƴ 
anyone else. Your competitors may seem to offer a fresh source of energy and ideas. Their personnel 
may be just as skilled and resourceful as yours, 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 are three principal questions that a client will want to consider: 
 

1. Who will give us better value for money ς our existing contractors or new ones? 

2. Will a change of contractors bring practical benefits in terms of service quality and outcomes? 

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

The most powerful weapon is your skills and ability to deliver ς and 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, and objectives secured. All these need to 
be emphasised forcefully as part of the added value you bring. 
 
tŜǊŦƻǊƳŀƴŎŜ ŀƴŘ ǾŀƭǳŜ ŀǊŜ ǘƘŜ ƪŜȅǎ ǘƻ ǊŜǘŀƛƴƛƴƎ ȅƻǳǊ ǎǘŀǘǳǎ ŀǎ ǘƘŜ ŎƭƛŜƴǘΩǎ ǇǊŜŦŜǊǊŜŘ ǎǳǇǇƭƛŜǊΦ ¸ƻǳǊ 
proposal has to demonstrate that you are the front-runner 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 really outstanding. 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 way unmatched by 
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 hands-on feel and a clear sense of having done 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. 
 
5ƻƴΩǘ ƭŜǘ ŦŜŀǊ ƭŀǎǘ ŦƻǊ ƳƻǊŜ ǘƘŀƴ р ƳƛƴǳǘŜǎ ς you need to get down to work! 
 
The best stress-reliever 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 gain in writing 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 the pre-qualification 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: 
 
Á Gauging a practicable response to the scale of contract requirements; 

Á Analysing contract issues, options and approaches; 

Á {ŜŜƛƴƎ ŎƻƴǘǊŀŎǘǎ ŦǊƻƳ ǘƘŜ ŎƭƛŜƴǘΩǎ Ǉƻƛƴǘ ƻŦ ǾƛŜǿΤ 

Á Viewing the work as a service delivered to the client, not a technical exercise; 

Á Matching work procedures with their cost implications; 

Á Applying project management techniques in developing work programmes; 

Á Researching markets and projects; 

Á Understanding client needs and priorities; 

Á Applying first-hand project experience to tender development; 

Á 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 

The tender manaƎŜǊΩǎ ǊƻƭŜ Ƙŀǎ ŦƛǾŜ Ƴŀƛƴ ǇǊƛƻǊƛǘƛŜǎΥ 
 

1. Structuring, coordinating and motivating the tender team; 

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

3. Organising the content, presentation and submission of the tender; 

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

5. Checking the quality and integrity of the tender before its submission. 

Key responsibilities the job may entail: 

Organisation of tender response 

Á Ensuring compliance with client notification requirements 
Á Compiling a checklist of the tender submission requirements specified by the client 
Á Preparing a tender development worksheet based on the checklist 
Á Developing a provisional time and resource schedule for the development and production of 

the tender 
Á Structuring and organising the tender development team 
Á Consultation with finance personnel on price content 
Á Identifying the budget available for tender development 
Á Arranging participation in client briefing meetings, if appropriate 
Á Setting up a tender planning meeting. 

 
Development of the tender 
Á Copying client documentation and other material to people contributing to the tender planning 

meeting 
Á Allocating writing tasks 
Á Devising a file management structure for input together with version control procedures 
Á Briefing contributors on client requirements, document management and version control 

protocols 
Á Liaison with contributors on input, production, editing and tender design 
Á Securing resource commitment from other offices, if necessary 
Á Organising the preparation and production of tender graphics 
Á Arranging a provisional schedule of tender progress meetings, if appropriate 
Á Monitoring the tender budget 
Á Reconciling competing claims on the allocation of tender resources 
Á Obtaining priority for tender activity on computer systems and information networks 
Á Enlisting specialist peer review input. 

 
Quality management 
Á Checking the text and graphics for consistency, both internally and with client documentation 
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Á Ensuring that quality review procedures are applied 
Á Minuting, reporting and acting on tender progress meetings 
Á Monitoring and progress-chasing the tender programme 
Á Document management and version control 
Á Maintaining a write-protected master text 
Á Ensuring that tender material is securely backed up 

 
Production and submission 
Á Programming the production of the tender in hard copy and electronic formats 
Á Handing over to production unit 
Á Organising submission of the tender 
Á Monitoring post-submission developments 
Á Organising preparation for presentations or interviews, as appropriate 

3.7 Scope of Services 

Á Are the technical requirements of the work clearly defined? 

Á Is the contract part of a continuing programme of work or service provision, or a once-off 
initiative? 

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

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

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

Á 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 passing mention in the tender 
specification? 

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

Á LŦ ǘƘŜ ŎƭƛŜƴǘ ƛƴǘŜƴŘǎ ǎŜǾŜǊŀƭ ŎƻƴǘǊŀŎǘƻǊǎ ǘƻ ƘŀǾŜ ŀ ǊƻƭŜ ƛƴ ǘƘŜ ǿƻǊƪΣ ǿƘŀǘ ƛǎ ǘƘŜ ŎƭƛŜƴǘΩǎ ǇǊƻǇƻǎŜŘ 
arrangement for coordinating their services? Do there appear to be overlaps or gaps in their 
work responsibilities? 

3.8 Evaluating whether to submit your Tender 

Before making a final decision to spend time, money and resources on a tender there are some serious 
practical considerations. You must decide whether you can tender or why you cannot tender. This 
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 to tender and 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 performance standards.  
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The following simple questions will point you in the right direction:  
 
Á Do you have the capital or will you be able to access the capital to invest in raw materials and 

equipment you may need?  

Á Can you deliver by the due date?  

Á Can you achieve the quality standards required?  

Á Do you have the employees or will you be able to appoint additional competent staff once the 
tender has been awarded?  

Á If the contract duration is long, have you taken into consideration any changes in raw material 
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:  
 
Á Can we do this?  

Á Can we do this with help?  

Á Are we likely to decide not to respond once more information is forthcoming from the 
documentation?  

Á 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 always an option in any decision-making 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 levels required 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 internal and external factors of human resources capacity that impact on a specific 
tender.  
 
 



â Copyright 2016  Successful Tendering                                                       

TENDER PROCESS 23 

 

This sounds complicated but it boils down to the following:  
 
Á Are you positioned to deliver the goods with your current personnel? 

Á Will you be able to expand should winning a tender require that you do so?  

Á 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 make you liable for penalties in terms of the contract. Thus be sure that you understand what 
is expected from you.  
 
It is important have access to e-Ƴŀƛƭ ƛŦ ȅƻǳΩǊŜ ǎŜǊƛƻǳǎ ŀōƻǳǘ ŘƻƛƴƎ ōǳǎƛƴŜǎǎ ƛƴ ǘƘŜ ǘŜƴŘŜǊ ƳŀǊƪŜǘΦ ¢Ƙƛǎ 
enables you to communicate effectively and to receive documents in electronic format.  
 
Hints 
Á Plan your tender around the timetable the buyer gives you to make sure that you can meet all 

deadlines. 

Á If you are not sure of anything, ask the buyer in good time. Do not miss the given deadline. 

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

Á Only tender for work that you are sure you can do. 

Á Always provide the information you are asked for. If you cannot do so, check whether your 
tender will be accepted before you send it back. 

Á Make sure you accurately answer all the questions. 

Á Know about any quality-assurance standards that affect your industry.  

Á Ask the buyer about any policies they have on quality assurance when awarding contracts 

Á Always include a plan for skills transfer. 

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

Á Writing and language correct and understandable. 

Á Explain how your solution will make the client look good. 

Á Expand on communication strategy and skills. 

Á Make this a team exercise. 

 

 



â Copyright 2016  Successful Tendering                                                       

TENDER PROCESS 24 

 

Á Emphasise management skills, viz.: 

ï Management of staff 

ï Project Management (especially in terms of scope changes) 

ï Performance driven, monitoring and reporting 

 
As a guideline, an enterprise that is ready to tender must:  
 
Á Be a registered 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 Revenue Services with an up-to-date tax clearance certificate). 

Á Have a good banking record, credit history and relationship with its suppliers and clients. 

Á Be able to deliver - on time, on budget and according to specifications.  

Á Be up to date with its taxes.  

Á Pay its bills on time.  

Á Have the required cash-flow and other resources to complete the contract. 

Á Be able to deliver goods or services of consistent quality.  

Á Have qualified employees.  

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

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

3.9 Joint Ventures and Partnerships 

When two businesses form a joint venture (a 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.  
 
Remember that a JV must be in writing as part of a formal agreement and both parties must present 
themselves in the documentation. 
 
1There are key guidelines to follow if you want to achieve a successful basis for Association: 
 

1. 5ƻƴΩǘ ƘŀǾŜ ƳƻǊŜ ŀǎǎƻŎƛŀǘŜǎ ǘƘŀƴ ȅƻǳ ǊŜŀƭƭȅ ƴŜŜŘΦ  CƻǊ /ƭƛŜƴǘǎΣ ǘƘŜ ōŜǎǘ ǘŜŀƳ ƛǎ ƻƴŜ that is no 
bigger than necessary to meet their requirements. 

2. Choose them carefully.  The need to be compatible with your approach to the tender, with the 
ŎƭƛŜƴǘΩǎ management culture and with each other. 

                                                      
1 Bids, Tenders and Proposals, Winning business through best practice, 3rd Edition by Harol Lewis 
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3. Identify the roles that each associate will play in preparing the tender in any subsequent 
negotiations and in fulfilling the contract.  You need to avoid the risk. 

4. Get all parties to agree on the principle of sharing the costs of tender 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 the association.  The agreement can be developed into a more 
formal document if the tender is successful. 

6. It may take some time to firm up the composition and structure of the association.  Make sure 
the people you talk to understand the need for confidentiality during 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 responsibility and a commitment to performance and delivery that will extend beyond the 
tender and 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 professional relationships by enlisting specialists and advisers into your team, using 
their names to help win the contract and then pruning down their inputs or reducing their fees and 
rates.  Keep your associates informed about the progress of the tender and tell them 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. 

3. Check that they satisfy any conditions for association identified in the client documentation. 

4. Make sure you can communicate directly with the head of the organisation.   

5. Look for openness, trustworthiness and commitment. 

6. Ask yourself which organisation offers the strongest 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,  

you will be responsƛōƭŜ ŦƻǊ ȅƻǳǊ ŀǎǎƻŎƛŀǘŜǎΩ ǘŜŎƘƴƛŎŀƭ ǇŜǊŦƻǊƳŀƴŎŜΦ 

 
On the negative side, an unwise choice of associate can put the entire tender at risk: 
 
Á The people you link up with may have professional or political enmities that are unknown to 

you, or may in the past have worked unimpressively for the client. 
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Á They may claim an excessive proportion of the work programme and try to take control of the 
tender. 

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

Á They may have the leverage to undermine your tender if you get on the wrong side of them. 

Á 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 Risk 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 on track, reduce 
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 preventative maintenance, 
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 priorities ς in particular: 
 
Á An unambiguous definition of roles and responsibilities 

Á A continuous process of dialogue and review, with clear-cut lines of management 
accountability and transparency in management information 

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

Á Monitoring of work against agreed quality, performance and delivery standards 

Á Procedures to resolve problems rapidly and effectively 

Á Prompt corrective action if the contract gets out of sync with time and budget markers 

Á Contingency planning to secure continuity and consistency 

Á 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.   It is critically important that your tender communicates both the 
mechanics of this approach and its value. 



â Copyright 2016  Successful Tendering                                                       

TENDER PROCESS 27 

 

3.11 Example of a Client Template for CV Information 

 

3.12 Communicating Added Value 

There is no purpose in submitting a tender unless it is as competitive as you can make it in terms of 
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. Each of your 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. 
5ŜƭƛǾŜǊƛƴƎ ǊŜǎǳƭǘǎ ǘƘŀǘ ƳŀǘŎƘ ŜȄŀŎǘƭȅ ǘƘŜ ŎƭƛŜƴǘΩǎ ǇǊƛƻǊƛǘƛŜǎΣ ƻŦŦŜǊƛƴƎ ōŜǘǘŜǊ ƻǳǘŎƻƳŜǎ ŀƴŘ ŀ ƘƛƎƘŜǊ 
quality of service at no extra cost ς this is what is meant by adding value to your tender. 
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Remember, 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 some cases, the 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 surface and produce a precisely 
ǘŀǊƎŜǘŜŘ ǊŜǎǇƻƴǎŜ ǘƻ ǘƘŜ ŎƭƛŜƴǘΩǎ ǊŜǉǳƛǊŜƳŜƴǘǎΦ 
 
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 understand by added value, we can recognise three broad 
categories of value, which may be termed: 
 
Á Financial or equity value. 
Á Capacity value. 
Á Relationship value. 

 
Added value in financial terms can take several forms, for example: 
 
Á The promise of rapid relief from financial pain ς measures that can quickly turn round a bad 

financial situation. 

Á Efficiency savings and economies of scale. 

Á LŘŜŀǎ ǘƘŀǘ ǿƛƭƭ ƘŜƭǇ ǊŀƛǎŜ ǎƘŀǊŜƘƻƭŘŜǊ ǾŀƭǳŜΣ ƎŜƴŜǊŀǘŜ ŦǊŜǎƘ ǊŜǾŜƴǳŜ ŀƴŘ ǎŜŎǳǊŜ ǘƘŜ ŎƭƛŜƴǘΩǎ 
business strategy. 

Á Ideas that will achieve more cost-ŜŦŦŜŎǘƛǾŜ ǳǎŜ ŀƴŘ ŎƻƴǘǊƻƭ ƻŦ ŀƴ ƻǊƎŀƴƛǎŀǘƛƻƴΩǎ ōǳŘƎŜΦ 

Á An astute approach to risk management. 

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

Á Capacity value may derive from factors such as: 

Á High-level skills in applying specialist expertise. 

Á Services that reinforce and extend in-house competencies. 

Á Measures that raise output and performance. 

Á A perceptive understanding of market dynamics that will help clients respond to change. 

Á Resources that are focused on the front line interface with customers. 

Á The development of opportunities to gain business advantage. 

Á Programmes that have cross-cutting and multiplier effects over a wide sector of activity. 
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Á For some clients the added value of a tender is measured in terms of the quality of the working 
relationship that it portrays. 

Á 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 are prepared to put an extra effort 
into the work and go that bit further to ensure a satisfactory result. 

Á Their perception of added value may be expressed in terms of the following factors: 

Á Transparency, authenticity and honesty. 

Á Responsiveness and flexibility to changing requirements. 

Á Management synergy. 

Á Ability to exceed the minimum specification. 

Á Readiness to share information and best practice. 

Á An emphasis on innovation and creativity ς pushing boundaries forward in a way that is 
informed and reliable. 

Á The reassurance of a safe pair of hands. 

Á 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 that issue, and whether there might be a better means of achieving 
their objectives. 

Á /ƻƴǎǳƭǘŀƴǘǎ ǿƘƻ Ŏŀƴ ǎƘƻǿ ǘƘŜȅ ŀǊŜ ƪƴƻǿƭŜŘƎŜŀōƭŜ ŀōƻǳǘ ǘƘŜƛǊ ŎƭƛŜƴǘǎΩ ōǳǎƛƴŜǎǎ ŜƴǾƛǊƻƴƳŜƴǘ 
can yield long-term 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 Tenderers to note that the process of evaluation could possibly be done in two 
phases.  The threshold Phase implies that potential tenderers could be evaluated to ensure that 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: 
 
Á Be a South African company; 
Á Provide Tax Clearance certificate issued by the South African Revenue Service. 
Á Have recognised and established Black Economic empowerment credentials (B-BBEE 

Certificate); 
Á Have capacity to deal with the tender requirements; 
Á Could request audited financial statements and shareholder certificates; 
Á In the case of a joint venture, could request a Joint Venture Certificate. 



â Copyright 2016  Successful Tendering                                                       

TENDER PROCESS 30 

 

Á Competencies and Skills of tender company. 

3.13.2 Main Criteria 

The following is normally used to evaluate commitment, capability and capacity to the tenderers and 
can be used to guide you through your preparation for your tender submission.  The percentages used 
is only an example:   
 

Category Weighting 

Technical 45% 
Commercial and Financial 10% 

Socio-economic  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 in 
which the company who requested the tender operates. 

/10 2 

Summary of expertise and staff complement /10 1 

Details of rotation policy  /5 2 

Standard of business and professional 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 

Socio-economic Criteria   

B-BBEE Status (Management and Ownership) /5 1 

Employment equity status /5 1 

Skills development and learnership programme /5 1 

TOTAL  15 

Pricing Criteria   

All-inclusive annual fee /5 4 

TOTAL  30 

3.13.4 Technical Requirements 

In this instance, the company could evaluate you according to the following: 
 

Á Experience and performance measurement 

Á Tenderers should 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 and environment 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, 2000 (Act 5 of 2000), responsive tenders will be adjudicated by 
the  

State and larger corporations on the 90/10-preference point system in terms of which points are 
awarded to tenderers on the basis of: 

- The tender price and functionality (maximum 90 points) 

- Historically disadvantaged individuals as well as specific goals (maximum 10 points) 

 
The following formula is normally used to calculate the points for price: 
 

 
Where: 
Á Ps  = Points scored for price of tender under consideration 

Á Pt  = Rand value of tender under consideration 

Á Pmin   = Rand value of lowest acceptable tender 

 
Points awarded for historically disadvantaged individuals 
Lƴ ǘŜǊƳǎ ƻŦ wŜƎǳƭŀǘƛƻƴ мо όнύ ǇǊŜŦŜǊŜƴŎŜ Ǉƻƛƴǘǎ ŦƻǊ I5LΩǎ ŀǊŜ ŎŀƭŎǳƭŀǘŜŘ ƻƴ ǘƘŜƛǊ ǇŜǊŎŜƴǘŀƎŜ 
shareholding in a business, provided that they are actively involved in and exercise control over the 
enterprise.   
 
 
 
The following formula is prescribed in Regulation 13 (5)  (c) : 
 
                                          EP 

NEP ς NOP   x  100 

Where: 
Á NEP  = Points awarded for equity ownership by an HDI 



â Copyright 2016  Successful Tendering                                                       

TENDER PROCESS 32 

 

Á NOP      = The maximum number of points awarded for equity ownership by an HDI in that 
                 specific category 

Á EP          = The percentage of equity ownership by an HDI within the enterprise or business,  
                 ŘŜǘŜǊƳƛƴŜŘ ƛƴ ŀŎŎƻǊŘŀƴŎŜ ǿƛǘƘ ǘƘŜ ŘŜŦƛƴƛǘƛƻƴ ƻŦ I5LΩǎΦ 

3.13.5 Broad Based Black Empowerment Evaluation Criteria and Rating 

 

B-BBEE AND COMMERCIAL EVALUATION 
(Based on the price and B-BBEE questionnaire submitted) 

The provision of the Preferential Procurement Policy Framework Act will determine the scores 
allocated as follows: 

-  The lowest acceptable tender is allocated 80 points for price 

-  Points will be added for B-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 negotiate with and appoint any 
or all of them. 

A supplier shall only score B-BBEE points if the total black shareholding of its company exceeds 
25.1%.  The total percentage scored for Broad Based Black Economic Empowerment will be 
converted to a point out of a maximum of 20 points as indicated. 

CONTRIBUTION LEVEL B-BBEE SCORE RANGE 
RECOGNITION 
LEVEL 

TOTAL 
SCORE 

Level One Contributor җмлл Ǉƻƛƴǘǎ R1.35/R1 spent 20 

Level Two Contributor җ млл Ǉƻƛƴǘǎ ōǳǘ ғ млл Ǉƻƛƴǘǎ R1.25/R1 spent 15 

Level three Contributor җ тр points but < 85 points R1.10/R1 spent 10 

Level Four Contributor җ ср Ǉƻƛƴǘǎ ōǳǘ ғ тр Ǉƻƛƴǘǎ R1.00/R1 spent 5 

Level Five Contributor җ рр Ǉƻƛƴǘǎ ōǳǘ ғ ср Ǉƻƛƴǘǎ R0.80/R1 spent NIL 

Level Six Contributor җ пр Ǉƻƛƴǘǎ ōǳǘ ғ рр Ǉƻƛƴǘǎ R0.60/R1 spent NIL 

Level Seven Contributor җ пл Ǉƻƛƴǘǎ ōǳǘ ғ пр Ǉƻƛƴǘǎ R0.50/R1 spent NIL 

Level Eight Contributor җ ол Ǉƻƛƴǘǎ ōǳǘ ғ пл Ǉƻƛƴǘǎ R0.10/R1 spent NIL 

Level Nine Contributor < 30 points R0.00/R1 spent NIL 
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How to calculate a B-BBEE Score Card 
 

 




























































































































