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SPECIFIC A T I ON FOR CLEANIN G SERVICES – DARALA SERVICE OFFICE FOR THE PERIOD OF FOUR (04) 
MONTHS. 

1. BACKGROUND 
1.1. Th e Dep ar tme n t of  S ocial Dev  elo p me n t wish e s to  ap p oint a Se rvic  e Prov  id er to r  e n de r c  le an in g an d ga rd e n 

serv  ic e s a t  Dar  a la S e rv i ce Office  fo r  a p e riod of Fou r (0 4)  mo n th s. Th e c le a ning a n d g arde n  serv  ic e s mu st be 

in  te rms of  sec tion 8 (1 ) of th e Occ  up a tio na l He al th a n d S af e ty Ac t & Re g ulatio n s,  8 5 of 1 99 3 which sta te s 

tha t” ev  ery e mp loy  e r sh al l p rov  id e a n d  main ta in  as fa r as pos s  ible  as  is re as on a ble prac tic a ble , a wo rk  ing 

en v  ir o n me n t th a t is s afe an d wi th o u t r isk  to th e he al th  of its e mploy  e es” . Fur  the r c o mplia nc e wi th th e Na tion al 

E nv ir on me n tal Ma na g e me nt: Wa ste Ac t, 5 9 of 20 0 8 Ch a p te r 4 , P ar t Sec tio n 1 6 (1 ), ge n er  a l d u ty in re sp ec t of  

w a s te  ma n a g e m e n t , a nd Pa r  t 5 , S ec ti o n  2 1 , ge n er  a l r  e q uir  e m e n t s  fo r stor  a g e of w a s te , mu st b e a dh e r e d 

to. 

 

1.2. It is essen tial that, the Departm en t contracts cleaning and garden services from experienc ed prospec tiv e 

bidder s that have capacity and ability to provide a high-quality service. 

The emphasis is therefore to procure service provider with cleaners that have no less than three (03)months 
cleaning experience within an off ice environment. 

 

2. SCOPE OF WORK: 
 

2.1 Th e succ  e ssf ul  bidd er  mu s t  r  e n de r c le a n i n g  a n d  ga r d e n se r v ice s f o r  t h e  wh o le  offic  e si te by pr  ov id i n g  staff, 

cle a ning  e q u ip m e n t,  c  le a ning  ma te r  i al , g ar  d en  e q u ip m e n t , pr  o tec  tiv  e  c  lo thin g a n d  c  l e a n in g  of g ov  er  n m e n t  

vehicles. Expected deliver ables and outputs are indicated in Annex ur e A. 

2.2 The Site consists of: 

 
2.2.1 Commo n areas which include offices, passage s, boardroo m s, kitchenette, garden, adjacent 

pavements, parking areas and garages. 

222 Designated areas as contained  in the table below: 
 

(Please verify the square meters and complete the Pricing Schedule as per attached Annexure B) 

Area/Service Office Number ofStaff and 
others 

Square Meters Gardenin g 

Services 

Toilets Kitchen Vehicles 

M F 

Darala Service Office  

15 300m2 
 

Applicable 
 

1 
 

1 
 

1 

 

1 

 
2.3 Equipment, materials and consumables 

 

All necessary equipment and materials (Including Toilet Paper) for the successful execution of the abovecleaning 
to be provided for by the supplier, which will include inter alia: 

• Vacuum cleaners 
• Polishers (Tile & Floor) 
• Brooms (Soft & Hard) 
• Mops 
• Buckets 
• Protective Gear (Gloves, Aprons, Masks & Sanitizers) 
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•  Dish cloths, swabs, feather dusters and yellow dusters 

•  All necessary chemic als and cleaning detergen ts (e.g. Dishwash in g liquid, Floor polish , Furniture polish, 
Handy Andy, Domestos, Deo blocks, pine gel, hand soap, handy andy, bleach etc.) 

•  All disinfec tion chemic als to sanitiz e all offices and common areas (door handles , desks and kitchen are as) 

•  Necessary sign boards e.g. wet floor and or slippery  etc. 
•  Carwash wax plus cloths & dashboard sprays 
•  Air Freshen ers & Odorles s Dooms 
•  Refuse bags for office and outside dust bins 

 
N  B :  All  equ  i  p m en  t i s  a l  w  ay s  to b e  k e  pt in  a fu ll  y  fu  n  c ti on  al  an  d s af  e c on  di  ti  on  an  d to c  o m ply  w i  th  all  ap pl i  c abl  e 
regulation s. 

 
2.3 Supply and Delivery of Toilet Papers 

 

•  2pIy toilet p per SABS approved 
•  4 toilet papers per official per month (1 roll per week) 

 
2.4 Installation and Maintenance 

•  Automa ted air fresheners for all toilets 

•  Hand soap dispens ers and hand soaps for all toilets 

•  Paper towel dispensers and paper towel rolls for all toilets 

•  Sanitary bins/SHE bins inall Female toilets 

 
2.5 Uniform Clothing 

Th  e s  erv i c e  pr o v i  der  s h  all  a l  w  ay s  en  s u  re th  at all c l ean  i  n  g s taff  i  s  n eatl  y cl  oth  ed in un if  orms  (w  i th th  en  a m e of th e 

c o  mp an  y  pr in  ted th  ereon  & n  a me t  a gs )  w i  th  n  ec es s  ary  p ers on  al  protec ti  v e  e qui  p m en  t  w  h i  ch  sh  all  in  clu  d e bu  t n ot 

limited to headg e ar, gloves and masks. 
 

2.6 Cleaning Staff 

 

Th e D epart m en t does n ot h av e per man  en tl  y appoin  ted c lean in  g pers on  n  el  , th e Serv ic e Provider mu s t provide 
cleanin g pers onn  el . Pleas e n ote th at s alar ies of th e e mploy ees  mu s t be equ al to or in  exc es s of th e deter min  ati  ons 

on Mini mu m Wage issued annuall y by the Departm en t of Labour. 

 
 

3.  CONTRACT PERIOD 

 
Th  e c on  t r ac t  per i  od w il l be f  or  F ou  r  (04)  m on  th s .  A S e rv i  c e Lev  el  A gr e  e m en  t w il l  be si  gn  e d betw  een  th  e s u  c c es s f u  l 
S er v i  c e  P r o v i  der  an  d th  e D  e p a r t m  en  t. Th  e c o  m m en  c e  m en  t d ate w  i l l  b e mu  tu  al l y  agree d  u  p on  w  i th th  e s u  cc es sf u l 

Service Provider. 
 

4.  PRICING 

 
a) Bi dd  ers  mu  s t  s u  b mi t  qu  otati  on  s  w hi  c h  i  n  c lu  de  al l  th  e c o s t s  f  or  th  e  c o m  pl  eti  on  of  th  e  s er v ic e  by  f  u l ly  c o m  pl  e ti  n  g  

and signin g the attach e d pricing schedul e. 

b) Pric es  mu s t be inc lu si  v e  of VA T. If n  ot c onfi r med, th  e D  epart men  t w i ll ass u  me th  at th  e pric e qu  oted i  sin clus i  v e of  
VA T. Th  e D  epart m en t does  n  ot pay  VA T to s ervic e prov i  ders  th  at are n  ot regis tered w i  th SAR  S as  VA T v en  dors. 

It is  c o  m pul  s or y  f  or  b i  dders  w  i th  t ax a bl  e s u  p pli  ers  e x c e e di  n  g R  1, 0 0 0,00 0.0 0  ( ex c lu  din  g V A  T) i  n a 1 2 m on  th 
period to register for VAT. 
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5.  PAYMENT 

 
5.1 The successful bidder will bill the Departm ent month ly after servic es have been rendere d. 

5.2 Th  e D  epart men  t pay s  w i  th in  th i r ty (30) d ay s  af ter  su  b mis si  on of an inv oic e, i  t i  s  th  eref  ore ess en ti  a l  f  or th  e bi  dder to 

h av e en  ou  gh  fun  d or pay men t of  s al  ar i  es  of th  e e m pl  oy ees . Pl  e as e  n  ote th  at s al  ar i  es  of e mpl  oy ees  mu  s t be equ  al 

to in excess of the determi n ati on s on Minimu m wage issued annuall y by the Departm e nt of Labou r 

5.3 Th  e s u  c c es s f  ul  b i  dder  w il I b e p ai  d w i  th i  n  30 d ay s  of  s u  b mi  ss i  on  of  a c o  mpreh  en  s i  v e  or i  gin  al  in  v oi  c e  as  per th  e 

Public Finance Man ag em en t Act 1999. 

5.4 The monthl y  invoice  must  indicat e   the month   and year  of the  servi ce  and  must  also  include  the followin g: 

• Banking details of the company; 

• Vat number (If applicable); 

• Invoice number; 

• Order number; 

• Invoice date; 

• Description of the service (Same as order description ); 

• Invoice must be stamped or signed. 

• Invoice amount must not exceed the amount entailed by the SLA. 

• 

5.5 Attach ed to th e mon th ly  in voice mu st be th at mon th 's  cle anin g an d g arden in g site rep ort sign e d by th e 

C  en tre/off i c e  M an  ag er  an  d c o py  of  th  e p ay r ol l  f  or th  e s a  me m on  th  as th e i  n  v oi  c e,  c on f i  r mi  n  g th  at th  e bi dd er’ s 

e mpl  oy ees h av e  been pai  d. F ai lure to su  bmit th  es e  tw  o docu  men ts  wi  th  th  e inv oi  c e  wi ll res ul t in th e n  on-pay men t 

of the invoice for that month . 

5.6 Th  e m on  thl  y  i n v oi  c e  is  to be s u  b mi  tte d n ot l  ater  th  an  7th  of  ea c h  m on  th  to th  e D i s t r ic t  Offi  c e  f  or  pr oc e s s in  g of th  e 

monthly invoice. 

 
6.  PENALT IES 

 
6.1 The Department shall without prejudice to any of its rights be entitled to impose penalties on the service provider in 

the following circumstances: 

• Any non-perf orm an c e or under-perf orm an c e; Five (5) percen t of the month l y invoice will be dedu cte d for 

every item that consti tu tes non-complian c e as contain e d in th is specific ati on docu men t including annexure 

A. This will be restric ted up to a maximu m of 20% of a monthly invoice where the items are more than one 

(1). 

• A pro rata amount of the price per cleaner per month where a cleaner was not on duty for a dayor more. 

 
7.  MONITORING AND EVALUATION 

 
7.l The perform an c e of the successfu l will be monitored daily by the end user. 

7.2 Evaluation of functions perform ed  will be conducte d through the assess m en t of the month ly report. 

7.3 Penal ties will be implem en ted for detec ted non-perf orm an c e or under-perf orm an c e as per clause 6. 
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8.  COMPULSORY BRIEFING SESSION 

 
There will be NObrief in g session for th is advertis e m ent. 

 
9.  COMPULSORY SITE VISIT 

 
• All Service Provi ders must visit the sites and verify the size of offices to be clean ed before submi tti n g the 

quotation and quote accordin gly . 

• A site inspection certificate is attached to the specification as Annexure D and must be completed and s tamped 

by the Head of the Instituti on /offi ce and signed after being admi n i s tere d. 

• Site Visits WILL NOT be permitted on the day of closure of the RFQ. 
 

10.  SPECIAL CONDIT IONS 

 
10.1 Products and industrial equipment supplied and utilized must be SABS approved. 

 
10.2 Toilet paper must be 2pIy and SABS approved. 

 
10.3 The successful bidder  must be registered  in the Central Supplier Databas e (CSD). If not regis tered, supplier 

must ensure that they are registered before submis si on of this bid. Supplier regis tration may b perform e d on 

the Nation al  Treasu ry  websi te www.treas ury .gov .z a . The Depart m en t will notaw ard  a contrac t to a bidder  that 
is not registered on the CSD. 

 

10.4 Fully completed and signed bid documen ts (SBD 4, SBD6,1) including all annexures (B, C, D & E). 

 
10.5 The Departm en t reserv es the right not to appoin t a service provider with two or more similarc on trac ts 

running concurren tl y within the Departm en t. 

 
10.7 The successful bidder must submit: 

 
• A letter of Good Standin g from the Departm en t of Labou r to confirm that the bidder is registere d for the 

Work men’ s Compen sati on within fourteen (14) days of acceptan c e of this bidor Courtes y letter from 

Depart m en t of Labou r confirmin g that the Bidder has applied for registrati on within fourteen (14) days of 
acceptance of this bid. 

 
• A letter of good standin g from Departm ent of Labou r to confirm that the bidder is paying the 

Unemployment Insurance Fund within fourteen  (14)  days of acceptance of this bid or C ourtesy  letter  from 
D epart men  t of Labou r  c onf i rmin g th at th e Bidder  h as  applied  f or  regis trati on wi thin  f ourteen (14) days of 

acceptance of this bid. 
 

10.8 A c c e p t an  c e  of  th i  s  bi  d is  s u  bjec t to th  e c on  di  ti  on  th  at both  th  e c on  trac tin  g f i  r m an  d i  ts  p e rs on  n  el  provi  d i  n  g th  e 
s erv ic e mu s t be cl  eared by th  e appropr i  ate au  th  or i  ti  es  to th  e l  ev el of C  ON F ID  EN  TI AL/S EC R  E T/ TO P SEC  R E T. 

O b t ai  n i n  g a p os i  ti  v e  r ec o  m m en d ati on  is  th  e r es p on si  bi li ty  of  th e c on  trac ti  n g fi r m c on  c e rn  e d. If th e pr i nc i p al 
con tractor  ap p oin ts  a su bcon tractor , th e sa me prov ision s  an d measu res  will  ap ply  to th e su bcon tractor . 

Acceptan ce of  th e bid i s  al so su bject to  th e con di ti on  th at th e con tractor  will  implemen t all  such  securi ty  
measure s as the safe perform an ce of thecon tra c t may require. 

 
10.9Th  at p r o c u r e  men  t of  a l l  p ro t ec tiv e c l  oth in  g an  d g e ar  f  or  th  e c l  ean  ers  is  to b e p r o c u r e d  f ro  m  s u  ppl i  ers w i  th i  n  th  e 

E as t ern  C  ap e. Prov in  c i  a l  Tre a s u r y  ( P T)  an  d  D  ep ar t men  t of Ec on  o mic D  ev el  op m en  t, E n  vi ron  men  tal Aff ai  rs an d 

Tou  ri  s m  (D  E D  E A T )  w i ll  m ain  tain  an  d provi  de a l i s t  of  l  oc all  y  man  uf  ac tu re d  g oo d s /  c o  m mo di  ti  es .  Th  e bi  dd er will 
be e x p e c t e  d to provi  de  proof as an d w  h  en r equ i re d  by th e D  ep ar t men  t. F ailu  re to adh ere, w i ll  l  ead to th  e rev i  ew 
and termination of the contract. 

 
10.10 That 50% of the cleaners must be sourced within the ward (Enoch Mgijima Mun.) where the office is situated. 

http://www.treasury.gov.za./


11.  CONS O R TI U M  I JOIN T  VENTU R E 

 
It is recogniz ed that bidders may wish to form consortia to provide the Servic es . A bid, in respon s e to this invitation to 

bid, by a consorti u m must compl y with the followin g requirem en ts : - 

 

11.1.1 Copy of agreem en t  signed by all the members  must be submitt ed. One of the members  must be nomin ated 

by others as author iz ed to be the lead memb er and this authori zati on shall be included in the agreem en t 

entered into betw een the consortiu m members . The lead memb er must be the only authoriz e d party to 

make legal statem en ts , commu nicate with the Departm en t and receiv e instructions for and on behalf of any 

and all the members of the Consortium; 

11.1.2 Bidders must submit copies of the Central Supplier Databas e (CSD) registrati on report for all parties . 
 
 

 
 
 

 
 

 

 07/11/2024  

Date 

District Director: Chris Hani District 

 

 
12.  EVALUATIO N CRITEA 

 

The bid  will be evaluated in two stages : 

• Pre-ev alu ati on criteria, 

• Preferen ti al Procurem en t Policy Framew ork Act 5 of 2000 (PPPF A ) Preferen ti al Procurem en t Regulation , 2022, as 
indicated below: 

 
12.1 Pre-evaluation criteria 

 
• Copy of signed agreem en t in the case of Joint Venture / Consortiu m  inaccordan c e with conditions s ti pul ated 

in paragraph 11.1. 

• Quotation is only valid when signed by the service provider or with a compan y stamp signed by adirec tor or 

person with authori ty and will be valid for 90 Days. 

• Salar ies of the employ ees must be equal to or in excess of the determ in ati ons  on Minimu m Wageiss u ed 

annually by the Departm  en t of Labou r 

• No correc tion  flu id of any kind MUST be used ON PRIC E . Incases where correc ti ons  are necess ary ;th es e can 

be made by drawin g a line across the incorrec t statem en t, writin g in the correc t detai ls abov e the same and 

subsequ e ntl y endorsi n g the entry with the bidder’ s signatu re. 

• Fully completed and signed SBD4. 

• Fully completed and signed (Annexure B, C & D). 

• Proof of experienc e in the cleanin g servic es field in an office environ m en t  with a minimu m of three 

(03) months (copy of signed award letter / copy of signed contrac t AND accompan yin g letter f rom the compan y or 

departm ent indicatin g that cleaning services were satisfactory rendered). 

NB: Failure to fully comply with the pre-qualif ic at ion criteria to the satisfaction of the departme nt will lead to the automatic 
disqualification of the bid. In loco inspection may be conducte d on short listed Service Providers 



12.2 Evaluation as per PPPFA, Preferential Procurement Regulation 2022, 

Bid propos  als  wi ll  be ev aluated in ac c ordanc  e wi th the 80/20-prefere nc  e point s ys tem , as  c ontem pl  ated in the Prefere ntia l 

Proc urem  e nt Pol ic y F ram ew ork Ac t (Ac t 5 of 2000). Bids wi l l  be ev aluated on pr ic e and s peci fic goals . Bidders w ho do not 
claim specifi c goals will not quali fy for preferen ce points. 

 

Matrix for evaluation 

 
NO. CRIT ERIA POINT S 

1. Price 80 

2 Specific Goals 20 

2 SPECIFIC GOALS NUMBER OFPOIN TS 
3 Gender 6 
4 No Franchise 2 
5 Disability 3 
6 Locality (Chris Hani District) 6 
7 Youth 3 

 Total Points for Price & Specific Goals 100 

• In order to obtain preference points for specific goals, bidders must complete SBD 6.1. 

• Locality will be confirmed as follows: 

The preferre d  addre ss on CSD  is the  on/y addre ss to be consid e re d  provide d  the addre ss was  update d onCSD  on date 

prior  to the invitati o n to bid was publis h ed . 

- If the preferre d address on CSD was update d on a date after publicati o n of the invitatio n to bid, then the  addre ss 

registere d on CIPC will used as the only address to consider for awarding of locality points. 

•   A lease agreem  ent where offic es are lease together with evidenc e (Bank statem ent) that rental hasbeen paid 

for at least 3 months prior to the incitati o n to bid was publish ed . 

•   Copy of water and lights account from the municipality (Municipal Account, NOT a councillor’s letter)or Eskom 

statem en t. The proof of address must be in the nam e of the compa ny. 

In case of a joint venture, the preferred addres s on CSD will be considered provided the JVpartn er has more 

than 30% interests in the JV 

 

13.  Bid Policies, procedures & Terms and Conditions- 

 
In  addi tion to th os e s tipulated in  an y oth er s ec tion s of  th e bid doc u men  ts , bidders mus t be es pec i  al ly aw are of 

the followin g terms and conditi on s : 

13.1 Quotations are valid for 90 days 

13.2 Th e D epart men  t may , bef ore a bid is  adju dic ated or at an y tim e dur in g th e biddin g proc ess , obl ige abidder to 

su bs tan ti  ate  an y clai ms i t may  h av e mad e in  i ts  bid docu  m en  ts  or to c al l f or  any  addi ti  on  al  d oc u  m  en ts or to 

make presen tation to it. 

13.3 A contrac t may, on reason able and justifiable grounds , be awarded to a bidder that did not score thehighes t 

number of points. 

13.4 Bids submitted through facsimile, telegra m s or e-mai ls will not be accepted. 

13.5 No bids will be considered if submitted after closing time. 

13.6 The Departm en t reserv es the right to award the bid to more than one bidder, or not to award it at all. 

13.7 The Departm en t reserv es the right not to appoin t a Servic e Provider with one or more similar contrac tsrun nin g 

concurren tl y within the Departm ent. 

13.8 The Departm en t may, if necess ary , negotiat e a mark et related price in line with the Preferen tia l 

Procure men t Regulation s 2022. 



13.9 The Departm en t will not award a contrac t to a bidder whose tax affairs are not in order. 

13.10 This RFQ is subjec t to the Preferen ti al Procurem en t Policy Frame w ork Act 2000 and the Preferen ti al 

Procurem en t Regulation s , 2022, the General Condi tions of Contrac t (GCC) and, if applic abl e, any other 

legisl ati o n or speci al condi ti on s of contract. 

 
14.  DISCLAIMER 

 

14.1 Whilst all due care has been taken in connecti on with the preparati on of this Bid, the Depart m en t makesn o 

repres en tati ons or warran ties that the conten t in th is Bid or any informa ti on communi cated to or provide d to bidders 

during the Biddin g process is, or will be, accurate, current or comple te. The Departm en t, and its officers , employ e es 

and advisors will not be liable with respec t to any informa ti on communi c ated which is not accurate, current or 

complete. 

 

14.2  If  a bidder fin ds  or reas on  abl  y  believ es i t h as  f ou n d any  dis crepan cy , am bi  gu i ty , error or in c on sis ten c y in the 

Bid or  any  oth er inf orm ation prov ided by  th e D epart men  t (oth er th an min or c leric al ma tters ) , th e bidder mus t promp tly 

notif y D epart men  t  in w ri tin g of s uc h disc repan cy , ambigu i ty ,  error or in c ons is tenc y  in order  to aff ord th e D epart ment 

an opportuni ty to consi der what correcti ve action is necessary (if any). 

 

 
 

 
_________________________ ________________________________ 

V. Dlova Date 

Director: Supply Chain Management 

18/11/24



ANNEXURE A 

1. EXPECTED DELIVERABLES 

1.1.1 Spring Cleaning 

Within the first week  of the contract,  a once  off major  clean-up of the site is expected  and thereafter  as stipulated  below.  The key focus  areas  for 

the once off clean-u p will be on: 

i ) Spring cleaning of offices,  kitchens and  boardroom. 

ii) Stripping of all old polish  from  doors  not covered with carpets and re- applicat i o n s  of non-sli p polish and rubbed up to a high gloss. 

iii)  Steam cleaning of carpets, rugs  including door mats. 

iv) Toilet areas. 

v) Curtains, pelmets and blinds. 

vi) Washi ng of interior walls. 

vii) High pressure cleaning  of exterior walls, gutters and down pipes. 

viii) Pruning of trees, shrubs and cutting of grass. 

ix) Planting and maintaini n g  of snake repellen t  plants aroun d  the perimet e r  fencing. 

x) Remo val of weed s on paved areas and spra yin g of weed killer on all paved areas. 

xi) Cleaning of windows. 

xii) All GG vehicl e s are to be Valet at start of the contra ct . There aft e r , twice a week after consult a tio n with the 

Office Manager. 

xiii)  All partition s, dividing walls, plaste red and painted walls and walls coated  with a resin-b o nd e d finish e.g. “Spect ru m ”, shall be 

washed. 

xiv) All upholste ry blinds and curtain s must be washe d at the start of the contra ct and half yearly thereaf t e r depen di n g on the 

environment which could require every three months. 

x v )  Supply she  bins and  consu m abl es related thereto in all female toilets. 

xvi) Provid e, install and maintai n the following dispen se rs: 

•  Air freshener (Autom a t ed ) 

•  Paper towel 

•  Toilet paper 

•  Liquid hand soap 

•  Seat disinfec t i ng   wipes 

•  She Bins 

xvii) AII the  dispensers will remain  the property  of the department at the end of the contract. 
 

1 .  1.2 Dailv tasks include: 
 

i )  Vacuum all rooms with carpets, rugs including door mats and providing carpet powder for offices. 

i i  ) Sweeping of all floors, steps, passages and stairs, ducts and porches and dusting-off and wiping over with a damp  cloth  of all furniture, handrails and 
window sill s so that the premise s may be maintain e d throug h o ut . 

i i i  ) Dustin g and p o l  i s hi n g of f u rn i  t u r e 
iv) Refuse including the contents of refuse bins and waste-paper baskets shall be removed and be cleaned. 
v) Dusting and wiping a damp cloth balustrade. 

vi) Toilets, sinks, showers must be free of residues, properl y cleaned with anti-bacteri al detergents daily. Clean all spots on the walls in the ablutions. Toilet pans and 
urinals shall be wash e d and disinfe ct a nt daily. 

vii) Tiles and ceilings soffits must be free of stains. 

viii) All dirty crockery to be collected from offices and washed twice a day (morning & afternoon)  and neatly stacked to a relevant area. 
ix) All plumbing defects be reported so as to report defects in time. 

x) Telephones must be wiped with cloth damped  with disinfectant. 

xi) All mirro rs ,  glass partition s ,  handrail s,  push-an d -ki ck-pl ates, handles,  switches and control panels shall bewiped clean daily with a cloth 



dampened  with an approved  disinfectant. 

xii) All micro w a v e s ,  fridges   and  other kitchen  electri cal appliances must be cleaned in the offices. 

xiii) All upholst e ry blinds and curtai n s will be kept in a clean conditio n at all times. 

xiv)  Spots, marks and stains shall be removed daily. This requirement is applicable to offices,  passages,  entrance  halls, waiting  rooms and other 

rooms frequen t e d by staff or public. 

xv) Remove, Disinf e c t and repleni sh she bins. 

 
1 .  1.3 Weekl y  tasks 

 

i )  Removal of weeds, on paved areas and in Power  beds, and sprayi ng  of weed killer on all paved areas  in summer. 

(ii) Cleaning of all windows and glass doors in the buildings and main entrance (where applicable). 

(iii)  Cleanin g of govern m e n t GG vehicle s includin g wash & vacuu m , apply tyre shine on all four tyres, apply dashb o a rd polisher inside the 
vehicle. 

(iv)  The sched ul e of cleanin g must be agreed with the transpo rt officer. Polish dashb o a rd and tyres with SABS 

approved polish suitable for vehicles. 

{v) All wooden furniture shall be polished with an approved wax furniture polish. 

(yi} Internal and extern al  fire escape  stairs  shall be swept and dusted. If required for a neat appearan c  e it shall  bewiped with a damp  cloth. 

vii) Refuse -bi ns   and   waste -pa pe r   basket s   shall be washed and disinfe c te d. 

viii) Water- fi l te rs shall be washed out thoroug hl y   with water and with  an accepta bl e cleansi ng   agent  and  well rinsed twice a week 

ix) Installa ti on and  Supply of disinfe c ta nt seat  wipes  by  the bidder each cubicle . 

x) Refilling of air freshener  dispenser. 
 

1.1.4 Twice a month 
 

i) All brass on doors and window frames shall be polished with an approved polish twice a month. 

ii) Deep cleaning of all ablutions including floors and walls. 

i) The bidder will supply his own ladders and scaffo l d i ng. All work should be carried out in complia n c e with The Occup a ti onal Health and Safet y Act. (OH S A 85 of 
1993). 

ii) The dusting-off of surfaces higher than 2 metres  off the floor shall be carried out once  a month  which shall  include light fittings, Venetian blinds, high windowsills, on 
top of cupbo a rd s , shelve s, etc., and where applica bl e on top of beams. 

iii) Un-plastered or rough textured walls that are inclined to collect dust shall be dusted at least once a month, or if required more olten to maintain a  high degree of 
neatnes s . This require m e nt is only applicabl e toofice s , passage s ,  entran ce  halls,  ablution s ,  waiting   rooms and  other rooms frequent ed by staff or the public. 

iv) Ceiling s  shall be dusted and cleaned at least once  a month or when need  arise s. 

v) Supply of 2  ply toilet paper which is SABS approved throughout the contract  period, 4 per official per month. 

vi) Maintenance of air towels/blowers by the bidders in each block of ablutions. Supply 1 pack of paper towel peroñcial per month. 

vii) The bidder must provide hand liquid soap and hand cream in each block of ablutions. 

viii) All shelves  on which files are kept, and on top of shelves, shall be thoroughly dusted once a month. 



ANNEXURE A - PRICING SCHEDULE 
 

1. CLEANING OF OFFICES 

 
AREA I S E R V I C E 
OFFICES 

N U M B E R OF 
S TA FFA N  D 
OTHE R  S 

SQU A R E 
METE R S 

PRICE 
PER DAY 
PER 
M2 (ExcI. VAT) 

TOTAL  PRICE PER  
M ON TH  (Ex c I.  
VAT) 

TOTAL PRICE FOR 4 
MONTHS 
(ExcI.VAT) 

Darala Servic e 
Office 15 300m2 

   

 

Total 
 

cost for cleanin g 
 

services 
 

for 4 month s 
 

(Exclusive 
 

of VAT) R 

 

2. LABOUR COSTS 

 
DESCRIPTION NUMBER OF 

CLEAN E R S 
COST PER 
CLEAN ER 
PER MO N T H 
(Excl. VAT) 

TO TA  L P RI C E  
PER  M ON T H  
(Excl. VAT) 

TOTA L PRICE FOR 4 
MONTH S (Excl. VAT) 

Cleaners  

2 

   

Gardner  

1 

   

Total cost of Labour Costs 

  

 
R 

 
3. TOILET  PAPER 

 
AREA/ SERVI C E OFFI C E S NUMBER  OF  

STAFF AND  

OTH ER S 

NO. OF TOILET 

ROLLS FOR 4 

MONTHS 

PRIC E PER 
TOILET PAPER 
ROLL (Excl. 
VAT) 

TOTA L PRICE FOR 4 
MONTH S (Excl. VAT) 

Darala Service Office 15    

 

Total 
 

cost of toilet 
 

rolls 
 

for 4 months 
 

(Exclu si ve 
 

of VAT) 

  

R 

 
4. CLEANING OF VEHICLES 

 

AREA / SERVICE OFFI C E S NO. OF 
VEHI C L E S 

PRIC E PER 
VEHICLE PER 
MONTH (Excl. 
VAT) 

TOTAL PRICE 
FOR ALL 
VEHICLES PER 
MONTH (Excl. 
VAT) 

TOTA L PRIC E FOR 
CLEAN IN G OF ALL 
VEHIC LE S FOR 4 
MONTHS (Excl. VAT) 

 

Darala Servic e 
Office 

 
1 

   

 

Total 
 

cost for 
 

cleaning 
 

of vehicles 
 

for 4 month s 
 

(Exclusive 
 

of VAT) 

  

R 



 
 

 

5. GARDENING SERVICES 
 
 

AREA/ SERVICE OFFICES PRICE PER MONTH (Excl VAT) TOTA L PRICE OF GARDENI N G SERVI C E S 
FOR 4 MON TH S (Exclu si ve  of VAT) 

Darala Service Office   

Total 
VAT) 

cost for garden in g services for 4 months (Exclusive of  

R 

 
 

6. COST SUMMARY 
 

 
 

ITEM QUANTITY TOTAL PRICE FOR 4 MON T H S (E x  cl . VAT) 

 
CLEANING SERVICES 

 
1089m² 

 

LABOUR COSTS 2 

 

TOILE T ROLLS 

  

CLEANING  OF VEHICLES 1 

 

 
GA R D E N I N G SERVICES 

Size to be verified during 
Compulsory site visit 

 

SUBTOTAL 

 

VAT 

 

 

GRAND TOTAL 

  

 
 

 
 
 

Name of Bidder:     
 

Position:    
 

Signature of Bidder:     



 

 

ANNEXURE C: SITE INSPECTION (CHRIS HANI DISTRICT OFFICE) 

 

 

 
 

RFQ NUMBER :    
 

INSTITUTION VISITED:    
 

 

 

This is to certify that a representative from 
 

 

(NAME OF BIDDER) 
 

has visited and inspected the office / institution on the: 

 
(Date)   

 

and has, therefore, acquainted him/herself with the facilities and circumstances. 
 

 
 

 

Signature of bidder Date 

 

 

Departmental Office Stamp & Date 
 
 

 

 
HEAD OF INSTITUT ION 

 
 

DAT E:    



 

 
 

 



 



 

  



 
 

 



 



 



 



 



 

 



 
 

 
 

 
 

 



 

 
 

 
 


