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TENDER ADVERTISEMENT
APPOINTMENT OF A SERVICE PROVIDER TO RENDER EMPLOYEE
ASSISTANCE PROGRAMME (EAP) SERVICES

Tshwane Rapid Transit (TRT) invites qualified and experienced service providers to
submit proposals for the provision of Employee Assistance Programme (EAP) services

for employees and their immediate family members.

1. PURPOSE OF THE TENDER
The purpose of this tender is to appoint a professional service provider to deliver a
comprehensive Employee Assistance Programme aimed at promoting the psychological,

emotional, social, and workplace wellbeing of employees.

The programme should assist employees in addressing personal, work-related, and
psychosocial challenges that may affect productivity, performance, and overall

wellbeing.

2. Scope OF SERVICES

The appointed service provider will be required to provide a confidential, professional,

and comprehensive EAP service, which may include but is not limited to:

2.1 Counselling Services
o Confidential short-term counselling for employees and their immediate family
members.

e Counselling for issues including:
o Stress and burnout
o Anxiety and depression
o Trauma and grief
o Substance abuse
o Family and relationship problems
o Financial and legal concerns

o Work-related challenges.



2.2 24/7 Access to EAP Services
e A 24-hour toll-free helpline available 365 days a year.
e Telephonic, virtual, and face-to-face counselling options.
2.3 Trauma and Critical Incident Management
o Immediate support following workplace trauma or critical incidents.
e On-site or virtual trauma debriefing sessions.
2.4 Organisational Support
¢ Manager and HR consultations.
e Support in handling employee wellbeing and behavioural concerns.
e Advisory services on workplace psychosocial risks.
2.5 Awareness and Wellness Programmes
e EAP awareness campaigns.
¢ Workshops, seminars, and webinars on topics such as:
o Mental health awareness
o Stress management
o Financial wellbeing
o Work-life balance.
2.6 Reporting and Analytics
e Quarterly and annual reports including:
o Utilisation statistics
o Trends and risk areas
o Recommendations to improve organisational wellbeing.
2.7 Referrals
o Referral of employees to external professionals where long-term or specialised

treatment is required.

3. SERVICE PROVIDER REQUIREMENTS
Interested bidders must demonstrate the following:
e Proven experience in providing Employee Assistance Programme services.
e Registration with relevant professional regulatory bodies (e.g. HPCSA, SACSSP,
or equivalent).
o Availability of qualified psychologists, social workers, or counsellors.

o National footprint or ability to service employees across multiple locations.



o Capability to provide 24/7 support services.

e Experience working with corporate, government, or public sector organisations.

4. MANDATORY REQUIREMENTS
e Bidders must submit the following:
o Valid Tax Clearance Certificate / Tax Compliance Status PIN.
e Company registration documents.
o BBBEE Certificate or Sworn Affidavit.
e Proof of professional registrations of practitioners.

o Company profile and references for similar work completed.

5. EVALUATION CRITERIA
e Proposals will be evaluated based on:
e Functionality / Technical Capability
e Relevant Experience
e Methodology and Approach
e Cost
o BBBEE Status Level

6. SUBMISSION OF PROPOSALS
Tender documents must be submitted as follows:
e Submission Address: 09 Bosman Street, Belle Ombre, Pretoria
Enquiries: Procurement Department
Name: Njabulo Sibiya
Email: procurement@tshwanetransit.net
Telephone: 012 323 1754

3.4 ELIGIBILITY OF BIDDERS

A bidder, and all parties constituting the bidder, shall meet the following criteria to be

eligible to participate in the bid:
e The bidder has the legal capacity to enter into a contract;
e The bidder is not:

» insolvent;



bankrupt;
being wound up or liquidated;

dormant or its business activities have not been suspended;
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the subject of legal proceeding for any of the following:
i) Insolvency; and
i) The bidder has fulfilled its tax obligations

A bidder shall be a natural person, juristic person, or any combination of them with
the intent to enter into an agreement or under an existing agreement in the form of a
joint venture, consortium or association. In the case of a joint venture, consortium or

association all parties shall be jointly and severally liable.

Only authorised signatories may sign the original and all copies of the bid document

where required.
In the case of a natural person submitting a bid, this shall be clearly stated.

In the case of a company submitting a bid, the bidder shall include a copy of a
resolution by its board of directors authorising a director to sign on behalf of the
company, in the case of a close corporation a resolution of its members authorising
a member of the corporation to sign on behalf of the close corporation, in the case of
a joint venture a resolution of each member of the joint venture, in the case of a
partnership all the members shall sign the bid unless one partner has been authorised

to sign.

Failure to submit proof of authorisation to sign the bid shall result in the bid offer being

regarded as non-responsive.

The bid offer shall be valid for a period of 180 days after submission of the bid
documents to TRT. If the bid validity period expires on a Saturday, Sunday or public
holiday, the bid offer shall remain valid and open for acceptance until closure of

business on the following working day.

The bidder shall not make any attempt either directly or indirectly to canvass any of
the TRT employees or advisors, after the submission of the bid proposal and prior to

TRT arriving at a decision thereon.



e  Shortlisted bidders may be required to make formal presentations to the relevant TRT

bid evaluation committee.

¢ Formal notifications will be sent to the shortlisted bidders notifying them regarding the

date, time and venue the various presentations are to be made.

e Bidders are advised that presentations should only cover aspects pertaining to the
Scope of Works and TRT will disregard any aspects of the presentations that are not

related to the Scope of Works.

3.5 EVALUATION CRITERIA

The tenderer’s responses to the requirements set out in this RFP. The criteria set out in
this RFP is not necessarily fixed and thus, TRT may, in its discretion, apply additional

criteria in the evaluation process.

In addition to the above, apart from applying the criteria provided above, received on the

RFP, TRT will also consider amongst others:

e Cost of the services,

e Legal: Compliance with the terms and conditions of TRT’s draft services agreement
e Technical: Timing and levels of service, and

e Experience: Previous experience in rendering battery maintenance services, with

references and project plan for implementation;
e Premises: Site visits of premises
e References: References from existing clients

3.6 EVALUATION PROCESS
A cross functional sourcing team will be responsible for selection, evaluation and

recommendation of the respondents.

TRT reserves the right to accept or reject any or all the proposals received, to waive any
deviation from the RFP process or any informality in responses received and to accept or

reject one or more items in the RFP if this is, in TRT’s judgment, in its best interest.

TRT shall not be bound by the lowest of or by any of the Proposal received and shall be

entitled to select the proposal suitable to i, in its sole discretion. It shall not be liable for



any costs or expenses or damages incurred by any tenderer, irrespective of the outcome

of this RFP. If, however, any such RFP leads to the conclusion of a services agreement

Then the rights and obligations of TRT and the successful tenderer shall be governed

solely by the provisions of such contract as finally mutually agreed and signed.
The bid will be evaluated in two stages as follows:

e Stage 1: Administrative and technical compliance.

e  Stage 2: 80/ 20 point system as prescribed in namely price and BBEE rating
STAGE 1

The Bidders must submit the required returnable documents as required by TRT. The

Bidders will then be evaluated based on compliance of the following:

e Annexure A — Returnable documents. Failure to comply will result in the bidder being

disqualified.
e  Schedule of bidder’'s experience.
e List of references of past and present clients.

e Bids will be rated in respect of each criterion on a scale of 1 —5i.e. 1 = Poor, 2 =
Acceptable, 3 = Good, 4 Very good and 5 = Excellent. The maximum possible score

that can be achieved for functionality is 100.

e Bids that do not achieve a minimum score determined by the evaluation panel (out of
100) for functionality will not be evaluated further and will not pass to Stage 3 of the

Bid Evaluation Criteria.

STAGE 2

The 80/ 20 point system as prescribed in Preferential Procurement Regulation 2011 is as

follows;
e Price 80 points

e BEE Contributor level 20 points



Apart from applying the criteria provided for in the Preferential Procurement Policy
Framework Act, 2000 (Act No.5 of 2000) and its regulations in the evaluation of the

responses, TRT will also consider amongst others:

e Costs rates of the services;

e Ajoint venture proposal with an Affected Service provider;

e  Previous proven experience in the provision of such services;

ACCEPTANCE OF BID OFFER
Accept the tender offer, if in the opinion of the TRT, it does not present any unacceptable

commercial risk and only if the bidder:

e Is not under restrictions, or has principals who are under restrictions, preventing

participating in the TRT’s procurement,

e Can, as necessary and in relation to the proposed contract, demonstrate that he or
she possesses the professional and technical qualifications, professional and
technical competence, financial resources, equipment and other physical facilities,
managerial capability, reliability, experience and reputation, expertise and the

personnel, to perform the contract,
e Has the legal capacity to enter into the contract,

e |s not insolvent, in receivership, bankrupt or being wound up, has his affairs
administered by a court or a judicial officer, has suspended his business activities, or

is subject to legal proceedings in respect of any of the foregoing,
e Complies with the legal requirements, if any, stated in the Bid data, and

e Is able, in the opinion of the TRT, to perform the contract free of conflicts of interest.

PRESENTATIONS AND NEGOTIATIONS
The shortlisted tenderer/s may be invited to present their proposals in person to TRT.
Presentations must be in Power Point presentation format (electronic) and a copy must
be in writing, both of which must be given to TRT immediately after the presentation.
Presentations will be held at the TRT offices, which shall be advised to the affected

tenderers in due course.



FINAL AWARD
TRT’s decision with respect to each proposal received will be communicated to the
affected tenderers in writing after the completion of the RFP process. TRT’s decision is

final and no correspondence will be entered into in this regard.

SUMMARY OF KEY TIMEFRAMES

The following is an overview of the evaluation process followed by TRT:
e |ssue of RFP

e Responses to queries electronically

e  Submission of RFP Responses

e RFP Evaluation process

e  Short listing of tenderers;

e Presentations

e Negotiations (if required at this stage)

° Final Selection

Action Due Date

Issue of RFP 24 March 2026

Responses to queries 24 March 2026— 22 April
2026

Submission of RFP Responses 23 April 2026

e These dates are preliminary and TRT reserves the right to change these dates and

any other dates that may appear in this RFP.

e Notifications to tenderers will be in writing to the designated liaison person nominated

by the tenderers.
e TRT will not have post tender communication or face to face debriefing sessions.

RIGHTS OF TRT

TRT, in its sole discretion reserves the right to:



Accept or decline any proposal issued by a prospective tendering parties;

Award the contract based solely on a proposal received without entering into any further

discussion;
Shortlist prospective/ successful tendering parties;
Award the tender in its entirety or in part; and

Extend, without notice, the evaluation period.

TENDER PREPARATION

The submission of the RFP must be strictly in accordance with these instructions.

Tenders must be prepared and submitted strictly in accordance with the RFP

documentation. In the event of the tender being awarded, the

Successful Tenderer/s will be required to enter into TRTs standard services agreement,
which contract is non-negotiable and shall be signed as is. No contract shall be deemed
to exist between the parties unless the parties have entered into a valid written contract,

duly signed by all the parties thereto.

Preparation of the tenders, including but not limited to attendance at any pre-tender
meetings and tender clarification meetings or presentations, shall be at the sole

expense of the tendering party.

TENDERS TO BE SUBMITTED AS FOLLOWS:

The submission of the RFP must be strictly in accordance with these instructions.

One (1) original Bid document with three copies of the complete submission. The hard

copies must be clearly bound and placed in separately sealed envelopes or package.

It is further important to note that once submitted, tenderer’s submissions shall be fully
binding upon the tenderers. Failure by the tenderers to satisfactorily investigate the
conditions and requirements fully shall not relieve the tenderers from the responsibility
of properly assessing and compiling a comprehensive, adequate and detailed proposal

to this tender.

Estimating the complexity or the cost of performing the scope of work, in the event of

being awarded the contract.
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The successful tenderer may be required to interface with other third party vendors of

TRT, in the performance of the services as per agreed final scope of work.

All queries and communications from tenderer/s in relation to this RFP shall be directed
to Njabulo Sibiya, as the single point of contact on this email address: Tshepo Cindi
tshepoc@tshwanetransit.net .Prior to the RFP closing date, all questions and answers
arising from clarifications will be transmitted or distributed to all tenderer/s
simultaneously, provided tenderer's questions reach TRT timeously within the

stipulated cut-off time.

Tenders received after the tender closing date and time may be disqualified, with or

without notice to the tendering party. TRT may modify any part of the RFP at any time

Prior to the closing date of the tender. Modifications to the RFP will be made in the form
of an addendum to the RFP and will be transmitted simultaneously to all tendering

parties.
A technical proposal including:

a. Information on and motivation for the bidder, attaching his or her curriculum
vitae, and setting out his or her personal, and his or her firm’s suitability for the

assignment;

b. Relevant skills and experience for each relevant experience cited, outline the
precise role the bidder played, the role of the firm, contract duration and contract

value;

c. Names and BBBEE status of all proposed team members, and their firms, setting

out:

» The professional role that each person will play in the assignment. This

must be cross-referenced to each deliverable set out in this scope of work;

» The suitability of each person for the proposed roles in terms of their

relevant skills and experience;
» Their availability for the project;

» One-page resumes of each person highlighting responsibilities held and

experience relevant to this assignment in the last 5 years; and
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» Summary of the percentage of black South African professionals of the

team, clearly showing the roles they will play in providing the services.
d. The BBBEE proposal, setting out:

» The number and percentage of black professionals playing leading roles
in the bidder;

» The percentage of black equity in the consortium;

» Demonstrated understanding of skill and experience within the team on

concluding effective black participation in similar projects; and

» Skills transfer plan within the company, consortium or joint venture to

directly benefit black people.
e. The Price proposal setting out:
» The cost per person, namely their hourly rate and total hours
» The cost of the equipment and systems to be used; and

» The proposals must include all costs, as TRT shall not accept any increase
in the agreed rates once the proposal has been accepted and the pricing

structure must be clearly stipulated.

10 AMENDMENTS AND CLARIFICATIONS

TRT reserves the right, after receipt of the tender submissions, to invite the tendering
party/ies for clarification, presentation or negotiation of its tender. Any such
clarifications, presentations or supplements shall be considered to form part of the

tender submission. Any such discussion, issue of supplements or addenda or

Invitation to clarify or negotiate, should not be construed as an acceptance, award or

allocation of the tender to that particular tendering party.

This Request for Proposal is not a contract, and does not create an obligation on
TRT’s part to procure the services of any company submitting a proposal. TRT
reserves the right to reject any or all proposals at its sole and absolute discretion.
Further, TRT reserves the right to cancel or withdraw this Request for Proposal at

any time.

Please also note that all expenses incurred in compiling and presenting your proposal

shall be for your own account.
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e Unsuccessful tenderer / s will be notified as soon as possible in writing after the award

of contract to the successful Tenderer/s.

e Tenderer/s submitting proposals in response to the RFP are not at liberty to discuss
this RFP outside of those people within the company who are required to participate
in the response. Any public release of information about participation in this RFP will

disqualify that vendor.

e The successful Tenderer/s may not release details of the RFP for public information.

TRT management must approve any news of public briefing.
e All RFP documentation shall be returned by unsuccessful tenderer/s.

REQUEST FOR ADDITIONAL INFORMATION
TRT will only provide relevant additional information for preparation of the response to the
RFP upon written request by the Service provider per e-mail address

procurement@tshwanetransit.net attention Njabulo Sibiya.

DEFAULTS BY BIDDERS

If the bidder, after he has been notified of the acceptance of his proposal:

e Fails to enter into a formal agreement when called upon to do so within such period

as TRT may specify;
a. Fails to accept an order in terms of the proposal;

b. When called upon to do so, fails to furnish satisfactory security of the fulfilment

of the contract, where applicable;

c. Withdraws such proposal after the advertised date and hour for the receipt of
bids;
d. After signing the formal contract resulting from the proposal, fails to perform or

has breached any condition of such contract;

e. Has offered, promised or given a bribe in relation to the obtaining or the

execution of such contract;

f. Has acted in a fraudulent or improper manner or in bad faith towards TRT, or
any Government Department or towards any public body, private company or

person in respect of any contract flowing from its proposal;
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g. TRT may, in any such case, without prejudice to any other legal remedy which
it may have, proceed to accept any other proposal that may have been
shortlisted or, if it is necessary to do so, call for fresh proposals, and may recover
from the defaulting bidder any additional expense incurred by it in calling for new

offers or in accepting a lower offer.

e Any disqualification imposed upon any person or enterprise, unless TRT determines
otherwise, shall apply to any other enterprise under the same or different names of
disqualified persons or enterprise, or firm or associates and shall for avoidance of

doubt also be applied to any agent or employee in a fiduciary position.

BID PRICE AND CURRENCY
All prices must be quoted in the currency of the Republic of South Africa unless otherwise

specified.
Prices in any other currency shall be rejected by TRT

PAYMENTS
e TRT will pay the successful Bidder the fees as set out in the final contract concluded

in respect of the Bid. No additional amounts will be payable by TRT to the Bidder.

e The successful Bidder shall from time to time during the contract period invoice TRT

for the services rendered or goods supplied. No payment will be made unless an

e Invoice complying with section 20 of the VAT Act No 89 of 1991 has been submitted
to TRT.

a. Payment shall be made to the successful Bidder’s bank account after no more
than 30 days after receipt of an acceptable, valid invoice. (Banking details must

be submitted as soon as this Bid is awarded).

b. The contractor shall be responsible for accounting to the appropriate
authorities for its Income Tax, VAT or other moneys required to be paid in

terms of any applicable law.

PENALTIES
If the bidder fails to supply any or all of the goods within the period(s) specified in the
Agreement then TRT reserves the right to appoint the bidder with the second and/or third

highest points scored to serve as backup
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CONFIDENTIALITY
The bid and all information in connection therewith shall be held in strict confidence by
bidders and usage of such information shall be limited to the preparation of the bid. Bidders

shall undertake to limit the number of copies of this document.

All bidders are bound by a confidentiality agreement preventing the unauthorised
disclosure of any information regarding TRT or of its activities to any other organisation or
individual. The bidders may not disclose any information, documentation or products to

other clients without written approval of the accounting officer or the delegate.
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