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MODULE 1: GENERAL

PART 1: DOCUMENT DEFINITION
111 ISSUING CERTIFICATE

© This document is the SCM Policy, Principles and Operational System applicable
© tothe Cape Agulhag Municipality

{ il ’ : Date: [u14 /‘; *:/J%,I{

- ACCOUNTING OFFICER

- As delegated in terms of the AQ Finance Delegations, jtem issued in terms
= of section 7% of the MFMA, dated 31 MAY 2016

Resolution 52024 Date: 3 January 2024

i Resolution
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112  APPROACH

1.1.21  Forease of reference this SCM P20E is divided info Modules and Parts as set oul in the contents
{able.

P22 The SCM PA0E, where applicable, is divided inte Polcy, Principle and Operational portions. The
rationale for this division is to identify the policy provisions of the Council - the "WHAT', [he principie
provisions unigue to the municipality and the operational provisions to guide operations - the
HOW,

1.1.23  The relevant prescripts governing the specific Part as well as the appropriate Unit Standards are
indicated in the right hand block,

1124 b is imperstive to nofe that this SCM P20S aims to summarise the imporlant aspecls to be
considered when conducting municipal SCM and does not in any way replace other official
prescripts issued in this regard nor exempt officials from full compliance with such prescrpts,

1125  The Flow of the SCM P“05 is as per the prescribed SCM System and is graphically depicted in
Figure 1 below;
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113
1.134

1.14
1.14.1

1142

1143

115
1.15.1

1152

211

ABBREVIATIONS

APPLICATION

This SCM P20 is applicable 1o al Councillers, municipal officials, stakeholders, contraclors,
suppliers, service providers and any other party doing business with the Municipality.

MAINTENANCE

Given the changing nature of the regulatory, control and operational environment, this SCM POE is
subject to review every year, and being updated as and when required. Amendments emanating fram
review and updaling processes will be issued under cover of a supplementing SCM Instruction.

Maintenance will be perdormed by the SCMU in the Office of the CFC.

Cther independent assurance providers, such as the National Treasury, relevant Provincial Traasury,
Intemal Audit, inclusive of the Audil Commitiee, and the Auditor-General: SA, will also be invalved in
the examination of the adequacy and effectivensss of this SCM P20S 1o ensure an effective and
appropiate control enviranment.

IMPLEMENTATION

The Accounting Cfficer of Cape Agulnas Municipality must lake all reasonable sleps lo ensure thal
the Municipality has and implements this policy.

It 55 the responsibility of management to brng the content of this SCM POS5 to the attention of all
parties within their area of confral,

Mon-compliance with this SCM POS may result in appropriate disciplinary procedures and/for ciminal
actions being considered and instituted against the relevant officials and perpetrators whers deemed
necessary.

For clarification of any matler contained in this SCM POS, please address queries to the SCMU in the
Office of the CFO.

‘| Broad Based Black Economic EI'F'IDU".'.I'EFI'I'I_E_FI__:

| Black Econamic Empowermant

o Amnunﬂr&g E?Fﬁmr

el Chiet Financial Officer

2| Chief Procurement Official at the National Tr_easur:,'

| Construction Industry Development Beard

| Expanded Public Works Programime

:| Depariment of Trade and industry

| Financial Manager

General Conditions of Contract

Members of Executive Councit

| Muricipality of Cape Aguihas

Municipal Systems Act, 2000 (act 37 of 2000)

| Medium Term Expenditﬁr& Framewaork

1 Murnicipal Finance Managemenl Act (Aol 56 of 2003)

| Promotion of Access o Information Act (Aot 2 of 2000)

= | Promotion of Admirstrative Justice Act (Act 2 of 2000}

[ Protection of Persona Information Acl (Al 4 of 2013)

| Public Privale Partnership

: :.:; Prefereniial Procurement Policy Framework Act [Act 5 of 2000)

“-| Reconstuction and Cevelopment Programme

6|Fz5e




| Request for Information '

—~| Request for Prﬁmsal

:| Reguest tor Quotation

SAPO: | South African Post Office

s,npﬁ- “South African Police Services

.BARS South Afican Revenue Services =

SASSA | South Africa Social Security Agency

- SBD. 1 Standard Bidding Docurnents

BEA - Suprame Courl of Appesl

EEM | Supply Chain Management

SCMTR - Supply Chain Management Treasury Regulations, 20105
SCMU | SCM Unit _

BITA- State Information Technnlug_y Agancy

“8LA | Service Level Agreement

SHIME | Small Medium and Micra Enterprise
T | Service Provider

“SPLUMA | Spatial Planning and Land Use Management Act, 2013

e | Total Cost of Qwnership o
TOR = i _£ Terms of Reference

A-clags ilems are those flems which are not cansumable or axpendable

in lemmns ot the Municipality's Supply Chain Management Sysfem means conduct by an official nr_pefsc:-n
hat is tantamount to:

i fraud,

i, corruption,

jit. Tavowritism:

v, untair, imegular and unlawful practices;

v. misrepresentalion on informatien submitted for the purposes of procuring & contract with the
Municipality, misrepresentation regarding the supplier's B-BEE status level of coniributar, experlise and
capacity fo perform in lerms of a contract procured via the supply chain management system,

vi. breach of a contract procured via the supply chain management system;
yil. tailure to comply with the supply chain management system; or

vili. any ofher conduct referred to under the heading of' Combathing Abuse of the Supply Chain
Managament Sysiem”,

*ﬁGﬁEPT‘ABLE BID"

p.p—:;gl.nsmqu :
_MAHAGEMEHT

Means any bid which, in all respects, complies with the spnmf ications and conditions of tender as sef aut |
in the tender document, Alsa referred lo as a "Responsive Bid"

Apquisifion managemenl is the process of procurement of goods or services and includes the:

M1 Evaluation of bids and tabling of recommendations;
1 Compilation and signing of contract documents; and
"I Coniract adminisiration and management.

By an{:-m ansr.u BLA-:ﬂ
I ECE]HGMIE

EMPOWERMENT .

e Is a resource cantrolled by an entity as ara sult of past events and fram which future ecanomic benefits or
| sarvica potential is expetied o flow to the entity. 1t has the following charactenstics:

O It possesses servica potential or future sconomic benafit that is expected to fiow to the enfity,
I Ilis controlled by the entity.
1 |l originates as a resull of 3 past transaction or event

Means the economic empowerment of all black people including women, workers, youlh, people with

- disabilites and peepie fving in rural arees through diverse but integrated socio-economic strategies fhat

include, but are not limited to—

T|Page




| {s) increasing the number of black people that mansge, own and conirol enterprises and pmductwe
| assnts

|| (b) faciiitating ownership and management of enlerprises and productive assets oy communities, workers,
| cooperatives and other collactive enterprises;

; ) human resource and skills development;

| [} achieving aquitable represantation in all eccupational categories and levels in the workfares,

fa) preferential procurement; and
{f} investment in enterprises that are owned or managed by black people. |

TDEMAND
MANAGENENT

© gelivered at the correct trme, at the right price, location, quantity and qualily that will satisfy the needs and
~ s inclusive of, bul not limited to:

gooooad

Demand managerment ensures that the resources reguired lo support the strateqic objectives ars

[dentificalion of prelerential policy obiectives,

Determination of market strategy;

Application of depreciation raies;

Application of total cost of ownership principle;

Compilation of bid documentation, including condifions, and
Determination of evaluation critenza, |

Depreciation rafers o the reduction in the value of assets gensrally from wear and tear, The consumption |

.| of capitalis recognised as a costof production and an allewancs for this is made before net profitis armived |
d al

1_”’5"':'5"‘1 S
MAMAGEHEH.‘I‘-' i

| manner. It alsa entails the maintenance of records and documents as prescrbed.

[hsposal managament is_Fééﬁﬁfssihie to ensure that éﬁ'l'-dnsewioeable: redundant or obsolete assets ae
subjected to a formal process of doing away with in a cost-effective, but transparent and responsible

By
AEEE?UHI‘AELE'.

| Accounting in respect of those stores approved by the Treasury a5 consumables.

(ECLASSHENS
EECIHGMIUFRIMGIP

| E-class items zre consumable and expendable slores that cannot be repaired when it becomes unusable.

Cibtain the highesl possible cuiput for the lowest pﬂssible use of resources.

-ECONOMY OF SCALE

Reductions in the average cost of a product in the long run, rasulting from an expanded level of cutpul

'EQUIPMENT —

8 55 A-class accountable stores that are issued and aocuunteu Fnr oanan inventary.

FIHM A'J'I'ARD-”-

In relation Lo bids or quotations submitted for contract, means the final decision on which bid or quote iz
ancepten

FR.MiIEWGEH
‘ﬁGﬂEEﬁlEHT

{-:..

means a bid for the supply of goods, services or construction works, winich are of an ad-hac or repelilive
nalure on an “as instructad basis’ where the terms are approved for use over & predetermined period of
tirme withoul quarantseing any quantum of expenditura utilising the confract,

; mIEERMEI:iSﬂm.-'

| The foundation of the integrated SCM concept is total cost nnﬁl].rs-is, which is defined, as minimising the
| total cost of SCM elements.

IHTHE SER‘H’IEE GEF | Az par SCM TR means 1o be —
THE STATE © | (a) A mamberof-
(i1 Any municipal counc
(i} Any provincial legislature, or
._ (i} The National Assembly or the National Council of Provincas
| (b} A member of the board of directors of any municipal entity
- {c) &n official of any municipality or municipal entity |
(d} An employee of any national or provincial department, national o provincial public enfity or
constilutional institution within the meaning of the Public Finance Managemenl Act, 1888 (Act 1 of
1999
(g) Anexecutive member of the accouniing authority of any national or provincial public enfity; or”,
G N Anemploves of Parlisment or & provincial legislature-and is inclusive of ‘stsll and "ollicial
21 g) A Parson who is an advisor of consuitant contractad with tha Municipality.

INVENTORIES | Including stock and stores {consumable  siores, meintenance matetals, spare parls, WIP,
,":' o educationfraining course materals, client services). Propertiesfiand held for saie. Strategic stocks (fuel
AT | supplies, precinus stones and melals). Seized o forfeited property,

_JM?ENﬁ'm_ﬁfﬁﬂLéf It-shall be possible 1o delerming accountabiiity tor allﬁ-. class-accountable items atall times. Records shall

BlMaqgs




:' 1 to the instifution on persanal account or sectional inventaries for general usage: Inventery (distribution)
| ledger accounts shall therefora be maintained for all A-class ilems.
=1 An individual article or unit,

therefore be available lo describe the full extent of the responsibilty of officials for equipment bélnngmg

PROVIDERS

4| Lifecyele cosfing s atech n1q|:a developed to identify and quantity all costs, initial and ongoing, assocised

S| throughout s predetermined lfecycle.
| Means a list of accredited prospective providers which the municipality ! municipal enfity must keep in
| terms of Parl 16 of this SCM PZ0S and SCM TR 14

with a project or instaliztion over a given period. Thus, itis a tool that forecasts the lotal cost of a purchase

LDEISTICS" 2
MANAGEMEHT

| Logisfics management ansures that goods and senvices are avaliable at the right place, time and quantities
i required to execute the functions of the Mummpahty and may include stores.

- | Means = contract with & durstion penod exceeding one year for SCM related contracts and a period of
2| three years for immiovable assels as per the MATR

-| financia obligations on the Municipality beyond the first three years covered in the approved annual
| budgel

Means a contract as defined by section 33(1) of the Municipal Finance Management Adl imposing

1| therefore be a direct causal link running from the messurable objeclive lo one or more of the sbatsgic
1 nbjemwes
| An infrastructure project or a series af interrelated infrastructure projects on a single site having an

Measurable objectives identify very specific activities that the 1'nu1'|i:E:i1:|aiit'_.I intends performing or defivering
in crder o achieve the sirategic objectives and uftimately the strategic goals it has set. There must

esfimated cost, including those required for new facilities or systems to become fully operationsi, abave
a prescribed threshoid.

| MFMA means the Municipal Finance Management Act, 2003 [Act no 56 of 2003) as amended, as well as
=*| National Treasury Regulagons, incluging SCM Regulations issued in ferms thersol.
| Movable assets are assets that can be moved (e.g. machinery, equipment, vehicles, efc). Al inventores

71| The sum that results when the discounted value of the expected cosls of an investment are deducted from
| the discounted value of the expecled relums. 1T the NPY is positive the project in quastion is potentially

and valuables and some fixed assels belong lo this categary.

warlh undertaking.

OBSOLETE ~ wh

Mo longer produced or used, out of date, fo become obsolete by replacing it with s{:me{hing NEw,

GTHER&PPUGAELE
LEGIELthnN'.'- e ;, PPOS including —

Means any ather legislation applicable lo municipal supply chain management listed in Part 3 of the SCM

a}  The Preferential Procurement Policy Framework Act, 2000 { Act no. 5 of 2000)
b} The Broad Based Economic Empowerment Act, 2003 (Act nio 53 of 2007)

¢} The Construction Industry Developmen! Baard Act, 2000 { Act no 38 of 2000)
d) The Muricipal Systems Act, 2000 (Act 32 of 2000

#ﬁ#ﬂfmuu'én_... e

A person who practices a profession ar art.

REDUNDANT

| Mo longer needed or useful, superlugus {unnecessary),

. ." The act of saving any goods or property in danger of damage ar - destruction,

SHALL HEEILFIII ﬁﬂﬁ
‘MICRO. EMTERPRISE
{SMME)

SMME is as defined in the MNalional Small Business Act, 102 of 19“9‘ as amended,

STQREEFST{JCK

Al mavabie state properiy/assets that are kept in stock for i isSUE purposes.

STHATEGIE EDALS

ey
OBJECTIVES =

S[:I.ll oS

_- | They are statements that describe the strategic direction of the municipalily. Itis useful to think of strategic
| goals as outcomes to be achieved by the municipality.

Sirategic objectives are more concrele and spacific than sirategic gualq
--| Indication of what the municipality intends daing in order to achieve the strateqgic goals it has set for isel,
| as such strategic ohjectves would normally desaribe high-level outputs or “results® of actions that the

| same time addressing Government's preferential procurement policy objectives. Four phases are |

|| Sirstegic goals are arcas of institufional perfﬂrmance ihat are critical in the achisvement af the missian.

They should give a clear

institution intend taking.
SCM (SCM) is an integral par of financial management.  This function infegrates the planning,
procurenient and provisioning processes, seeks to infroduce international best practices, whilst &t the

BiFag=




oo distinguished in the SCM processes narnel'_.f;_

71 Demand Management

T Acquisition Managemsnl

0O Logistics Management

O Disposal Management
The planning precess is dealt with in the Demand managament phase, the procurement Tunction in he
Aequisition mansgement and provisioning in Logistics and Disposal Management,

| Means any guidelines on supply chain management iszued by the Minister in terms of section 168 of the
| MFMA )
| Maans the Local Government Municipal Finance Managemsnt Act, 2003 (Actno 56 of 2003} - Municipal |

| Means the Local Government Municipal Finance Mansgement Act, 2003 Municipal Supphdﬂhalr; |
| Management Regulations published by Government Mofice 868 of 2005 and its amendments in
- Government Gazette Nobice GoN R31, Gazette 40553 dated 20 January 2017, and Govemment Gazele
| Natice GoN 4198, Cazetle 45863 dated 14 December 2023

Supply Chain Management Regulations published by Govemiment Natice 868 of 2004

means [hat the perfoimance of a privale parﬁ-' in terms of the agreemeant will result in @ net benefit to the
~| institution defined in terms of cost, price, quality, auantity, risk transfer or any combination of those factors.

| POLICY

0 The municipality is committed to comply with applicable legislation as it pertains fo SCM.

213 THE CONSTITUTION

2431

2132

2133

2.1.34
2135

2136

In establishing this S0 P205, the municipality intends to comply with section 217 of the Constitution

of the Republic of South Africa {Act Mo 108 of 1996, as amended] which reads as follows:

217 (1) When an Organ of State in the nalional, provincial or local sphere of Govemment, or any
ather institution ioentified in nafional legislation, contracts for goods and services,  must do so in
accordance with a system which Is fair, equitable. transparent, compelifive and cost-effective.

217(2) Subsection (1] does nof prevent the municipality from implementing a procurement poficy

providing for.
Categortes of preference in tha allocation of contracts; and

The protection or advancement of persons, or categories of persons, disadvantaged by unfair

discrimination.

217(3) National legislation must prescribe a framework within which the policy referred fo in subsechion

(2] must be implemented.” - in this regard refer to the BBBEEA and the FPPFA

WP sge




214 MUNICIPAL FINANCE MANAGEMENT ACT (MFMA)

2141

2142

2143

2144

ine overall objective of the MFMA is to improve financial management in the public secior and fo give
Accounting Officers certain discretionary powers to ensure that the inlention of the Actis achieved.

Seclions 63, 77 and 78 of the MFMA effectively allocate joint respansihility for integrity and
maintenancs of good coporate governance to all officials in regard to SCW matlers.

The MFMA provides that the National Treasury will issue a framework for the procurement and
pravisioning of goods and services, The aforementioned was issued by National Treasury asthe SCM
(SCM) Treasury Requiations, effective from 1 July 2005 and sei the framewark for the Municipal SCM

P05,

The SCM Treasury Regulations confain exlensive prescripls requiring compliance when procuring
goods and services.

215 PREFERENTIAL PROCUREMENT POLICY FRAMEWORK ACT (PPPFA)

2.1.581

2.1.52

2:1.5:3

2154

Inferms of Section 217(2) of the Consfilution, Organs of State are not pravented from implementing 2
procurement policy providing for cateqories of preference in the allocalion of contracts and the
proteciion or advancement of persens, disadvantaged by unfair discrimination,

The policy, however, may only be implemented within a framework prescribed by national legislation
a8 contermplated in section 217(3) of the Constituficn

To give effect to the Constitufion, 1996 the PPPFA was promulgated and tonk effect on 3 February
2000.

Subsequently, in 2022, a new set of Preferential Procurement Folicy Regulations were issued in lerms
of the aforementioned leglsiation. The maln thrust of the PPREA, 2000 is that an Organ of State must
determine ifs preferential procurement policy and must implement & preferential procurement
framewark.

M|FPape




216 PROMOTION OF ADMINISTRATIVE JUSTICE ACT {PAJA)

Vil 3l

2162

2183

2164

2185

FAJA, 2000 gives effect io section 33 of the Constitution, 1996 that stipulates that everyone has the
right to adminisirative action that is lawful, reasonable, and procedurally fair,

Furthermore, everyone whose rights have been adversely affected have the right to be given reasons
or clarification.  PAJA, 2000 deals with general administrative law and therefore hinds the entire
adminisiration al all levels of government.

Itis important to distinguish betwesn general and particular sdministrative law. General administrative
law governs the administrator's actions in general by stipulating general rules and principles that all
administrators must follow, as well as remedies for individuals alfecled by administrative decisions, for
example where administrative powers have not been proparly used or where requirements of law have
not been followed. By contrast particular administrative law comprises the legislation governing the
legal rules, principles and policies that have been developed in specific areas of administration, e.g.
law relating to procurement or SCM.

FAJA, 2000 further provides a set of general rules and principles for the proper performance of
administrative actions In 2l areas and requires the giving of reasons for adminislrative actions in
certain croumstances. In addilion, il sels oul the remedies that are available if these mules are not
complied with or followed., It also indicates how administrative powers allocated o administrators in
terms of ather stalules and the common law must be exarcised in the light of the Constitution.

When an official hias o execute an administrafive action based on discretion he has to apply his mind
and must be ahle to show cause for such "applying of his mind”. Following is a short tick list to consider
when execuling such discretion:

JUST ADRINISTRATIVE ACTION TEST: tick off

ARl mlevanl and permissible facts and crcumsianess wers taken nio consideraton {mindid of

PrERus precelenne crealed

All preccnpis, bmes and condtions are adhensd 10

Encure dectmian i within ambet of delegation or legislatve powsr

2164

2187

2168

sure result of actionidecision will s2ove 3 tegal permisaible purpose

Eni
Ercure the snd-resul! fabs withs ambit of budost. budest description and objectives of srategc plan

PROMOTION OF ACCESS TO INFORMATION ACT (PAIA)

Pald, 2000 responds to section 32 of the Constitution, 1296, In terms of this provision everyone has
the right of access to information held by the Slate.

PALA, 2000 fosters a cullure of transparency and accountability in the public and private bodies by
aiving effect to the right of access fo information and to actively promole a society in which people
have effective access 1o information to enable them fo more fully exercise and profect all their rights.

PalA, 2000 s of parbcular importance to the administrative decision-maker, as the lalter may at any
stage, either during the deliberative prosess or afler the decision has been taken, be facad with the
request for access io files and or records, eg. those refating lo contracts concluded through SCM
processes. |t then becomes all the more important o distinguish between information that may be
given and information that must be refused. In terms of PAIA, 2000 there are cerlain calegories of
information that must be refused, and olher categaries, which may be refused, hence the importance
that hoth officials and administrative decision-makers be familiar with the grounds of exciusion,

It is impartant that SCM practitioners involved in decision-making processes must be able to express
wiews and lender advice withoul being concemed that these views and advice will be subject 1o public
debaie and criticiam. PAIA, 2000 does nol authorise the withholding of all such information only the
extent hat disclosure mighl inhibil frarkness, 1T there is no such risk, views or advice of officials,
consuitants or advisory bodies or any ofer individual or group may be divulged




2T

21610

21611

21.6.12

2174

Once a decision has been taken or policy formulated, the argument relating to prematurs disclosure
of information and the consequent expecled frustration of the decision or policy forrmulating process
becomes invalid, access may alse be granted to such records. Such records may then also serve as
prooi of the process followed by the administralor in laking the decision and Lo, inter alia, prove thal
the relevant administrator did in fact apply his or her mind,

Within SCM processes, PAIA, 2000 becomes extremely relevant, e.g. in a sifuation where a bidder
loses a bid through a deliberative and decision-making process and the municipality is challenged on
that matter.

Section 42 of PAIA specifically provides that information may be withhold if: its disciosure would
contain financial, commercial, scientific or technical information and trade secrets, the disclosure of
which would be likely to cause harm o the commercial or financial inlerests of he Slate or a public
body as it contains information, the disclosure of which could reasonably be expected .-

{1}  fo put a public body at a disadvantage in confractual or other negotiations; ar
{il)  to prejudics a public body in commercial competition; or

[iiiy is a computer program, as defined in section 1 {1} of the Copyright Acl, 1978 (Act No. B8 of
1978), owned by the Siate or a public body, except insofar as it is required to give access to a record
to which access is granted in terms of this Act,

PROTECTION OF PERSONAL INFORMATION ACT (PoPIA)

PROTECTION OF INFORMATION AND DATA STORAGE

21711 Al information gathered by SCM shall follow the approved processes and
procedures in terms of the Protection of Personal Information Act No. 4 of 2013,
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218 CONSTRUCTION INDUSTRY DEVELOPMENT BOARD ACT (CIDBA)

2181

2182

2183

2184

2185

2188

2187

21848

2189

2.1.8.10

2181

According to section 22 of the Bill of Rights in the Consfitution, 1396, every cltizen has the right to
Ireely choose their rade, ocoupation or profession.

Municipaliies are mandated fo deliver econamic and social infrastruciure, such as housing. In the
execulion of its mandate the municipaiity will contracl wilh service providers from the constroction
indusiry.

Although access fo contract opporiunities has been widely promoted by government, the sustainahility
of small contractors is perceived 1o be jeopardised by, infer alia: some public sector employees that
are not committed fo procurement reform, complicated fender documentation; lack of standardisation
within the public secior and the awarding of contracts to the lowest bidder that affects the sustainability
of real contractors.

The Construction Industry Development Board (CIGH), a national body established by the CIDBA,
2000 is, inter alia, responsible for developing the indusiry for the improved delivery of infrasiructure
Lo thee South Alrican pubdic; working with all stakeholders Tor the sustainable growth of construction
enterprises and the best practice of employers. contraciors and the professiens; identifying best
practice and setiing national standards; and promating common and ethical standards for construction
delivery and contracts

Taking a closer view at the powers, functions and duties of the CIDB in relation to SCM matters, one
comes to the realisation that this body affects the procurement processes of municipalities
significantly. The powers, functions and duties inciude, infer alia, the Tollowing

To provide slralegic leadership, the CIDB must promole and implement policies, programmes and
projects aimed at, amengst others, procurement reformn, standardisation and uniforrity in procurement
documentation, practices and procedures.

To advance the uniform application of policy with regard to the construction industry, the CIDB must
within the Tramework of the procurement policy ol government promote the standardisalion of the
procurement process with regard fo the construction industry.,

To promete unifoerm and ethical standards within the construction industry, the CIDE must publish a
code of conduct for all construction related procurement and all paricipants invalved in the
procurement process, Furthemmore, the CIDB may in this context initiate, promote and implement
naticnal programmes. and projects aimed at the standardisation of procurement decumentation,
practices and procedures.

To promote sustainable growth of the construction indusiry and the paricipation of the emerging
sector. The CIDE may monitor national programmes aimed at procurement reform and standardisation
and unitarmity in procurement documentation, practices and procedures

Furthermore, the CIDBA, 2000 requires that the National Minister responsible for Public Waorks must
presoripe he manner in which public sector construction contracts may be invited, awarded and
maraged within the framework of the Register of Contractors and within the framework of the policy
on procurement. It alse requires thal every governmenl institulion must, subject to the policy on
pracurement. apply the Register of Contractars o its procurement process

Various Regulztions, femplates and toolkits were issued in this regard and are obtainable from
www.cidb.co za.
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215 COMPETITION ACT (CA)

21849 Section 22 of the Bill of Rights in the Constitution, 1998, confirms that every citizen has the right to
choose their trade, occupation or profession freely. Law may regulate the practice of a lrade,
occupation or profession,

]
i
ey
Ly

The purpose of the CA, 1098 is to promote and maintain competition in the Republic of South Africa
in order to: Promole the efficiency, adaptabiiity and development of the economy; provide customers
with competitive prices and product cheices; promote employment and advance the social and
economic welfare of South Africa; expand opportunities for South African participation in world markets
and recdgnise the role of foreign competition in the Republic and ensure that SMME's have an
equitable opportunity to participate in the economy and to premate a greater spread of ownership, in
particular fo increase the ownership stakes of hisforically disadvantaged persons.

2193  Giventhe aforementioned goals and in relation to SCM, ergans of stale in their role as customers in
the markel are dependent on the enforcement of the provisions of this Act, for example fo prevent
restrictive practices such as collusive lendering, Tronting and price fixing, elc,

2110 POLICY TO GUIDE UNIFORMITY IN PROCUREMENT REFORM PROCESSES IN
GOVERNMENT

21101 The Policy to Guide Unilormily in Procurement Reform Processes in Governmant was approved by
Cabinet on 10 September 2003 and promulgated on 5 December 2003,

2.1.10.2  The policy has as a goal the uniform implementation of Government's procurement reform initiatives
and the issuing of regulations in terms of Section 1171 of the MFMA in respect of the Framework for
SCM.

2110.3  Inferms of this policy strategy Accounting Officers are required to establish and implement a SCM
function that promotes sound financial management and uniformity in all spheres of Government.

21104 Regarding insurance, Crgans of State should either insure for procurement related physical risks,
establish risk management programmes or make advance provision for losses associated with such
risks, within the scope of the provisions of the Treasury Regulations lssued in terms of the MEMA,
Suitable arrangements should also be made fo ensure that insurance related excesses do nof cause
the failure of SMME's.

2111 NATIONAL TREASURY PRACTICE NOTES

21111 The SCM Reguiations in terms of the MFMA empower Mational Treasury to issue practice notes to
ensure minimum norms and standards within Government.

21112 Al documents relevant lo SCM are available electronically on Mational Treasury's web page
hittp:/fwwew, freasuny.gov.za /arganization/ specialist functions! SCM: norms and standards.

21,12 THE KING REPORTS ON CORPORATE GOVERNANCE FOR SOUTH AFRICA

21.12.1  The municipality subscriba to the Code of Corporale Praclices Conduct in all material respects as it
affects SC.

£.1.12.2 The Report concludes that successiul governance requires institutions to adopt an inclusive approach
and there must be greater emphasis on the sustainable or non-financial aspects of its performance,

21123 The lesis of Tairmess, acoountability, responsibility and fransparency to al acts or omissions and be
accouniable fo the insfifution, but also responsive and responsible lowards fhe institutions
stakeholders must be applied,

21124 The Repor describes the ponciples of risk management, ethical conduct, black economic
empowarment and social investment prioritisation and spending,
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2113 THE PREVENTION AND COMBATING OF CORRUPT ACTIVITIES ACT

21131  The municipality adheres to the provisions of the Prevenlion and Combating of Corupl Aclivities Act,
2004 (Aot 12 of 2004} as it affects the supply chain process,

21132 The Act requlates offences in respect of corrupt activities relating to confracts, activities pertaining lo
accepiance or oftering of any gratification and the improper influence of another persan as well as
offences in respect of corrupl activities relating to procuring and withdrawal of tenders and auctions.

21133 The Act provides for miscellaneous offences relaling to possible conflict of interest and other
uraccepiable conduct such as acquisition of private inteérest in contract, agreement orinvestmenl of a
public body

21134 Walso provides that National Treasury must establish a ragister for tender defauliers.

2114 THE NATIONAL SMALL BUSINESS ACT [NSBC]

21141  The Mational Emall Business Acl Act Mo 102 of 1996, as amended, eslablishes the Mational Small
Business Council {(NSBC) and also the Nisika Enterprise Promotion Agency (Nisika). The main
funclions of Nisika are infer alia:

(il Teexpand, cocrdinate and monitor the provision of fraining, advice, counseling and any other non-financial

services io small business in accordance with the Nalional Small Business Support Strateqy.

(i) Toconsull with any organ of govemmenl, the NSBC br a service provider in order 1o infer alis:
4 Facilitate the provision of business advice and counseling services to small business.
+ Facilitate national market access for products and services of small business.
A Generally strengthen the capacity of service providers lo supporl small business and small

business lo compete successtully in the econamy.
{iii} To enable small businesses to compete successfully in the economy, the procurement policies and practices
influsnce the sconomic behavior of small businesses, and therefore duning the orocurement process, it s

important to implement guidelines to promete small businesses.

2115 STATE INFORMATION TECHNOLOGY AGENCY ACT [SITA]
(i) The Siate Information Technology Agency (SITA) Act, 1998 (Act Mo 88 of 1998), as amended by Act 38

of 2002, requires that SITA may act as the procurement agency for municipaliies’ information technology
requirements.

(i) The parties must enter info 2 written agreement to requlale the senvices rendered by, and the payments
to be made to SITA,

(i) The Accounting Officer must nolify SITA logether with a motivation of the 1T needs of the institution if the

lransaction value of IT relaled goods or services required by the instituticn in any financial year will exceed
RS0 million (VAT inclided).
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(iv)

It SITA comments cn the submission and the imunicipality disagrees with such comments, the municipality
may conduct its own [T procurement, provided that the comments and the reasons for rgjecting or not

following SITA comments must be submitted 1o the relevant provincial ireasury and the Auditor General,

2116 BROAD-BASED BLACK ECONOMIC EMPOWERMENT ACT [B-BBEEA]

(i)

(i)

i)

(i)

This piece of legislation is linked to the Bill of Rights, Section 9 of the Constitution, 1996, The preamble
of the BBBEEA reflects that ... under apartheld: race was used to confrol aocess to South Africa’s
productive resources and access fo skills; __ fhe South Afncan economy sfill excludes the vasf majority of
itz people from ownership of productive assets and the possession of advanced skills; . South Africa’s
goonamy performes balow fis potential becauss of the low level of income eamed and generated by the
majonty of its people; and .. .unfess further staps are faken to increase the effective parficipation of the
majorify of the South Africans in the economy, the sfability and prospenty of the economy in the fufure
may be undemmined fo the detriment of all South Africans”.

In relation to SCM, broad-based black economic empowenment means the empowement of all black
people inchading women, workers, youth, people with disabiliies and people living in the rural arsas
through diverse but integrated socic-economic strategies that include but are not limited to, infer alia,
preferential procurement.

According to the BBBEEA codes of good practice will be issued on qualification criteria for ;ﬁre1ere:|tial
purposes for procurement and other economic activity,

It is of interest fo note that the Nafional Treasury in its Budget Review 2004 {2004:71) indicated that the
Broad Based Black Economic Empowerment Act and its accompanying Strategy Document have
mghligited several deficiencies in the Preferential Procurement Policy Framework Act in relation to
Government's empowerment chiectives. The National Treasury, in consultation with the Deparment of
Trade and industry, reviewsd the regulations, and introduced changes fo the system that becomes
effective on 7 December 2011 and will assist towards achieving and monioring progress in black

empowerment

2117 OTHER LEGISLATION AFFECTING SCM IN THE MUNICIPALITY

it The following table indicates various legiskation allecting SCM in the Municipalily:
Table 3,15 Legislative Tramawork: | = - disect impact and Ij = Indirect impact]
LEGISLATION AFFECTING SCM IN THE MUNICIPALITY i Direct/indirect impact
| ¥ Constitution of the RSA, 1996
z| Public Finance Management Act, 1999 (Act 1 of 1999)
[ 3| Municipal Finance Management Act, 2003 (Act 56 of 2003)
4| Division of Revenue Act (Annual)
5| Annual Budpets -
6| Bormowing Powers of Provincial Governments Act, 1995 {Act4 of 1996)
7.|  Disaster Management Act, 2002 {Act 57 of 2002)
e R
o.| Intergovemmental Fiscal Relations Act, 1987 (Act 97 of 1997
1| Local Gavernment Municipal Property Rates Act, 2004 {Act & of 2004
11| Municipal Systems Act, 2000 qﬁ::t_:iﬂ of 2000 ) . - ARSE L TR
12| National Credit Act, 2005 (Act 34 Of 2005




| LEGISLATION AFFECTING SCM IN THE MUNICIPALITY

Direct/indirect impact

13 Public Audit Act tPAA} 2004 (Act 25 OF 2004

14 Western Cape Direct Gharges Act, 2000 {Act 6 of 2000

15 Financial Intelligence Centre Act, 2001 {Act 38 of 2001)

16 Provincial Tax Regulation Process Act, 2001 {Act 53 of 2001

17, Value Added Tax Act, 1991 (Act 89 of 1931

18 Promotion of Administrative Justice Act (PAJA), 2000 (Act 3of 2000
y9] _P_raﬁhui'ic'rn of Access to Information Act (PAIA), 2000 {Act 2 of 2000
20| Public Protector Act, 1994 {Act 23 of 1984

21|  Basic Conditions of Empluymﬂnt .ﬁ_.ct 1997 {Act 751 nf 1997

22|  Employment Equity Act (EEA), 1998 (Act 55 of 1998

22 Enmpensatlun for Occupational Injuries and Disease Act 1993 (Act 130 of 1993

zd| Income Tax Act, 1962

25| Public Office Bearers Act, 1998 (Act 20 of 1998

250  Unemployment Insurance Act, 2001 (Act £3 of 2001
o Unemp]uyment Insurance Contributions Act, 2002 (Act 4 of 2002

28|  State Information Technology Agency Act (SITA), 1998 (Act 88 of 1998
2| Broad-Based Black Economic Empuwerment Act tBBEEEA} 2003 {Act 53 nf 2003

30| Competition Act (CA), 1998 {Act 89 of 1938

#|  Construction Indusiry Development Board Act (CIDBA), 2000 {Act 38 of 2000

1z Emplﬂymem Equity Act (EEA), 1993 (Act 55 of 1998

13| Companies Act, 1973 as amended in 2008

14|  Prevention and Combating of Corrupt Activities Act, 2003

350 Wational Environmental Management Act {NEMAJ 1958 :Av:t 10? of 19‘53
3 National Small Business Act (NSBA), 1996 (Act 102 of 1996

37| Preferential Procurement Policy Framework Act (PPPFA), 2000 (Act 5 of 2000

31 Prevention and Combating of Corrupt Activities Act (PCCAA), 2004 (Act 12 of 2004
19 Prevention of Organized Crime Act, 1998 {Act 121 of 1998

4 Reconstruction and Development Fund Act, 1998 {A{:t 79 of 1998

41 State Tender Board Act, 1968 (Act B6 of 196E)

420 Mational Road Traffic Act, 1996 (Act 93 of 1998

13 Road Transportation Act, 1977 (Act 74 of 1977
44|  Road Transport Management Corporation Act, 1999 {Act 20 of 1999

45| Building Standards Act, 1977 (Act 103 of 1977

4| Mational Building Regulations and Building Standards Act, 1977 {Act 103 of 1997
47| Intelligence Service Acl, 2002 {Act 65 of 2002

48 Intergovernmental Relations Framework Act, 2005 [Act 13 of 2005

48|  Labor Relations Act, 1995. (Act 66 of 1995

Magtstrates Act, 1993 (Act 30 of 1993

* Magistrates Court Act, 1944 (Act 32 of 1944

5
51
52| National Archives and Records Service of South Africa Act, 1996 (Act 43 of 1996)
53| Occupational Health and Safety Act, 1993 (Act BS of 1993)

54| Protected Disclosures Act (PDA), 2000 {Act 26 of 2000)

551 Protection of Constitutional Democracy Against Terrorist and Related Activities
Act, 2004 (Acl 33 of 2004)

56 Skills Development Act, 1998 (Act 87 of 1538)

57| Skills Development Levy Act, 1999 (Act 9 of 1959)
a8 Western Cape Procurement Act, 2010
s8] SPLUMA
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PART 4: OVERALL OBJECTIVE

2118 OVERALL OBJECTIVES

The municipaliby's overall pbijedtive of this SEM-PXD 5 is the following:

411 Togive effect io the provisions of the Constitution, 1986, which is fair, equitable, transparent, competitive
and cost-effective,

412  To ensure the efficient, effective and uniform planning for and procurement of all services and goods,
required for the proper tuncticning of the municipality as well as the sale and letting of assets that confoms
to constitutional and legislative principles whilst developing, supporting and promoting historically
disadvantaged individuals, black economic empowerment, SMME's and preferential goals.

413 Toensure the efficient, effective and uniform management and disposal of goods and assels.

414  Toensure good govemnance through its SCM processes.

415  To prevent SCM System abuse and resultant imeqular expenditure.

4.2 THE SCM POLICY
Refer fo section 111& 112 of the MFMA & SCM TR 283

POLICY
[ This 3CM P20S shall give effect to the legisiation and the overall objectives stated, through appropriate
policy, principles and operational procedures.
[ The entire municipality's SCM must be done in accordance with this SCM PEOS.
PRINCIPLES
421 Where the National Treasury issue amendments in the interim, those instructions will also be taken
into account in the execution of the SCM in addition to the SCM F20S which must be consequently

amendad within two months of said amendments.

4.3 POLICY ADOPTION AND REVIEW
Refer to section 111 of the MFMA and SCM TR 3
POLICY
M This SCM P05 shall be adopted by the Municipal Council and reviewed at leasl annually.
O Ensure continuous review and update of the SCM P205 against prescripts and related legislative
frameworks and amendments
PRINCIPLES
431  The 5CM P05 must be reviewed at least annually io ensure that it is compliant with the legisiative
environment.
432  When deemed necessary on an ad hoo basis, the CFO must stbmit proposals for the amendment of

the palicy to the Coungil,
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433 Onanannual basis, at least a quarter before the adoption of the Municipal Budgst, the Head of the
SCMU must review the SCM P05 and submit such to the CFO for consultation with the AC and

submission o the Council for adoption,

PART 5. PROCUREMENT PRINCIPLES
51 PROCUREMENT PRINCIPLES

Refer to section 112 of the MFMA and SCM TR 2
POLICY

1 The municipality hereby adopts the procurement principles as noted hereunder

Transparency The procuremenl process shall be open and predictable and shall afford each prospective bidder |

fimely access to the same and accurate information

Equal treatment All bidders and providers shall be treated equally throughout the whale -pmcureml'ﬂ [roCess

and shall be gven access to the same information.

Effectiveness | The munizipality shall sirive for SCM sy_s?em effactiveness and shall carry out its procurernent

processes as cost-efiectively as possible while meeting the commercial, regulatory and socio-

economic goals of govemment in a balanced manner appropriate o the procurement

raquirament.

Efficiency The municipaiily shall stive fo standardise and simplify procedures whera appropriate 1o
enhance SCM system effectiveness and shall camy aut its SCM processes as cosl-affaclively
and efficienlly as possible. The municipality shall stive to build relationships with providers,

shall ensure good working practices and shall encourage innavative solutions for providers

| Competitiveness The municipalit\,f_s'ﬁ_al-lms;étiéﬁ-i't;s requitements through competition unless there are justfiable
|

reasons (o the conliary. !

Faimess Al bidders and confractors shall be deall wilth faily and without unfair discrimination,
Unnecessary constraints shall not be jmposed on biddersicontractors and  commercial

confidentiality shall be protected.

Ethics Al suppliers shall be treated equally whilst promoding certain empowerment objectives, all
stakeholders shall conduct business and themselves professicnally, fairly, reasonably and with

integrity, all inferests shall be disclosed and all breaches shall be reported.

Proportionality The ;:nru}duc:t.l'sen.ric_e requirements stipulated in the specification!lerms of referance and the

qualification requiremenls atfached lhereto must be appropriate, necessary and in reasonable

propartion te the productsendce being procured.

Uniform application The municipality shall ensure the application of & SCM P05 and a streamiined SCM pracess

and documentstion that is uniformly applied by the municipality, all things being equal, The

procurement process shall be simple and adaptaole to advances in modem fechnology to

ensure efficicncy and effectiveness

Accountability Fach practtionsr shall be accountable for Wheir decisions and actions ralative to their SCM |

responsibilities, fhe SCM process as well as in the implementation of concluded contracts. The

municipality shall have a system, when warantsd by cireomslances, Lo invesiigate and hold

liable both employess and relevant prvale paries dealing with the municipality, for their
|

decisions and actions relatve to ther procurement responsibilities, the procurerment process 25
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well as in the implementation of concluded confracts.

‘Openness

The municipality shall ensure a procurement process and a subsequeni contract award and
implementalion sccording to the predelermined specification in lne with the best praclics

procursment principkes.

Value for money

The municipality shall achieve value for money through the optimum combination of whole lite

cast and qualty {or fitness for purpose) to mest the custormer's requirements while maximising |

efficiency, effectiveness and flexibility.

The municipakly shall apply the following TCO philosophy o the procurement of goeds and |

sanices in achigving value for money.

TGO = Price + Administration {maint. and process) + Qualiy/Usage + Supplier Value-add.

‘Commitment to safety,
health and the

environment

The runicipality is committed to the healtn and safety of its personnel and its providers in the

application of its 3CM procass.

The mm{cibaii't?ié committed to %ﬁms&:mmﬂ of the environment, minimising D'D"l.,l.ﬁﬂl'r and

the improved use of natural resources in the application of il SCM processes and more

specifically in the design of fhe specifications/terms of reference for each requiremant,
The manicipaiity shall apply preventative measures in situations of scientific uncertainty where

& course of aclion could harm the environment.

Black Economic

Empowerment

Thie municipality is committed 1o the promotion of Black Economic Empowerment.

Preferential
Procurement Policy

The municipality shall implement the preferential system and its preferential procurement policy
lonce adopted) in the alocation of contracts for categones of services providers such as

previousty disadvantaged individuals, womean and small business.

Local Sourcing

EResqution of Bid

| Award Disagreements

The municipality is commitled {o give preference to losally sourced products and services

whenever possible,

Should the Bid Adjudication Committes and or the AC not agree with any recommendations
rrade by the Bid Evaluation Commetlee, only the AD may make the final award within 10 working
days, subject to the provisions of section 114 of the MFIA.
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MODULE 2: INSTITUTIONALISATION
PART 6: SCM SYSTEM

6.1 SCHM SYSTEM
Refer to section 115 of the MFMA and SCM TR 9
POLICY
O The AD shall develop and implement an effective and efficient SCM syslem for;
M The acquisition of goods and services
[ The disposal and lelting of assefs and goods no longer reguired,
O The system shall be fair, equilable, lransparent, competilive and cosl-eflective.
O The systemn shall be consistent with the PPPEA and the B-BEEE Act.
M The systemn shall provide for at least the following:

Demand management.

Acquisition management.

O
mn
O Logistics management,
1 Disposal management.
O  Risk management.
O Reqular assessment of supply chain performance.
PRINCIPLES
61,1 The SCM process must, in the case of procurement through a competitive and other relevant bidding
process, provide for;
O  Bidding procedures.
O The establishment, compesition and funclioning of a bid specification, evaluation and
adjudication commitiess.
O Selection of big committee members.
O  Adjudication of bids through a bid adjudication commilles.
O Approval of bid evaluation committes recommendations by the Bid Adjudicalion Commitlee far
bids up to B10m and the AD for bids exceeding R10m,
§.1.2  The SCM system must be seen as an integrated system and takes into account the main influsncers

such as the suppliers, clients, information-and inventory flow.
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PART 7: PLANNING

7.1 PLANNING

POLICY

Refer to MSA, chapter 5, MFMA, chapter 4 and SCM TR 3

O  The SCM P20E of the municipality must complement its |DF, Budgel and SDEIFR
PRINCIPLES

A1

Management must align the SCM strategies with their municipal departmental strategies

FART 8: SCM FUNCTION, URIT AND CAPACITY BUILDING
8.1 SCM FUNCTION, UNIT AND CAPACITY BUILDING

POLICY

Refer to section 119 of the MFMA and SCMTR 7 & 8

M The AD must esiablish & separate SCMU which operates under the direct supervision of the CFO to

implerment its SCM system.

O The AO shall ensure that officials implementing the SCM system are trained and deployed in line with the
Mational Treasury prescripts and guidelines,

M Mational Treasury shall regulate the training.

O Matonal Treasury must validate the training malenal of providers

PRINCIPLES

B11  The separate SCMU must operate under the direct supenision of the CFO.

812 The Procurement section 15 responsible for the co-ordination and oversight of the supply chain
management funclion. I is headed by the SCM Manager and falls under the managemenl of the
Municipality's CFO.

813 The AD and all other officials of the municipality invelved in the implementation of the SCM PERS
must mest the prescribed competency levels,

B.14  Themunicipality musl therefore pravide resources or opporiunities for the training of relevant efficials
te meet the prescribed competency levels and training will be provicded for at least the following
officials:

#  Senior management
#  Practitioners and users
#  New entrants — new appointees irrespective of the level at which they are appainled.

8,18  The training materal must be of an acceptable level of quality and in accordance with the relevant
SCM palicy reforms and legislation and must be validated by National Treasuny.

816 A phased-in implementation strafegy as outlined below could be followed:

¥ Short term through Introduction o SCM

=

F  Medium term through training in all elements of SCW as well as training in speciafised skills,

3
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PART 9: AUTHORITY TO EXECUTE
8.1 DELEGATION OF AUTHORITY

Refer to section 59 of the MSA, sections 79 and 82 of the MFMA and SCMTR4 & 5

POLICY

O

Al SCM activities shall be execuled in accordance with pre-established levels of authority through

delzgations and sub-detegations to ensure control and division of responsitility,

M Delegations shall b2 in writing to a spacific individual or the holder of 2 post and shall be in [ing with the
Municipal Delegation System,
O Adelegation shall be subjesct fo such limitations and conditions as the Council, AD andfor CFO may impase
in a specific case,
M The specific provisions and limitations as prescribed in 3CM TR 4 and 5 must at all fimes be adhered to.
O  The AQ andfor CFO s entitled to confirm, vary or revoke any decision izken in consegquence of a
delegation, provided that no such varation or revocation of a decision should delract from any rights
that may have accrued as a result of the declsion.
PRINCIPLES
911 The Council hereby delegates such addiicral powers and duties to the A0 5o as to enable the AD;
[ Todischarge the SCM responsibilities conferred on AC in terms of
e Chapier 8 or 10 of the MFMA; and
« This Policy
O To maximise administrative and operational efficiency in the implementation of this Policy,
M To enforce reasonable cost-effective measures for the prevention of fraud, cormuption,
favountism and unfair and irregular prachices in the implementation of this Policy; and
O Tocomply with hisfher responsibilities inlerms of Seclion 115 and other applicable provisions
of the MFMA.
812 Noindividual official should be in a position to take a decision In isolation regarding the award of a
bid.
913  The A0 may not sub-delegate any SCM powers or dulies to any persen who is nol an official of the
Municipaiity or to a committee which is not exclusively composed of officials of the Municipality,
914  The AD may sub-delegate the power in make a final award above R2 million but not exceeding R10

million, but only 1o the CFO, & senior manager or 2 BAC of which the CFO of a senior manager is &

member,

9,15  The word 'delegation’ is derived from Latin; deleqate meaning ‘to send from’, which In turn means thal

9.1.8

255 B

when delegating, work is being sent from’ one persan 1o’ someons else,

Dielegation is the pmeess through which a portion of autherity assigned fo an official is passed on o
a lower level sificial who in turm has the authonly Lo deploy resources in bis or her area of respansibility
to execute a specific task.

In this context:
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‘Accountability'’ and ‘Responsibility’ means thal the official who delegates authorily remains
accountable and the fower level official must be held responsible for the execution of the
delegated power or authority,

W

'Centralisation’ considers where the responsibiiity for decision-making authority is vested, i.e.
the degree to which decision-making i1s concenlraled al a single point in the erganisation,

# 'Decentralisation’ is when authority is widely dispersed within the organisation,

#  Cenlralisation and decentralisation does not refer to geocgraphical dispersion.

9.1.8  The delegation process is essential to every Municipality as this is a mechanism through which if can
ensure the achievernent of effective, efficient and economical service delivery by officials.

219  Management processes are dependent on the concept of delegation. It is therefora imporiant that this
concepl and its advantages during implementation is undersiood by all parties involved. Some of the
key advantages are the following;

{i} Managers who allow their staff to accept more responsibilities are in a betler position themsehves to
accept more responsibiliies and higher levels of authority,

(i) Delegations encourage officials to exercise judament and to accept accountability.

(iii) Better decisions are often taken by officials who operate cioser to implementation.

(iv) Decision-making processes are quicker and enhances officials’ confidence o make fulure decisions.

(v) The Municipal Financial and SCM delegations must be designed to distinguish befwean:
= Strategic, faclical and operational level delegations.

#  Different activity requirements in exercising a delegated power, being to initiate, process,

recommend, approve, execute and monitor the execution of a delegated power,

w:

Different principles guiding the appropriate delegation level, being the management impact level,
post level and frequency level,

% Whether the provision is mandatory or allows for discretion in terms of implementation.

¥

Differant nsk impact levels when executing a delegated power, being, extensive, moderate or

limited, including the area of impacl.

9.2 RESPONSIBILITY OF OFFICIALS
Refer to sections 77, 112(1)(k) and 117 of the MFMA and 5CM TR 44846
POLICY
3 Each official shall carry out its activitios within ils area of responsibility,
O  Each official shall take appropriate steps lo prevent any unautherised, irreqular, fruitless. and wasteful

expenditurs in its area of responsibility
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PRINCIPLES

921 A person in the relevanl division or department holding the rank to which the authority has been
delegaied or the person with the authority appaointed for the task must camy it out satisfying the various
SCM reguirements, including the ability to commit the municipality.

8.22 Al activities nol delegated lo a person In the relevant division or the SCMU helding the rank to which
the authority has been delegated, must be forwarded upwards to the person holding the required rank
or to the relevant delegated sfructure,

523 Officials acting on behalf of others may execule the delegations of such post, subject 1o written
appointment,

9.3 PARTICIPATION OF ADVISORS

Reforto SCMTR 5 27 & 29
POLICY

0 Specialist advisars may assist in the execution of the SCM function.

M The services must be obtained through the SCW Systerm.

[ Mo advisor may form part of the final decision-making process regarding bids,

O Mo decision-making authority can be delegated to an advisor.

PRINCIPLES

831 The use of specalist advisors for any SCM funclion is allowed, except from making final decisions
redating lo & bid, which lunctioh only municipal officials must periom,

PART 10: ROLES AND RESPONSIBILITIES

10.15CM FOCUS
Refer to section 117 of the MFMA and SCM TR 6

POLICY
1.1 The rales and responsibilities of all the structures hersunder are to be defined only from the

perspective of SCM and as prescribed

10.2ZMUNICIPAL COUNCIL
Refer fo section 117 of the MFMA and SCM TR 6
POLICY
1021 Without interfering in the actual procurement processes, to ensure thal the municipalily has and
maintains:
= Anappropriate SCM systerm, which is fair, equitable, ransparant, competitive and cost-effective.

#  Effective. efficient and transparent systems of financial and risk management and intermal coniral,

WB|Fage




10.2.2  Toactwith fidelity, honesty, integrity and in the bestinterest of the municipality in managing its linancial
affairs, including the avaidance of conflict of inlerest and provision of séfeguards against favouritism,
improper practices and opportunities for fraud, theft and cormuption.

1023 To prevent any prejudice tn the financial inferests of the municipality or the State

10.24 To take effective and appropriate steps to prevent iregular expendilure, fruilless and wasteful
expenditure, losses as a resull of criminal conduct and expenditure not complying with the cperational
policies of the municipality,

10,25  Toensure that expenditure of Municipality related fo 3CM is in accordance with the approved budget.

10,26 To delegate in writing any of the powers, functions or duties enfrusted, delegaled, conlerred or
imposed on it by the Conslitution, M3A and the MFMA, to the Accounting Officer,

1027  Toapprove the allocation of funds o stratedic goais of the municipality,

10,28 Tooversee the implementation of the SCM PROS.

10.3 ACCOUNTING OFFICER
Refer to sections 60, 79 & 115 of the MFMA and SCM TR 3, 5, 29, 48 & 50
POLICY
1031 To advise on the establishment of strategies in compliance with the leglslation.
1032 Toact as a sounding board for the Council on the franslation of the SCM strategy into business
objectives and operational plans.
10.3.3  To grant final approval of certain bids not delegated to any other official or structure and bids subject
to cerain conditions.
1034 To delegate or sub-delegate In writing any of the powers, funciions or dufies entrusted, delegated,
conferred or imposad on il by the Consfitution, M3A and the MEMA, to the CFC.

10.3.5 Tomanage SCM processes in the event of uncerainty or dispute between different award slructures,

10.4 CHIEF FINANCIAL OFFICER
Refer to sections 80, 81 & B2 of the MFMA and SCM TR 7
POLICY
1041 To advise on the establishment of stralegies in compliance with the legisiation.
1042 Toacl as a sounding board for the AD on the fransiation of the SCM strategy into business cbhjectives
and oparational plans.
104.3 To provide guidance on the establishment of proposals, policies and the operational budget.
1044 Toprovide guidance and options in ferms of operational expenditure
1045 Toestablish and maintain the municipal S3CM P20E.
1046 To establish and maintain the municipal SCMLL
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1047

1048

To take all reasonable steps to ensure that proper mechanisms and separation of duties in the SCMU
and SCM P205 are in placs to minimise the likelihood of fraud, corruption, favouritism and unfair and
irreguiar practices.

To sub-delegate in writing any of the powers, functions or duties entrusted, delegated, confamred or
imposed on it by the Constitution, MS4 and the MFMA, to an official in the Office of the CFO.

10.5 LINE FUNCTION/USERS

POLICY

10.5.1
10.5.2
10.5.3

10.5.4

10.5.5

10.5.8

Refer to section 79 of the MEMA and SCM TR 2, 12, 26, 38, 44, 45, 46 & 47

To link the operational budget with SCM planning.

Tamanage SCM activities in so far as it impacts on the budget holder's expenditure ifems.

To establish and maintain user and/or supplier specifications and reguirements in relation o SCM
within its area of responsibility,

To establish and maintain contract management and project management activities in relation 1o SCM
within its area of responsibility.

To take all reasonable steps to ensure that proper mechanisms and separation of duties between the
SCMU and line function unil e in order to minimise the likelihood of fravd, cormuption, faveuritism and
urnfair and imegular practices.

To sub-delegate in writing any of the powers, functions or dufies enfrusted, delegaled, conferred or
imposed on it by the Constitution, MSA and the MFMA, 1o an official in the relevant line-funciion unit,

10.6 SCMU
Refer to section 79 of the MFMA and SCM TR 7
POLICY
10L6.1  To develop and implement strategies to ensure oplimisation of the supply chain management unit's

1062
1063
.64

i0e.5

10686

service delivery, resource utilisation and chent satistaction.

Develop necessary policies and procedures such as asset management policy, disposal policy, ete.
ar other procedures required to enhanced the implementation of supply chain managerment

Pravide strategic direction and operational planning for the SCMU.

Manage provisioning, procunement, legistics, risk and performancs management,

Co-ordinate. and oversee the functions of demand, acquisitions, logistics, rsks and performance
management.

Responsible for SCM including evaluation and adjudication of bids as delegated, research and
adherence to SCM PPOE, compilation of financial and other reports as required, auditing of supply

chain allocalion, ensure proper slatistical administration and cost- and management accounting.
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10.6.7  Liaise with external auditors and attend to audit queries and address them accordingly.

10,68  Advise the bid cormmittees on procurement processes and prescripts.

10069 Approves and sign letters of acceptance 1o prospecilive bidders.
10610 Develop a delegation schedule far SCML

10.6.11 Facilitate training needs for all SCM practitioners and ensure that each official is trained accordingly.
10.6.12 Assistthe AC and CFC o at least annually review the SCM FOS,

PART 11: 5CM GOVERNANCE

11.1 ETHICS
Refer to section 118 of the MFMA and SCM TR 46
POLICY
O The municipality commits itself to a policy of fair dealing and integrity in conducting its SCM activities.

0

All SCM practitioners and roie players in thie SCM PP0S are required to promaote mutual frust and respect
and an environment where business can be conducted in a fair and reasonable manner and with intagrity.
All SCM practitioners should ensure that they perform their duties efficiently, effectively and with integrity,
it accordance with the relevant legislation and regulations.

The municipality's Code of Conduct shall incorporate the Code of Conduct for SCM practiioners as
contained in Mational Treasury's Practice MNote Number SCM 4 of 2003 and shall direct all SCM
practitioners and role players in their conduct within and with the municipalily. Non-compliance shall ba
subject fo the appropriate disciplinary action

The AT shall take all reasonable steps to prevent abuse of the SCM P205

Anyone who becomes aware of a breach of or failure to comply with any aspect of tha SCM PP0S, must
immediately repart the breach or failure to the AD or hisfher delegated authority in wriling,

Al allegations against a pracitioner or any other role player, of cormuption, improper conduct or compliance
failure with the SCM P20S shall be investigated by the AC or hisher delegated authority who will, when
iustified:

%+ Take steps against such officiat or other role player and inform the relevant Treasury of such steps.
% Repart any conduct that may constifute an offence to the SAPS,

PRINCIPLES

11.1.1. The AD ar histher delegated authority shall take all reasonable steps lo prevent abuse, corruption and

collusion through at least regular internal audit reviews, and external audit as well as risk assessments

in the SCK environment

11.1.2. The AD or hisiher delegated authonly shall ensure thal the municipality considers all complaints

received and shal respond thereto in a timely manner




11.2 DECLARATION OF INTEREST
Refer to sections 112 (1)(j), 117 & 115 of the MFMA and SCM TR 44, 45, 46 & 47
POLICY
O  |f 3 SCM praciifioner ar other role player, or close family member, parlner or associate of such practiticner
or other role player, has any privale or business interest in any contract o be awarded, that practitioner or
other role player must:
O Disclose that interest.
O Withdraw from participating in any manner whatsoever in the process relating to the confract,
M A SCM practifioner must recognize and disclose any conflict of interest that may arse.
PRINCIPLES
11.2.1. The A or histher delegated authority shall determine whether Lhe interest declared, constitutes a
conflict of interest in circumstances where il is not clear that it prasents a conflict,
1122, SCM TR 44 — prohibition of bidders - must be maintained at all times,
11.2.3. Disclosures must be made as per SCM TR 45 in the municipal annual financial stalements as
prescribed.

11.3 EQUAL TREATMENT
POLICY
M All SCM practitioners and other role players must treat all suppliers and potential suppliers equitably.
PRINCIPLES
11310 Al municipal officials associated with SCM, particulary those dealing directly with service
providers/suppliers or potential senvice providersisuppliers are reguired to;
#  Provide all assistance in the elimination of fraud and corruption.
#  Befair, efficient, firm and coureous,
¥ Achieve the highest professional standards in the awarding of contracls
11.4 ACCOUNTABILITY
POLICY
O A SCM praciitioner and other rele players must be scrupulous in their use of public property
PRINCIPLES
11.4.1 The Accounting CHicer or histher delegated authority is fully responsible and should be held
accountable for any expenditures relating to SCM within their area of rasponsibility as well as such
powers of duties assigned or defegated

11.5 OPENNESS
POLICY

O  Praclitioners should glve reasons for thelr decisions and actions, subject to the provisions of PAIA.
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11.6 CONFIDENTIALITY
POLICY

O

O

Any information that is the property of the municipality or its suppliersiservice providers should be
protected at all times,

Information regarding any bidicontract/bidder/contractor may only be revealed if such an action will not
infringe on the refevant bidder's/contractors personal rights as per the provision of PAIA,

11.7 INDEPENDENCE
POLICY

0

)

All SCM practitioners and role players may not use their position for private gain or Lo improperly benefit
anolhier persan.

If & SCM practifioners ar other role players family member, partner or associate of such official or role
player. has any private or business interest in any bid to be submitted or io be adjudicated, such interest
must be disclosed and recorded and the party with the interast must withdraw from participating in the
evaluation process relating o the bid il there is a conflict of interest.

11.8 GIFTS AND HOSPITALITY

Refer to SCM TR 47

POLICY

I

O

SCM practitioners and role players must ensure that no-one compramise the credibility or integrity of the
SCM systern threugh the accepiance of any inducement or reward for or in connaction with the award of
ihe contract, or any reward, gifts, favour or hospitality, The AQ must promptly reporl any alleged
contravention to the WNT for consideration whether the offering person, and any representative or
intermediary through which such person is alleged to have acted, should be listed in the NT's database of
persons prohibited from doing business with the public sector,

The municipality shall maintain a gift register in the Office of the AQ,

PRINCIPLES

1181 The municipality shall maintain a gift register in which gifts as well as hospitality received must be

recorded in line with the municipal policy,

1182 The curent policy states that all gifts valued at R350 should be entered into the gift register.

11.8.3 Mo gifts or hospitality valued at mora than R350 may be accapted.

11.8 FRAUD AND CORRUPTION

Refer to SCM TR 38

POLICY

a
O

The provisions of the Prevention and Combating of Corrupt Activities Act, 200£ shall be adhersd lo
The SCMU must ensure that all officials, clients and other stakeholders (including service providers)
are made aware of the implications of the Prevention and Combating of Corrupt Activities Act,

Fraud prevention and anti-cormeption pians shall be instituted,
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O A SCM praciiionar or other rofe player musl assist the AD or hislher delegated autherity in combating
cormaption and fraud in the SCM PIOE,
M The AOQ or histher delegated authority must reject & propesal for adjudication if helshe determines

that the suppiier’service provider recommended for adjudication, has engaged in corrupt or fraudulent

activities in competing for the contract in question.
PRINCIPLES

1181

1192

1148.3

11.9.4

The Constitution and recent legislation dealing with fransparency and anti-corruption measures
strengthen Government's abilily o combal coruplion and alse prolects employeas from making
disclosures against their employers in both the public and private sechors,

The AQ or histher delegated authority must insist that a provision be included in the contracl
agreement, requiring contractors o permit the A or histher delegated authority 1o inspect their
accounts and records relating to the performance of the contract and lo have them audited by
auditors appointed by the AD in order te monitor and pravent corrlpt activities,

Contractors shall observe the highest standard of ethics during the selection and execufion of the
contract.

Contractors must assist in combating corruption in SCM in ling with the Prevention and Combating
of Corrupt Activities Act, by not giving, receiving or soliciting any item of value to influence the action
of an official dealing with SCh.

11.10 COMBATIVE PRACTICES

POLICY

Refer to section 112 of the MFMA and SCM TR 38

00 The use of combative practices i= nol allowed.
PRINCIPLES

11.10.1 Combative practices are unethical, illegal and prohibited and be avoided at all cost. They include but

are nof imited to;

#  Suggestions of fictitious lower guotations.
= Reference 1o non-existent competition,
#  Exploiting errors in hids.

=

Spliciting bids from bidders whose names appear on the list of restricted bidders/suppliersipersons.

1111 INTERNAL ABUSE OF THE PPPFA

POLICY

Refer to section 112{1){n] of the MFMA and SCM TR 38

O The AQ or his/her deiegaled authority shall ensure thal the SCM F208 is not abused for any purpose,

nejther for the henefit of the municipaity nor for the benafit of any potential providerfconiractor orindividual,

M Al conducts, dealings and actions are to be bona fids.

O Any employee suspecled of acting contrary to ths policy, will be dealt with in terms of the disciplinary

code of the municipality,
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PRINCIPLES

11.11.1 Mo official of the municipalily should be involved in or promote the abuse of the preferential
procurernent system.

11.11.2 Intemal control mechanisms should have as objective to at least try and avoid abuse of the system
internally.

1112 EXTERNAL ABUSE OF PPPFA
POLICY
O The municipality shall vigorously pursue 2l legal remedies available in the event that the SCM P20S is
abused, particularly through for example, but nol limited 1o the following ways:

%= Thal a provider or contractor is suspected of contravening the PFPFA.

<= Has promised, offered or given a bribe during the bidding process andior afier conclusion of the
coniract,

%+ Has acted in a fraudulent manner or in bad faith or in any other improper manner during the bidding
process or afler conclusion of the contracl,

% That an agreement was entered into with the contractar on the strength of information fumished by
him, and it became apparent after conclusion of such agreement that the information provided was
incorect.

O To pratect both parfies to an agreement, potential providers, confractors and municipal officials must be
made aware of the implications of any contraventions via the special conditions of contract and the
applicable paragraphs in the GCC or CIDBA confract, in the case of construction or infrastructure

procurernent,

1113 FRONTING
PPPFA Regulations, 2022
POLICY
O  The municipality shall ensure that, where possible, fronting is idenfified before a contract is awarded,
O  Where, after award of 3 contract it becomes evident that the award made to the croganisation based on
incarrect information constifuing fronting, the appropnate action is to be taken in accordance with all legal

remedies available as well as the provisions of the PPPFA.

PRINCIPLES

11.13.1 Fronling is inseparably linked to cquity and therefore largely finds its application in those particular

circumstances.
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11132 Where, after award of a conlract it becomes evident that the award made o the organisation based
on incamect informaticn constituting fronting, the appropriate action is lo be faken in accordance with
all legal remedies availabie, especially the Prevention and Combating of Cormupt Activities Act, 2004,
the Promotion of Administrative Justice Act, 2000 as well as Requlation 14 of the PEPFA ie. eguily
ownership, active management and active control,

11.13.3 Where the municipality becomes aware of a possible fronting case, the following process should be
followed as a stariing point:

{i) The municipality must inform the bidder/contractor of the alleged/suspected offence, 1.8,

o That he is suspected of confravening the provisions of the PPRPFA ar;

o Has pramised, offered or given a bribe during the bidding process andfor affer conclusion of
contract; or

o Has acled in a fraudwlent manner or in bad faith or in any ofher improper manner during the
hidding process or after conclusion of contract o

o That an agreement was enfered info with the confractor on the sfrength of infarmation
furnished by him, and i became apparent affer conclusion of such agreemant that the
information provided was incorrect,

(i) The hidder/contractor must be informed of the recourse sought.

[iii) The bidder/confractor must also be afforded an opporiunity o state their case. This s the
application of the principles of natural justice, with particular reference to the audi alferam partem
rule.

{iv) The municipality must follow the requirements for procedural faimess as outlined in Section 3 of
the PAJA. Brsfly it states:

= An adiministrator (AT or histher defegated authority) must give a person adequate notice of
the nature and purpose of the proposed administralive action,

# A reasonable opportunfy fo make representations.

# A clear statement of the administrafive acion,

Adequate notice of any nght of review or infernal appeal, where applicable.

!

w7

Adequate nofice of the right fo request reasans in ferms of Section § of PAJA.

11.14 5CM ABUSE
Refer fo SCM TR 38, 49 and 50

POLICY

™1 The municipality must establish a mechanism o receive and consider complaints regarding alleged non-
compliance with the prescribed norms and standards.

O Guch mechanism must provide thal recommendations for remedial actons 1o be taken if non-compliance
of any norms and standards is made to the Council, ncluding recommendations of criminat steps (o be
taken in the case of corruption, fraud or other criminal offences,

M The AT must reject the bid of any bidder if that bidder or any of its directors has heen conviced for fraud

or carruption during the past 5 years.
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PRINCIPLES
11.14.1 The SCMU must issue a standard operating procedure 1o -

a) Establish an independent and impartial point of access for the;

{il Reporing, invastigation, determination and treatment of SCM PPOS abuse, -disputes, -
objections, -complaints or —queres.
(i) Measwing of perdormance oulput of the SCMU.

b) Identify an independent Committee/Person to promote, monitor, report and advise the A0 or
delegated authority on the faimess, equitability, transparency, compefitveness and cosk
effectiveness of the SCM P*OE whilst achieving the following:

(i) Identify and manage fronling.

(i} Monitor and prevent SCW P2OS abuse,

(i) Receive, investigate and rule on complaints, abiections, enquines or disputes.

(iv) Instil SCM best practice.

(v) Prevent and treat fraudulent aclivities,

(wi) Prevent and treat irreqular expenditure.

(viiy Strengthen the control environment

(viil] Prevent the undemmining of the financial management system.

(i) Assist management o appropriately acton SCM P20S abuse and complaints incidents,
(¥} Tostrengthen the ability to manage the SCM P25,

) Establish a mechanism to independently review and advise the AQ or delegated authorty on the
determination of ‘Lizbility in Law' of any perpetrator abusing the SCM PP0S,

11.14.2 Inthe case of SCM PY0S abuse, where appropriate, the:

= Bidder or person will be disqualified from the bidding process;

*  Municipality will recover all costs, losses, or damages it has suffered as a result of the persan's

conduct;

¥ Municipality wall cancel the contract and claim any damages which has have suffered as a result

af having to maks less favourable arrangements due to such cancellations,

= Municipality will restrict the bidder/contractor, and shareholders and directors, or only

shareholder and directors who acted on frauduient basis; and

#  Matter will be forwarded for criminat prosecution,

11.14.3 Delails of any resfriclions imposed on bidders of contraciors musl be Torwarded 1o the relevant

Treasury for inclusion in the centralised database of restricted suppliers,

11144 Follow due process before bidder is listed on Mational Treasury's database for restricted suppliers.
11.14.5 Give cognisance of "listen to other side” rule [auo) afterem partern) and once followed the bidder must

be afforded sufficient opportunity fo correct any transgressions or remedy any breaches.
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1145 DISPUTES, COMPLAINTS, ENQUIRIES AND OBJECTIONS MECHANISM
Refer SCM TR 21(e), 49 & 50 and MFMA circular 68/2013

POLICY

O Bidders are allowed the opportunity to lodge an objection or complaint against the decisions of the
municipality within a pericd of 14 {calendar; days of the municipal decision or action,

M This process does not canstitute an APPEAL and the provisions of SCM TR 50 must be adhered to in
order to respond to objections or complaints recerved in this regard |Appeals are addressed at Part
11.18].

O  The A0 may appoint an independent and impartial person, not directly involved in the SCI processes;

#  Toassist in the resclution of disputes. between
= Toassistin the resclution of disputes between the Municipality and other persons regarding -
(i) any decisions or actions taken in the implementation of the supply chain managemert
system; or
(i) any matter arising from a contracl awarded in lhe course of the supply chain management
syslem; or
»  To deal with chiections, complaints or querias regarding any such decisions or actions or any
matters arising from such contract.
= Suppliers must provide details of the reasons for their appeal including any non-compliance
wilh this Policy, the MFMA and related legislation. The Accounting Officer shall provide
written acknowledgement of the receipt of appeals to the appellant and endeavour fo finalise
appeals within 10 working days of their receipl. Where this is not possible, the Accounting
Cificer shall advise the appelant in wriling of the reasons for the delay.

If the appeal is basad on a technically complex matter, the Accounting Officer may engage

L

an Impartial extamnal advisor, providad that their engagement i compliant with this Palicy and
sufficient budgetary provision exisls. The Accounting Officer is not bound by any apinion
provided.
= The Accounting Officer will decide if an appeal constitutes sufficient grounds for delay of
procurement from the approved supplier, and if a delay is practical. If the Accounting Officer
determines lhere are grounds for delay, the approved supplier will be advised In writing of
the reasons for the delay
O Whena ruling on an appeal has been made, the Accounting Cfficar will advise the appellznt in writing of
the outcome,
M The Accounting Cfficer, or another officiat designated by the Accounting Officer, is responsible for
assisting the appoinled person to perdorm his ar her functions effectively,
O  The persen appointed must -
#  sfrive fo resobe promptly all disputes, objections, complaints or queries received, and
= submit ronthly repors to the Accounting Officer on all disputes, ebieclions, complainls or gueries

receivied, altended Lo or resalved.
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A dispute, objection, complaint or query may be refemred to the relevant Provincial Treasury if —

F  the dispule, objeclion, complaint or query is not resolved within 60 days; or

= noresponse is forthcoming within 60 days,
i the Provincial Treasury does nof or cannoi resclve the matter, the dispute, ahjection, complaint or
guery may be referred to the National Treasury for resclution.

This paragraph musl not be read as aflecting a person's righls to approach a court at any time.

PRINCIPLES

114

11.16

5.1 The SCMU in the Sffice of the CFO must develop and maintain a Complaints Mechanism Standard
Operating Procedure as referred o in Part 11.14 above.

SCM RELATED APPEALS
SCM TR 21(e), 49 & 50 and M5A 62

POLICY

0

A

Bidders are allowed lo appeal against a decision or action of the municipality, but only after exhausting the

provisions of SCM TR 21(g), 49 and 50

In sfrict legal terms the nature of 2n appeal has a specific meaning in relation fo administrative actons,

only allowing for a review of the processes followed by the administrator but not the ment of the

discretionary decision taken by therm. I the decision of the municipality is taken on appeal, it means tha

the municipality should show cause that it followed due process in awarding the tender.

The administrator will not have to defend the merits of any discretionary decisions taken subject to such

decisions being reached following due process. In praclical terms, il means that the municipality will have

to confimm that:

s [Due process was followed in awarding the tender, i.e. all relevant legal prescripts were complied with;
and

= The discretionary decision made o award the tender was reached having followed such due process.

If an application for appeal is upheld, the only sanction could be that the lender evalualion andfor

adjudication process must be re-constited following due process. An administrative appeal does not

allow the making of an altemative decision, but enly to refer a matier back to follow due process.

singe the AC and/or members of the Adjudication Commitiee are in most instances involved in the final

decision making as per lhe MFMA, Ihey cannol be an Appeal Authority as foreseen in section 62 of the

MEAT and therefore appaals may alse be considered through a court of law process or as per SCM TR
50(1).
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M From the above as well as the interpretation aliowed thereto by recent case law[2), i is evident that the
MSA and MFMA in its application seems Lo contradict each other, which results in confusion, delays and
costly lenal representation and all efforts must be made to protect both the suppliers and Municipality
against the aforementioned actions.

PRINCIPLES

11.168.1 In order to ensure an efficient SCM related appeals administration process, management should

adopt an appeals mechanism that as its main ohjective establish an administrative process that:

¥

iz Clear;

o
i

is finked to reasonable time lrames;

has clear roles and respohsibilities assigned fo the different role players;

e

is administrafively just;

¥

can be applied, with minimal variation, to other appeal processes managed by the

v

Municipality:

= wiould improve efficiency,

b

wizlld adequately provide for separation of powers;
#  would secure the Municipalilies independence and objectivity; and

would ensure adequate opporiunity for the Appeal Authorty to access and optimise the

A

Municipal knowledge and expertise without compromising the other objectives.

11.18.2 Experience and recent case law has faught that SCM relaled appeals submitted to Municipalilies
vary in complexity, nature and volurme. The compiexity of SCM relaled appeals further dictales
the work 1o be done 1o consider and decide onthe matter, SCM related appeals can generally be
divided into three categories, namely:

simple, predictable or non-technical SCM relaled appeals;

Y

SCM related appeals of medium complexity; and

ki

#  Complex SCM related appeals,

11.16.3 I should be noted that SCM related appeals from numerous parties can be received on a single
decision and can vary in complexity. Il this s the case, the process prescribed for the most complex
of lhe 2CM refaled appeals received will be followed. 1E should furtther be noted that in 2 single SCM
related appeal, or if received from one party, could confain mostly issues falling in one calegory (see
criteria below) but one or more issues may be raised that fall within & more complex category. Again,
the more rigorous process prescribed for the more complex SCM relaled appeal will be followed.

11164 The polential categories of SOM related appeals are unpacked below,

0 Groenewain v M Davslpeosnny (FRR05 200 28504 AT H1 Mach 2000); Leatsy v Advenoed Haniing Sehations CC Unicporied, Case Mo,
207 EE2008 W) [25 February 2009], Lelan ChakTabedn Joind Varlwe v Mangowid Slagsiie Moasioaliad Unregoned, Case No, SRB2008 [0 [27 Febrary
2004
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Category 1. Simple, predictable or non-technical SCM related appeals
11165 SCM related appeals that fall in this categony do not justify the constitution of a formal appeal panel
or extensive external review and can be dealt with administratively. These are typically related to
neneral SCM matters falling nutside the ambit of 2 specific fender. Crteria i be used to place &
SCM related appeal in this calegory include:
(a} The grounds of SCM related appeal relate to matters where precedent has been set betfore on
the applicability of the issug in the tender process. This precedent may be due to the fact that the
matter is adequately covered by means of ofher processes or a court ruling designated it as falling
outside of the ambit of the fender. The PPPFA Regulations case in Limpopo, 20083, would be an
example of such a precedent.
{b} Mo substantial reasons / grounds were provided.
{) The SCM related appeal is based on procedural rather than technical grounds.,
{d} The grounds of the SCM relaled appeal have been raised and adeguately addressed during the
Tender process:
{e} The SCM related appeal is based on praclical issues such as exgcution of conditions,
(f} The SCM related appeal is based on clear errors contained in the decision.
(@) The Municipal Manager was nol involved in the SCM process.
(h) The value of the relevant Bid is less than R 200 000,
Category 2: SCM related appeal of medium complexity
11.16.6 SCM related appeals falling in this categony are more technical in nature but the necessary expertise
to respond o the Issues raised is mainly available within the Municipality or oblainabie from not more
than 2 outside sources. It could alsc contain legal arguments that is general in nature and can be
responded to by obiaining legal input. Criteria to be used to place an SCM related appeal in this
category include:
(@) The grounds of the SCM related appeal relate to matters where no precedent has been set
before an the applicability of the issue in the tender process.
iB) The SCM related appeal was submitted on grounds of appeal and these grounds are fechnical
ol nature but nol overy comples.
() The SCM related appeal is based on lagal arguments related to general administrative law or
general legal principles.
id) The grounds of the SCh related appeal relate to general administrative, financial andfor
technical managemenl issues (and Lhe relevant expertise exists within the Municipality to
respond to the arguments raised).
() The Municipal Manager was not involved in the SCM process.
{f) The value of the Bid is below R 200 000.
Category 3: Complex SCM related appeals
11.16.7 5CM related appeals falling in this category contain technical or legal arguments that are specialised,

highly complex and/or controversial. The technical or legal expertise required 1o respond fo the issues
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are nok available within the Municipality or allematively, dug o controversy surrounding the matter, the
Municipality may want an external opinion. Critena to be used to place the SCM related appeal in this
category include:
[a) The tender process was high profile and kocal, national andior international orgamsations were
imvolved.
(b} The grounds of the SCM related appeal contain specialised technical arguments that require
expert responses. (2.9, specialised water purification. etc.)
() The grounds of the SCM related appeal conlain echnical and complex legal arguments thal
require expert responses (e.g. specialised administrative law, international law, constitutional law,
Bic.)
(d) The grounds of the 3CM related appeal inciude political arguments or relates fo government
policy,
() The outcome of the SCM related appeal, if upheld, will result in an irregular expenditures as
envisaged in the MFMA«and will require 2 MFMA section 32 Committee intervenfion.

(T} Municipal Manager was involved in the SCM process.

1117  COMPLIANCE
Refer to SCMTR 9
POLICY
O The SCM PYCS must deseribe in sufficient detail -
O The Supply Chain Management System that is 1o be implemenled by the municipality.
O Effective systems for
0y Demand management
(i) Acquisition management
(i} L.ogistics management
{iv) Dispesal management
(w) Risk managemenl

(i) Parormance Management

1118 ACCESS TO INFORMATION
Refer to section 32 of PAIA and SCM TR 11(3)
POLICY
O Everyone has the right of access o -
oo Any information hekd by the state;
o Any information that is held by anather person and that is required for the exercises of any
rights.
O The objeclives of this are lo-

oo Give effect to the constitutional right of access to any information as stated above;
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o Sel oul justifiable limitations on he nght of access o mlormation aimed al protecting
people's privacy, confidential commercial information and ensuring effective, efficient and
o0 GOVErnance;

o Balance the right of access to information with all the other dghts in the constitution;

o Promote a culture of human righls and social justios;

o Establish mechanisms and procedures fo enable persens to ablain access to records as
swiftly, inexpensively and effortlessly as is reascnably possible;

o Promote tfransparency, accountability and effective governance,

o Empower and educate everyone 1o:
o Understand their rights in ferms of the Act;
o Understand the fiinctions and operation of public bodies; and
o Effectively scrutinise and parficipate in decision-making by public bodies that affect

their rights.
O Therefore, it permits agorieved bidders to challenge procurement decisions by allowing them access
to prescribed information they might require when their rights have been Infringed.

PART 12. COMMITTEE SYSTEM
121 COMMITTEE SYSTEM
MFMA s 117 and SCM TR 26-29
POLICY
O  Acommittee system for competitive bids is heraby established, consisting of the following committees far
each Procurament or cluster of procurements with a value exceeding R 30 000
o A bid specification committes,
a A bid evaluation committes; and
o A bid adjudication committee.
O The AQ or delegated authority appoints the members of each committee, taking inte account section 117
of the Act.
[ A neutral or independent cbserver may attend or oversee a committee when this is appropriate for
ensuring fairmess and promoting fransparency,
O  The commitiee system must be consistant with -
{a) Pars 12.2, 12.3 and 12.4 of this SCM P?05; and
B Any other applicable legislation.

O Thie AQ or delegated authority may opt to apply the committes system to formal wiitien price quotations,

PRINCIPLES
121.1 APPOINTMENT OF MEMBERS
#  The AC or delegated autharity must appoint the members, their secundlis, and from the members

appainted also appoint the Chairperson and the Deputy Chairperson,
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121.2 TENURE

B

= The AC or delegated authority must appoint @ member on a part time basis for a term determined by
the AO or delegated authority, up to a maximum period of three years.

w7

A member may be eligible for the extension of the tenure for 3 period nol exceeding two years,
sibject o such extension being granied by the A or delegated authority prior to the expiry of the
fenure without interruption in tenure,

¥ Motwithstanding the above, the consecutive fenure of 2 member must not exceed five years.

12.1.3. CO-OPTING OF MEMBERS

12131, The AD or delegated authority may, after consuliation with the Chairperson of the Commitize, co-opt

any person wheo is able fo assist the Committee or a sub-committes of the Committee in the
consideration of a particular matter and more specifically to investigate and report on any maller
emvisagad in SCM TR 50,

&= A person co-opted shall not be entitied to vote at any meeting of the Committee or 3 sub-committes

of the Committee.

v

The remuneration of any person co-opted in lesms of this section shall be defermined by the AD of
delegated authaority,

122 BID SPECIFICATION COMMITTEE

1221 ROLES AND RESPONSIBILITIES OF MEMBERS
Refer to sections 77 & 78 of the MFMA and SCM TR 27
POLICY
O To compile specifications for bids at the municipaiily in an unbiased manner (o allow all polential bidders
ta offer their goods and senvices,
71 To idenffy and include the relevant evaluation critena in the specifications as bids may only be evaluated
and scored according o the criteria slipulated in the bid documentation.
O Toforward Lhe linal specification to the SCWMU 1o facilitale final approval of the specilication prior o the
advertisement of bids.
M To consider and mifigate risks emanating from bids.
O To consider the contractual arrangements relevant to each bid
O A memoer of the specilication committes can also be a member of either the BEC or BAC (but not both

commitiess) that considers any of the bids for the same goods or services.

1222 ESTABLISHMENT OF BID SPECIFICATIONS COMMITTEES
POLICY

A

0

The AC or delegated authority shall establish cne or more Bid Specification Commiftees on an ad hoc
basis or for 2 specific commoedity or group of commedities, a5 necassary

The AT or delegaled authorily may ulilise the services of any other institution’s Commitlee if and when
required,

Mo persan, advisor or corporate entity involved with the BEC, or directar of such a corporate entity, may
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bid for any resulting contracts.

12.2.3 COMPOSITION OF BID SPECIFICATIONS COMMITTEES
poLICY

0

O

The Bid Specitication Commitiee will compose of & Senior Manager of the user depaniment, an official of
a division reguiring the goods or senvices [user], and joptionally} a member of the SCM Unit,

The quarurm for gach meeting of the specification committee is four standing members. One member from
the SCM unit and three members of the different directorates as minimum.

& professional with required technical expertise from the direciorate for whom the goods or services are
lo be procured, may also be appointed as may be required for each committes meeting.

An external cansultant may be appointed if deemed hecessary, provided that the task is execuled vnder

the direction of the line funciion Senior Manager concemned.

123 BID EVALUATION COMMITTEE

12.3.1

ROLES AND RESPONSIBILITIES OF MEMBERS
Refer ta sections 77 & 78 of the MFMA and SCM TR 28

POLICY

0
a

a

|

To evaluate all bids recelved from above the quotation thresheld (Currently R30 000).

Ta evaluate offers received within the quotation threshold where the requirement is technically complex
and/or there are risks involved that wamrant this process,

To ensure that evaluation is done in accordance with the criteria specified in the bid documentation.

To submit a report and recommendations regarding the award Lo the Bid Adjudication Commitiee for
consideration andfor approval,

To present their reports to the Bid Adjudication Committee to clanfy unceriainfies, Such members shall
not have any voting power on the Bid Adjudication Committes.

To check in respect of each bidder whether faxation maties are clearad by SARS

To check in respect of the recommended bidder whather Municipal Rates and taxes and municlpal service

charges are not in armears,

1232 ESTABLISHMENT OF BID EVALUATION COMMITTEES

SCMTR 29, 44 & 46

POLICY

0

0

The AC or delegated autharity must establish cne or more Bid Evaluation Committees, as necessary per
requirement and may utilise the services of any other institution's Committee if and when required.

8id Evaluation Committess shall be appointed at the start of the financial year for bids that must be
evalualed by the Commitlee.

The Commitiee be appointed on an ad hoe basis or for a period of time, dependent on the letler of
appointment.

should 2 member declare a conflict of interest at any stage, the member may not be part of the Bid

Evaluation Commitiee and must be replaced by a member of suitable experise.
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An official may not be a member of the Bid Evaluation Committes and the Bid Adjudication Committee for
the same bid.
Mo person other than a member of the Bid Evaluation Committes or the official rendering the secretariat

function is allowed to attend the meeting, unless formally co-opted as provided for,

1233 COMPOSITION OF BID EVALUATION COMMITTEES
POLICY

O
)

A Bid Evaluation Committee should consist of at least four officials,

The Bid Evaluation Committes should be cross-funchional and should comprise of supply chain
practitioners and officials from the user division reguiring the goods /services.

I considered necessary, appoint additional persons with suitable expertise from cther divisions/insfitutions
with voting rights.

If considered necessary, appoint additicnal experts in an advisory capacity only with no voting rights. Such
experts must provide a final weitten report within 5-days after the relevant commitiee meeting.

The &0 or delegated authority must appoint one of the members of the Bid Evaluation Commities as
the chairperson of the Commifies.

The chairperson musi be an official with the rank of at least Manager.

The guorum for each meeting of the BEC is four standing members, provided thal one is a SCM
practiioner.

12.4 BID ADJUDICATION COMMITTEE

1241

ROLES AND RESPONSIBILITIES
Refer to sections 77 & 78 of the MFMA and SCM TR 29

POLICY

0

|

Ta consider the report and recommendations made by the Bid Evaluation Committee or the delegated
offictalis) who performed the evaluation.

Tu assess the process followed in making Whe recommendalion to ensure thal the SCM policy have been
carmplied with in full,

To obtain clarity from members of the Bid Evaluation Commities if required

To make the final award in bids less than B10 m and comment on the recommendations made and forward
it together with the repor Lo the A for bids in excess of R10m,

o refer the recommendation back to the Bid BEvaluation Committes if they dn not agree with the
recommendsficn in order to endeavour fo sort out the diferences if they are process related.

should the Bid Adjudication Commitiee andfor the AC not agree with the recommendations made by
the Bid Evaluation Commiltee, only the 20 may make the final award, within 10 working days, subject
lo the provisions of section 114 of the MEMA,




1242 ESTABLISHMENT OF BID ADJUDICATION COMMITTEE

SCMTR 29, 44 & 46

FOLICY

[}

0

The AC shall establish the Bid Adjudication Committee 1o pedorm the awardfadjudication of formal writlen
quotations and bids.

The Bid Adjudication Gommittes process must provide Tor final approval by:

M The Committee for awards up fo R10m,

O  The AOD for awards exceeding a value ef B 10 m.

The adjudication for a specific guotationbid cannot be conducted by an official who,

O Performed the evaluation ar made a recommendatian in respect of that quotation/bid,

M Served on the Bid Evaluation Committes, which processed that quotation/bid,

Mo adviser may form par of the final decision-making process regarding the award of bids.

The A0 may ulilise the services of any other institution's Bid Adjudication Commitiee if and when required.

1243 COMPOSITION OF BID ADJUDICATION COMMITTEE
POLICY

O

The Bid Adjudication Committes shail be composed of the fallowing members:

Standing Members:

2 0090944 d

0

The CFO or, if the CFO is not available, the person acling on behalf of the CFO, designated by the AD,
Al lzast cne senior SCM practitioner wha is an official of the Mumicipality,

Director; Financial & ICT Services

Diractor: Infrastructure Service

Director: Management Services

tanager Budget & Treasury Office

Civisional Head: Strategic, Planning & Administration Services

Civisional Head: Human Resources & Crganisation Development Services

Manager SCM

Other Members

O

0 [ U R R |

Any technical experis in the relevant fisld, when deemed necessary by the chairperson; and
Members of the Audit Committee

The quorum for each meeting of the BAC is a minimum 4 standing membars

The Bid &djudication Commitiee consists of at least four senior officials from differant departments.
When possible, the chairperson of the Bid Adjudication Committes shoukd be the CFO,
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125 INFRASTRUCTURE DEVELOPMENT MANAGEMENT SYSTEM COMMITTEES (IDMS) -
[optional] Refer to sections 168 of the MFMA, SCM TR 3 (2)
Refer fo CIDBA

POLICY

O Forinfrastructure and construction related procurement the same SCM Bid Commitiee System will apply
subject to each commiftee being provided with & relevant technical and related engineering expertise
for each specific required commodity,

O The provisions of the CIDBA will be adhered lo, complementary to the SCM PZ0E,

O  Where relevant the EPWP principles and objectives will also be observed.

O Anngxure A - Framework for Infrastructure Delivery and Procurement Management

126 DISPOSAL COMMITTEE
Refer to sections 14 and 90 of the MFMA, the MATR, 2008

POLICY

O The AD or delegated autharty will implement a mechanism to dispose of movable assets.

M For the disposal of immovable assets the Municipal Land Disposal Policy of 30 May 2013 read with the
relevant provisions of the MFMA and the Municipal Assel Transfer Regulations, 2008 will apply.,

T Line Managers are regarded as Asset Managers.

127 SCM ABUSE, COMPLAINTS, MONITORING AND EVALUATION COMMITTEE [optional]
Refer to SCM TR 38.1

POLICY

O The AD must consider the establishment of this Commitiee as provided forin Part 11.14 above and submil
a feasiblity report to the Council for determination .

T Cnce such Committes is established it shall have the duties and responsibilliies imposed on it as directed

by the Council.

128 SECRETARIAT SERVICE

Refer fo SCM TR 26
POLICY
The Secretariat shall:
(it Inconjunction with the chairperson, complle an agenda and determing dates of meetings

(in  Give appropriate notice of proposed meetings to committes membears.

{iiy  Process and distribute all submissions/reports together with the agenda lo commillee members on an
agreed dale before the actual meeling takes place,

(W) The secretary to all Committees shall be responsibie for the safekesping of the fapes on which the
deliberations of the Committes have been recorded, as well as copies of minures. The Secretariat wil
forward the minutes and applicable attachments o the members of the relevanl Commitiees.

[v)  The minules of all Committee meetings will be signad by the Chaimperson to determine the validity of
lhe proceedings.

{vi)  Where faasible, Committes meetings shall be recorded on tape.
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(wil)  Adhere strictly fo the stipulations of Ihe National Archives of South Africa Act, 1996 {Act No 43 of 1956)

and accompanying directives as well as the documentation and recording provisions of the

municipality,
fviii}  Be respansible for all the administrative tasks for the committes
PRINCIPLES

The SCMU shall perform secretariat functions in refafion to all SCM process unless altematively directed by the
AD or CFQ,
12.8 RESOLUTION OF COMMITTEE DISAGREEMENTS
Refer to MFMA section 114 and SCM TR 36

POLICY

O  Where the Bid Adjudication Committee disagrees with the recommendation of the relevant Bid Evaluation
Commities on the adjudication of a bid, it must refer the request together with its recommendations to the
Bid Evaluation Committee for consideration.

1 Where the Bid Adjudication Committes still disagrees with the recommendafion of the relevant Bid
Evaluation Committee the commentary and reasons of the Bid Adudication Committee is to be submitted
lo the AD for a final dectsion.

O The AQ may cbiain advice as deemead necessary, including advice from autside the Municipality,

O Should the AD decide lo award a bid 1o a bidder alher than the one recommended by the Bid Adjudication
Cammittee the Auditor-General, the Naticnal Treasury and the Provincial Treasury must be informed in

writing within 10 days of the reasons for such deviation

MODULE 3: DEMAND MANAGEMENT
PART 13: NEEDS ANALYSIS
131 SYSTEM OF DEMAND MANAGEMENT
POLICY
1 The AQ must establish and implement an-appropriate system of demand management in arder to ensure
that the resources required fo suppon its cperational commitments and strategic goals cutlined in the |DP

are available.

PRINCIPLES

Line Functions must;

M Include timely planning and management processes to ensure that all goeds and services required by the
Municipality are quantified, budgeted for and timely and effectively delivered at the right locations and al
the critical defivery dates, and are of the appropriate quality and quantty at a fair cost.

[0 Take into account any benefits of economies of scale that may be derived in the case of acquisitions of a
repefitive naturs,

M Provide for the compilation of the required specifications fo.ensure that its needs are met,

O Underake appropriate industry analysis and research fo ensure thal innovations and technological
benefits are maximized.
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13.2 SDBIP

Refer fo SCM TR 42 and Chapter 6 of the Municipal Systems Act, 2000

POLICY

a

O

a

The SDBIP shall be produced per the |DF and MTEF cycle with a review every year during the planning
and budgetary period.

The SDBIP is to set out the Council's strategic policy priorties and plans for the next three years. This
document serves as a blueprint for what the municipality plans to do for the remaining three-year penad.
Should the municipality produce this three-year plan for the current cycle, the SCMU must be involved
Iz add value from a SCM perspective,

PRINCIPLES

13.1

13.1.

13.1

13.3

1. The aim of producing a SCBIP is 1o delail the municipality's strategic priorities,
2. The focus must therefore be on those issues that are strategically important. The resultant document
must be clear, concise and coherent, focusing attention on the strategic issues the municipality intends

addressing or doing in the next three-year period.

2. |dentifying strategic priorties of necessity entall making difficult choices between different areas of

possible focus and action, A cross-functional management team inclusive of the SCMU can be very

useful in helping the end-users in identifying and defermining strategic priorilies.

ANNUAL PERFORMANCE PLANNING PROCESS

POLICY

B
A

The SCM unit shall participate in the annual performance planning process

Each user division shall perlorm an annual needs analysis of strategic objectives and programmes
involving SCM, Human Resource Management and Finance fo determine strateqic sourcing that wall
ultimately provide best value for money

PRINCIPLES

1331

13.3.2

The annual perfarmance plan is to set out what the municipality intends doing in the upceming financial
year,

The purpose of the plan is 1o spell oul what funds and resources the municipality has allocated in order
fo deliver on the measurable objectives and service delivery targets set out in the SBBIP. In addifon,
the municipality will be required to indicate their expected capital requirements. which may exlend
beyond one financial vear.

Annual performance planning and prioritisation is the starting point for preparation of the annual budget
subrmissions as il guides reprioritization within the medium-term haseling alincations and provides fhe
rationale for policy options regarding changes to baseline allocations over the next 3-year period.
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1334  The integration of SCM planning with the annual performance planning, budgeting and monitoring of
service delivery performance, coupled with effective financial information and advice, will enhance the
link between the senvices that Municipality provide and the benefits and cost of such services.

1335  The annual performance plan must;

#  Provide for one financial year and indicative of the outer years to be consistent with the
municipality's meadium tfem expendilure estimates and ils adopted Integrated Development
Flan (IDF).

# Provide for strategic chjectives,

#  Include the measurable objectives and outcomes for the municipality's programmes,

# Provide for performance measures and fargets, ensuring the specific oulputs are identified.

# Include details of proposed acquisitions of fiked or movable capital assels, planned capital
investments and rehabilitation and maintenance (according to the municipal asset
manzgerment plan) of physical assets.

#  Include multi-year projections of income and projected receipts from the sale of assets.

134 ASSESSMENT OF CURRENT AND FUTURE NEEDS
Refer to SCM TR 10 & 30 and NT MFMA circular 62 of 2012

POLICY

O The annual perfermance plan must be analysed in terms of goods, services and works required over the
short and medium term.

M The frequency of the needs and the critical delivery dates must be established to support the SCM

process and the budgetary process.

13.5 ASSESSMENT OF AVAILABLE ASSETS
POLICY

O Delermine details of available stock, goods in transit, redundant and obeolets assets and assets to be

renewad.

PRINCIPLES
13.5.1  The question of "how much” is required, should be answered, based upon balancing storage cast and
ordering cost.
1352  Ithis principle is applied to computer hardware, the above principle should be linked ta other principles
such as technology becoming ouldated quickly,
1353  Other planning principles o consider are:
13531 Obsolescence planning: Chsolescence cost is the difference between the original cost of the
iterm and ils salvage value. This only needs o be applied if you defermine that you have items ihat

will hecome obsolete,
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13532 Renewal planning The assef renewal planning involves the assessment of existing assets and
planned acgusitons against service delivery reguirements.  This may for example be the
replacement of old technology computers with up-to-date computers.

13533 Determining an asset strategy: Asset management decisions should be consistent with the
Asset Management Plan and integrated inte the annual performance planning process. Following
an evaluation of litecycle costs and the benefits and risks associated with each option, the strategy

will identify the most appropriate aporoach for meeting programme delivery neads,

13.6 AMNALYSIS OF PAST EXPENDITURE
POLICY

O Analyse who were providers of goods and services and their locations,
1 Determine the prices paid.

O Confirm the availability of relevant specificationsiterms of reference,

13.7 ANNUAL OPERATIONAL PLAN
POLICY

O The SCMU musl develop an annual operational plan.
O  Thefirstyear of the strategic plan is known as the operational plan. It must provide a sufficiently detailed
guanfification of cutputs and resources, togsther with senvice delivery indicators. The operational plan

must not be a wish list but shall be flexible and adjustable while remaining within the MTEF allocation

13.8 AD HOC NEEDS ANALYSIS
POLICY

O Owver and above the planned needs analysis, an ad hoc needs analysis has lo be done for unplanned
activities during the financial year,

O The management team will perform a need analysis on a case-by-case basis as and when required in
order to determine a sourcing strategy for the appropriate product or service that will ulimately provide
best value for money,

PART 14; FUNDING
141 FUNDING PLAN FOR PROCUREMENT
NT MFMA Circular 62 of 2012

POLICY

T The line function will submit project plans aligned with the APP and SDBIP in & prescribed formal.

O The SCMU shall use the above io compile & SCM cperational and funding plan for procurament for the
next financial year,

O The identified requirements in the operalional plan and SDBIP are drawn from and summarised in a

funding plan for procurernent for the next financial year and will identiy the funding required,




PART 15 SPECIFICATIONS / TERMS OF REFERENCE

151 SCOPING THROUGH A REQUEST FOR INFORMATION (RFI)
POLICY

O i sufficien information is nol readily available with which o draft a e of referencalspeciications, a
request for information {RF1) process may be followed in order to obtain more market information.

O The information collected in this fazhion may net be used fo lead to sourcing frem one suppher cnly nor
may it ba used o write the ultimate specificationterms of reference around just one specific product.

O It must be cliearly stated in the RFI that the result of this process will not lead to an award and does
nol constilute a commitment.,

1 When scoping for information il must be clearly stipulated how the suppliers whose information is
substantially utilised will be lreated, eq,

# The supplier will be compensated for the cost of the proposal development; or
¥  The supplier will be the project manager to manage the project once commissioned; of

> The supplier will have the right of first refusal,

15.2 COMPILATION OF THE SPECIFICATION OR TERMS OF REFERENCE

POLICY

[ The end user must draw up clear specifications and terms of reference.

O Include clear evaluation criteda prior to the invitation of the quotation/bid as offers may only be evalualed

according ta the criteria sfipulaied in the quotation/bid document.

PRINCIPLES

1521 Itis lhe responsibility of the end Lser through the facilitation of the SCMU and the Bid Specification Commities
ti compile detailed, clear and unambiguous specifications with which to source proposals

15.2.2. Specifications:

I. Must be dralted in an unblased manner to allow all potential suppliers to offer their oods or

services;
ii. Must take account of any accepted standards such as those issued by Standards South Africa, the
International Standards Organisation, or a2n authority accredited or recognised by the South African
Maficnal Accreditation System with which the equipment or matenial of workmanship should comply,;
iil. Where possible, be described in lerms of performance required rather than in terms of descriptive
characleristics for design;
iv, May not create trade barriers in contract requirements in the forms of specifications, plans. drawings.
designs, tesiing and test mathods, packaging, marking or labelling of conformity certification;
v. May nol make reference o any particular trade mark, name, patent, design, type, specific origin or
producer unless there is no other sufficiently precize ar intelligible way of describing the characteristics of
the wark, in which case such reference must be acoompanied by the words
"equivalent”;

vi. Must indicate the points system to be used in ferms of the Preferential Procurement Regulations
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15.2.3.
(i}
(i)
(i
{iv)

v)

(xi)
{wil)
(i}
{xiv)

()

(1)

(v

[xviii)

(i)

(xx)

2022, and
vii. Must be approved by the Accounting Cfficer or relevant delegaled authonty prior to publication of the
invitation for bids:

Minimum specifications must include the following, where applicable:

Description of the requirement

Background.

Objective of the project, where applicable.

Juantity/voiume applicable,

Plans and drawings that reflect the text of the specification. [Flease nate, that the order of precedence
befwean the drawings and fhe specifications should be specified.)

Minimum performance requirements,

Expecled oulcomes/deliverables.

Evaluation critena including the ratio of peints as applicable and the quantification thereof.

The pariiculars pertaining fo the goal fo be met, where applicable.

The delivery date{s}. place(s) of delivery andior lhe contracl penod applicable. In the case of perod contracts
a penod of time for completion of the contract must always be prescribed in the relevant bid documents. This
period of time must also be precisely stated, e.q. "contract period: 24 manths”, Statements such as "within x
months” or "before x months” must not be used.

Schedule for service delivery or completion date.

zhelf ife, where applicable,

Packaging, where applicable,

Whether installation/erection is required and i alfirmative, an indication of the place/address where the
installation/erection Is o take place.

Whether demonsiration/training is required and if affirmative, an indication of the placefaddress where the
demonsirationftraining is to take place.

Whielher a performance guarantee is required,  Full particulars, amount and reascns must be given.
Performance guarantees should ba commensurate with the degree of contractual risk to which the department
is exposed and are normally applicable to large and complex contracts. Performance guarantees should
spread the cost of the risk of failure between the contracting parties and should be sel al such a level that all
municipal costs relating fo such fallure are lkely o be recoverad,

The warrantes requirement and period applicable (time perind, pars and labour, onsite service and repair,
extended warranty)

Whether samples must be submitled and whether the sarmples must be lested before the award of the
contracl, Reascns fof testing should be given,

Where samples are to be submitted, the special conditions should state that samples must be submifted not
later than the closing time or the date and time specified in the bidding documents.

Indicate inspeclion, lesting, analysis, slandards or method requirements, where applicable, Where tests,

inspactions and analyses are a bid condition, the bid documents should specify that the premises of the bidder
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should be open at all reasonable hours for inspection by a epresentative of the departrment acting on behalf
of the department.

(xxi)  Price particulars applicable.

{xxii)  The most common fypes of contracts provide for payments on the basie of lump sum prices, unit prices,
reimbursable cost plus fees, deposits required, establishmenl cost required or or combinations thereof, For
infrastructure or construction tenders - a bill of quantities will ba required

{(xxiii)  Reimbursable cost contracts should be acceptable only in excepfional circumstances, such as conditions of
high risk or where costs cannot be determined in advance with sufficient accuracy. Such contracts should
include appropriate incentives to limil costs and may only be concluded subject to the approval of the
Accounting Officer. I s advisable that the reasons and formal approval for following the reimbursable route
are recorded for auditing purposes.

(xxiv)  Indicate in the case of capital goods, whether foreign export credit faciliies should be utilized.

{xxv)  Competency and expertise requirements.

(o) Reparting requirements, where applicabie.

{oovil)  Avaitable documentation pertaining to the specific project, where applicable.
wavil)  Detailed product requirements (materials used, colour, harsepower, minimum and maximum parameters),

(wxix)  Delailed service requirements {what must be provided, what service performed),

(oot)  Performance requirements (what must it do, how is the work performed).

(wed)  Product cenifications, professional licenses or required training,

(xxxii)  'Build inspection” at manufacture's facility during production.
i) Any space or weight restrictions.

wedv)  Who handles the installation.

(woey)  What utilities are available.

zxxvi)  Training requirements, instructional and maintenance matenals such as manuals ar DVD's.

oovi)  Delivery instructions.
soily  When and where is it needed.

wxik)  Responsibilities (who hooks up the utilities, removes debris, disposes of the ald equipment).
PART 16: DATABASE FOR SUPPLIERS

161 ESTABLISHMENT OF THE LIST OF PROSPECTIVE PROVIDERS PER COMMODITY
Refer fo SCM TR 14, 43, 44 & 45 NT Circular 81

POLICY

M The Municipality shall establish and maintain a list of prospective providers per commoadity for the
purpose of obtaining quotations.

O  The prospective provider isl shall be used effectively to promote B-BBEE as well as the participation
of Small, Medium and Micro Enterprises (SMMEs).

O  The prospective provider list must be re-advertised at least every year.

M Prospective providers will be assessed in terms of predetermined evaluation criteria.
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[l The prospective orovider list shall be used effectively 1o promote Local Economic Development, B-
BBEE as well as the pardicipation of Small, Medium and Micre Enterprises (SMMES).

PRINCIPLES
M The Municipality shall, at least every year, lhrough an adverlisement placed in the local

representative newspaper andfor the Govemment Tender Bulleting invite prospective providers to
apply for evaluation and registration in diffierent commodities and categories, as a prospective
provider,

O  The Municipalily needs to campile the list per commodity, categories, subcategories and if required,
monelary calegones to provide for capacity. If one list is compiled without differentiation between
caegonies, it will not be possible to efficiently administer the list,

M Forconstruction related projects the CIDE listing can be applied.

16.2 NATIONAL TREASURY'S WEB BASED CENTRAL SUPPLIER DATABASE (CSD)

16.2.1 In addition fo the requirements of the Municipality's Supplier Dalabase, i s a requirement for all
Suppliers to be regisered on the National Treasury Web Based Central Supplier Database (CSD)
thal can be accessed al htfps:fsecure.csd.gov.za.

16.2.2 The CS0 iz the national standardised and centralised electronic supplisr database acministered by

the Mational Treasury which provides information to an organ of slate,

16.2.3 Prospective suppliers shall be allowed lo submit applications for registration and amendments for
listing on the G50 at any time and agree to the terms and conditions of the CE0.

16,24 Bidders who are not registered on the CSD are not precluded from submitting bids but must however

reqister when called upon fo do so.

16.2:5 Prospective suppliers musl notify the Municipality iImmediately upon recelpt of thelr CE0 Reference
Murnber (MAAA. ...} for this 1o be captured ante the Municipality Supolier Database.

16.3 UPDATING OF THE LIST

POLICY
O The prospective provider st must be updated at least quarterly in order to accommodate additional

providers, newly established providers and for adding or amending categeries of reguirements

16.4 UTILISATION PROCEDURE

POLICY

O Up lo the quotation threshold, the Municipality shall invite prospactive providers {in the relevant

commadity}, featured on the prospective provider lisl, to submit 2 quote.
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O  Theinvitation of price quotations from the provider list shall be done in such a manner that angoing

compeliticn amongst providers is promoted.

f6.5 REMOVAL FROM THE PROSPECTIVE PROVIDER LIST

POLICY

a

Frospective providers may be removed from fhe list on request or for non-compliance with

relevant legizlation, proven non-delivery and proven fraud and/or cormdption.

PRINCIPLES

0

o 300

=

[ |

& provider will be removed from the provider list under the following circumstances:

The entity ceases to exist,

Sole proprietor dies,

Liguidation/sequestration of the entity.

Conlinual proven non-delivery (two and more times) or unable to meet minimum specification
continuoshy,

Non-compliance with iegistation or statuiony requirement e.g. its fax status.

Proven fraud andfor corruption,

On provider's request,

By mutual agreement, in writing.

Where required, due legal processes must be followed to deal with providers fairly in executing

this process

PART 2.5.1: SOURCING SUPPLIERS
2.5.1.1 ANALYSIS OF SUPPLY INDUSTRY

POLICY

A

0
B

Determing names of suppliers/service providers for a specific commodity or groups of
commadities.
Evaluate the available specificationsiterms of reference.

Determine the location of goods as well as lsad and delivery fimes.

OPERATIONAL

o

The follawing aspects are 1o be taken into consideration:

(it What exactly is required In tenms of goods and senvices?

(if) What is the estimated consumption in terms of guantify and loss?

iif) Are the gooos and senvices required currently available in the stipplying indusing?
(iv) Are the goods subjoc fo shell ife imitalions?

(vl Who were lhe past suppliers?

{wi) Who are potentially the future suppliers?

fwil What are he delivery, and iead fimes af each commadify?
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PART 2.5.2. STRATEGIC SOURCING
POLICY

T The sourcing strategy shall determine where the goods and services can be obtained and thraugh
which selection mechanism.
0 The sourcing strategy shall address value for meney principles.
PRINCIPLES

M Al possible methods of obtaining the requirements shouid be investinated, such as:
#  Obiaining the gonds andior senvices by means of a transversal term contract;
3 Could other institutions satisfy the requirements al a betfer prics,
= Are the requirements available on the list of redundant/obsolete material/geods from
olher institutions.

O The optimum sourcing strategy and technique should be used, taking due cognizance of the
nature of the commodity or service required, the condifions of delivary, amaong others, justn time
delivery, the prospective suppliers and the goals to be promoted as contemplated in the PFPRA

M Sourcing strateqies might include:

#  Utilising transversal term contracts;

#  Local wersus international sourcing;

¥ Utilizing a paper-based bidding system, which may include obtaining quolations, inviting
competitive bids, pre-qualification of bidders and two-stage bidding;

# Utilising E-procurement; and

Negotiations.

PART 18A: STRATEGIC SOURCING

16A.1. ANALYSIS OF SUPPLY INDUSTRY [optional]
POLICY

O  Determine names of suppliersiservice providers for & speciflic commodity or groups of commadities.
T Evaluate the available specificationsierms of reference.

M Determine the location of goods as well as lzad and delivery imes.

16A.2. STRATEGIC SOURCING
POLICY

M Thesouring stralegy shall delermine where the geods and services can be obtained and through which
selection mechanism,

O The sourcing strateqy shall address value for money principles,

PRINCIPLES

M All possible methods of oblaining the requirements should be investigaied, such as:
¥ Cbiaining the goods andlor services by means of a transversal lerm cantrac;
¥ Could other institutions satisfy the requirements al a beller price;

¥ Are the requirements avallable on the list of redundantiobsolete matedaligoods from other
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insfitutions,

OO0 The optimum sourcing strategy and technique should be used, laking due cogmizance of the nature of
the commodity or service required, the conditions of delivery, among others, just-in-time-delivery, the
prospective suppliers and the goals fo be promaoted as contemplated in the PPPRA

M Sourcing strategies might include:

¥ Utilising transversal term contracls;

¥ Local versus infernational sourcing;

¥ Utilising 2 paper-based bidding system, which may include obtaining quotations, inviting compedtitive
bids, pre-gualificabion of bidders and two-stage bidding;

¥ Utilising E-procurement; and

¥ Negotlations.

MODULE 4: ACQUISITION MANAGEMENT
PART 17: ACQUISITION MANAGERMENT SYSTEM
17.1  ACQUISITION MANAGEMENT SYSTEM

17.1.1  THE ACQUISITION SYSTEM
Refer to SCM TR Part 2

POLICY
O Goods and services must only be procured in accordance with an authonsed procurement processes.
O  Procurement of goods and senices, either through guotations or through a bidding progess, must be
within the threshold values as determined by National Traasury,
M Experditure on goods and services may only be incurred in terms of an approved budget and within
the limits of the amounts appropriated for the diferenl main divisions waithin an approved budgel.
O Take into account any Treasury guidelings on acquisition management,
# This Policy, except whare provided otherwise in the Palicy, does not apply in respect of the
procurement of gonds and services contemplated in Section 11002} of the MEMA, including
waler fram the Department of Waler Alfalrs or a public entily, another Municipality or a
Municipal entity, and electricity from Eskom or another public entity, another Municipality or
a Municipal entity,
PRINCIPLES
17.1.1.1. Acauisition Managemenl is the process and management of procuring goods, services or works.
17.1.1.2. Following the system of acquisilion management shall ensure avoidance of unauthorised,

irregular, fruitiess and wasteful expenditure,

17.1.2 TYPES OF PROCUREMENT
POLICY

M When a requirement becomes known, the noted hierarchy for safisfying requirements shall apply starting
firsf with the hierarchy of processes of oblaining stock from inlemal resources and then only applying
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the hierarchy of processes of satisfying requirements from external sources.

O Ligise and obtain permission from relevant treasury to commence with establishment and maintenance

of an E-procurement system in order o ensure compalibility with other electronic systems utilised by

Government.

PRINCIPLES

17.1.24

17122

17.1.2.3
17.1.24

Obtaining goods and services do nol mean that these requirements should only be procured from
outside sources.

As parl of acquisiion management, &l possible methods of obtaining requirements should be
considered. This stars first with satisfying reguirements Trom intemal sources.

Hereafter a hierarchy for satisfying requirements from extemal sources must be applied.
Together with this, he specilic rules pertaining to specific products and circumstances such as

FPPs and Information Technology must be taken into account.

17.1.3 PRE-ESTABLISHED SOURCES
PRINCIPLES

17.1.3.1

17.1.3.2

17153

17.1.3.4

171356

17.1.3.6

There are & number of pre-eslablished sources that may be considered. Goods or senvices may
also be avallable from other govemment institutions.

ltems in stock - Obtain from stock according Lo the prescribed process. An example of this may
be stafionery

ltems on pre-established municipal contracts - Investigate whether the requirements are
available on an existing contract aranged by the municipality. if the requirement is then available
an contract, order accordingly. The non-ulilisation of a contract could be regarded as breach of
contract and will be regarded as breach of procedure,

List of redundant, obsolete materials and supplies, if established - Divisions within the
miunicipality must ensure that the requiremment is not available on the intemal redundant or obsolete
materials list i there was & need 1o establish sucha list, before enguiring whether the requirements
are availabie from other govemmen! institutions’ list of redundani, obsclete malerials or supplies,

if feasible,

Sourcing from other government institutions - Services and goods that are the core function
of a specific government institulion may be sourced from or throvgh the auspices of such an
instiution, However, shouid the governmant institution not be able to assist the municipality, the
normal acquisitioning procedures should apply,

Contracts arranged by other organs of state - The A0 or delegated authority may participate in
any contract aranged by means of a competilive bidding process by any ather organ of state,
subjec to the wiitten approval of such organ of state and the relevant contractor as per SCM TR
32

i, The contract has been secured by Lhat other organ of state by means of a competitive bidding
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process applicable to that organ of state;
li. There is no reason fo befieve that such contract was not validly procured;
iii. There are demaonstrable discounts or benefits o do so; and
iv. That other organs of state and tha provider have consented fo such procurement in wrifing,
(il and iv do not apply if a Municipai entity procures goods or services thraugh a conlract
secured by its parent Municipality or a Municipality procures goods or services through a

contract secured by a Municipal entity of which it is the parent Municipality).

17.1.4 DIRECTIVES FOR SPECIFIC TYPES OF REQUIREMENTS
POLICY

0 For the following cognisance should also be taken of additional specific prescripts, rules and thresholds
quiding specific circumstances and products:
| E-commerce
| Public Private Partnerships

a Building, Engineering and Conslruclion Works

7141 E-COMMERCE
POLICY
0 The AQ may not acquire new Information technology support for the implemenlation of the new SCM

function withoui consulting SITA.

17142 PUBLIC PRIVATE PARTHERSHIPS
Refer to section 120 of the MFMA and relevant PPP Regulations
POLICY
O The municipality shall ensure that the provisions of section 120 of the MFMA as well as the issusd
Requlations are complied with when goods or services are procured through public private parlnarships
or 28 part of a public private partnership.
PRINCIPLES
171421 A PPP shall be deall with strictly in terms of section 120 of the MFMA and the

guidelines issued by Nationa! Treasury's SCMW Office from time to time.

17,143 BUILDING, ENGINEERING OR CONSTRUCTION WORKS
Refer fo the CIDBA Act, Regulations and Standards
POLICY
O  The municipality shall ensure that, in the case of a bid relating 1o the construction industry, the relevant
prescripts of the Construction industry Development Board peraining to bid documentation and general
conditions of contract are taken into consideration additionally to the SCM PPOS
PRINCIPLES
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17,1431 Govemment has established the Construction Industry Developrmenl Board (CIDB) to
ensure the uniform application of policy in the construclion industry. Therefors, the
municipality must ensure that the General Conditions of Contract ard Standard
Bidding Documents for Construction Projects issued by the CIDB are used for all
building, engineering and construction related bids, If required and applicable to the

municipalily,

17.2 COMPILATION OF BID DOCUMENTS

17.21 BID DOCUMENTS FOR BIDS

FOLICY

G
17.21,

i
L
-~

¥

1721

Refer fo SCM TR 15-21

1 The criteria fo which bid documentation for a compettive bidding process must;
£  Take into account:
The general conditions of a confract and any special conditions of contract, if specified;
Any treasury guideiines on bid documentation
The reguirements of the CIDE, in the case of a bid refafing fo consfruction, upgrading or
refurbishment of buildings ar infrastructure; and
The Municipal Preferential procurement policy.
3 Include the preference point systemn to be used, goals as contemplated in the Preterential
Frocurement Regulalions and Evaluation and Adjudication criteria; including any criteria
required by other applicable legislation;

17214 Include gvaluation and adjudication criferia, including any criteria required by other applicable

legisiation,

17.2.1.5 Compel bidders to declare any conflict of interest they may have in the fransaction for which the

17218

ki

bid iz submitted;
6 Ifthe value of the transaction is expected 1o exceed R10 million (VAT included), require bidders

to fumish:
If the bidder is required by law fo prepare annual financial statements for audifing, their audited
annual financial stafements

v For the past three years,

v Since the establishment, if established dunng the past thrae years;
A certificate signed by the bidder, certifying that the bidder has no undisputed commitments for
munizipal services fowards a municipality or otfer service provider in respect of which payment g
overdue for more than thirdy {300 days,
Farficulars of any confract awarded fo the bidder by the municicality during the pasf fva (5] years,
including particilars of any matenal non-compliance or dispute conceming the execufion of such
confract,

A statement indicating whelher any podion of the goods o services are expectad fo be sourced
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fram outside the Republic, and. If so what porfion and whether any porfion of payment from the
municipality is expected to be fransferred out of the Republic; and
17217 Stipulate that dispules must be settled by means of mulual consultation, mediation (with or
withaut legal representation), or when unsuccessful in a South African Coort of | aw
17.2.1.8  Require supplier o supply tax references, fax compliance siafus venfication pin, VAT
registration numbers and identification or registration numbers;
17.218 Details of any confracts above R200 000 carried out on behalf of the Municipaiity within the last
five years;
17.2.1.10 Contract management processes and procedures including provision for the A0 o cancel the
contract on ground of unsatisfactory performance;
172191 Any olher matlers as required by the MFMA and the SCM regulations;
17.2.1.12 Performance guarantees and retention,

17,22 LANGUAGE OF QUOTATION / BID DOCUMENTS
POLICY

O The municipality shall compile all documentation in at lsast English.

O Bidding documents may he compiled in other languages as well, subject to stipulated circumstances.

PRINCIPLES
17221 Bidding documents should be worded such that they permit and encourage competition,
17222 Should kidding documenis be compiled inan additional language, the municipality must ensure 1hal
pfficials with the required language skills zre available 1o review proposals, conduct the evaluation and
award process as well as any ofher communication that may be required during the acquisitioning

POCESS

17.2.3 CALLING FOR BIDS
POLICY

T Bids must be invited by the SCMU unless other divisions/components have been delegated fo do so.

17.24 ADVERTISING OF BIDS
Refer to SCM TR 22 & NT Circular 83

POLICY

O Al bids must 2t least be advertisad in the focal media, municipal website, e-tender porial and, optionally,
the Govemment Tender Bulletin, where possibla.

M The specifications must be approved by the A0, or the official delegated by the AQ, prior to advertisement
of the bid. In the absence of the AD this may be delegated to the acting MM or the CFE,

O The relevant media shall be considered to ensure that the target market is reached. Cost must be a
consideration.

M Bids must be advertised for at least 14 days before closing lime, except in urgent cases when bids may
be advertised for such shorter period as the A0 may determine, In the case of transactions over R10

million or which are of a long-term nature the closure date for the submission of bids may not be less than
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30 days,

O Al compatitive bids must be advertised on the e-Tender Publication Portal in terms of NT MFEMA Circular
Mr. 83

71 Mo bids may be advertised or close between 15 and 31 December as most firms are closed during this
pericd and advantageous bid can thersfore not be ensured.  However, If circumstances require
otherwize, a submission for approval must be made fo the AD or the delegated autharily in this regard

17.25 CLOSING TIME OF BIDS
POLICY

M Ciosing time means the latest date and hour specified in the bid docurments for the receipt of bids,
O Bids of lhe municipality close al 12:00 on the day indicaled in the bid documents.
O The closing of bids must be srctly observed.

17.26 DETERMINING THE CLOSING PERIOD
POLICY

T The nonmal closing period is between 14 1o 21 days rom the date of the publication of the invitation fo
bid,

O As a minimum requirement, where goods are 1o be imponed, bids will close at least 5 weeks from the
date of the publication.

o

The principle of allowing bidders enough time to prepare comprehensive bids must be observed.

O Approval for the shoriening or lengthening of the closing period must be obtained in accordance with the
A0's delagated powers. Reasons for the deviation must be documented and fully motivaled.

0O Whera g shorler period is involved, care must be taken thal a reasonable time, nomally not less than

14 days. 15 allowed for the preparation of the bidder's offer,

PRINCIPLES
17261 Alonger closing period may be necessary where a producl is Lo be imported or 8 complex response
is required from bidders, Where complex supply confracts, particulary those requiring refurbishing
of existing works, ilems or equipment are involved, this period should generally not be less than
twelve weeks fo enable bidders to conduct investigations before submitting their bids.  |n such
cases, pre-bid information meetings for the bidders fo seek clarifications and site visits may be

necessary. The municipality should orovide reasonable access to project sites for such visits,

17.2.68.2  In justifiable cases bids may be advertised for a shorter period as the Accounting Officer or the
delegated authorty may determine. A shorter closing period should allow adeguate lime for
responses fo be prepared and submitted and should not disadvaniage any prosgective bidder from
bidding. This shorler closing period should not be shorter than 14 calendar days unless the

municipality is certain that all prospective hidders are able to deliver 2 respanse in a sharter time.
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17.27 DETERMINING THE VALIDITY PERIOD
POLICY

M The validity period should allow the municipality sufficient tme o finglise the evaluation and award of the
guotation/bid,

O  Bids must be valid for at least 60 - 90 days from the closing date of the bid. A longer perind may be st if
probiems with the evaluation is envisioned, but preferably not longer than 120 days. Approval is fo be
obtained within the AD's delegated powers. The extension should be for the minimum period required to
complete the evaluation, obtain the necessary appravals and award the contract, In the case of fixed price
contracts, requests for second and subsequent extensians should be permissible only if the request for
extansion can be provided subject fo the same price, ierms and conditions.

O Anextension of validity must be requested in wiling from all bidders before the expiry date,

1728  AVAILABILITY OF BID DOCUMENTS

POLICY

O Bid documents must be ready and available before the requirement is adverlised.

O Bid documents may ke collected by or may be e-mailed or posted 1o prospective bidders.

17.28 SALE OF BID DOCUMENTS

POLICY

O Inihe event thal bid documents are being sold, the costs thereof must only be to cover actual preparation
costand not for the purpose of making a profit, The f2e should not be s high as to discourage prospective
bidders,

17210 RESPONSES RECEIVED

POLICY

O The municipality shall maintain & registerlist of responses o the adverisement, or the

individuals/organisations targeted,

O The response lisl must contain the following information:

01 Bid number.

M Name of the bidder who documeants were issued fo.

O Mame of the personforganisation that coliected Lhe bid on behalf of the bidder,

O  Wame of the personforganisation on whose behalf the document is coliected, the phone number, the fax
number and contact person of the prospective hidder,

M The daie and fims the document was collecied or the date the document was posted/e-mailed.

[ The same particuiars as mentioned above, where applicable, must also be collected where bid documents

are renquesled by phone.
O Bidders should take note that if bidding decuments are posted, (is not the responsibility of the municipality

to ensure that the bidder receives the document an fime in order to prepare 2 response.
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17.211 ELEMENTS FOR INCLUSION IN BID DOCUMENTS

POLICY

1 The municipality's bid documents shall promote uniformity through standardised bid documents, where

possible.

O Bid documentation, evaluation and adjudication criteria, and the general conditions of contract shall be in

accordance with the instructions of National Treasury and in accordance with any applicable legistation,

™1 Bidders shall all receive lhe same infarmation in documentation and should be assured of an equal

opporlunity to obtain addiional information on a tmely basis to ensure fairmess.

0

Where feasible, promote subconfracting and joint ventures with SMME's,

O Bid documentation shall include evaluation and adjudication criteria, including the criterla prescribed in the
PPPFA& and the BEBEE Acl

O Clearly stipulate in bid documents that suppliers must submit valid BBBEE status level verification

cerificates or certified copies thereof with bids.

17.2.12 BIDS BASED ON FUNCTIONALITY
PRINCIPLES

172121
172122
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Mot all bids are invited on the basis of functionality as a crteria
A need fo invite bids on the basis of funclionality as a crilerion depends on the nature of the
required commedity or service Laken inle account cost, quality, reliability, viability and durahility of
aservice and the biddsr's technical capacity and ability to execute a contract
When an institution invites a bid thal will also be evalualed on the basis of functionality as a
criterion, the AC musl clearly specify the following aspects in the bid documenis:
17.2.12.3.1 Bvaluation criteria for measuring functionality
May include criteria such as the consultant's relevant experience lor lhe assignment, the quality
of the methodoibay;
The gualilication of key personal,
Transfer of knowledgs eto
17.212.3.2 Weight of each criferia
The weight that is allocated 1o each criterion should not be generic but should be determined
separalely fof each bid on a case-by-case basis
17.2.12.3.3 Applicable value
The applicabls value that will be utilized when scoring each criterion should be objactive.
&s a guide, values ranging from 1 being poacr, 2 being average, 3 being good, 4 being very
good and 5 being excellent, may be utised
17.2.12.34 Minimum aualification scare for functionality
The minimum qualifying score that must be oblained for funclionality in order for a bid 1o be
considered further should nol be generic. The latter should be determined separately for each
bid on a case-by-case basis. The minimum qualifying score must not be prescribed so low
that it may jenpandise the quality of the service required nor so high that it may be restrictive to
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the extent that it jeopardized the fairness of the SCM system,

17.2.13 THE SCM UNIT RESPONSIBILITY

CPERATIONAL

O The SCMU is responsible for compiling the final bid documents on recsipt of a request by the user
division accompanied by specification/terms of reference as well as the evaluation crileria as
compiled by the Bid Specification Committes and the approval recewed from the AQ or the delegated

authority.

17.2.14 QUOTATION/BID DOCUMENTATION PACK

PRINCIPLES

17.2141 The Genperal Conditions of Confract (GCC) are applicable to all bids with the excepiion of bids
pertaining to the building, engineering and construction industry for which the CIDBA provisions will
apply.

17.2.14.2 The standard wording of the GCC may not be amended, but may be supplemented by special
conditions, thus covering any aspect not covered by the GCC If necessary, Should the special
conditions be in conflict with the GCC, the provisions of the special conditions will prevail,

17.2.14.3 The one condition that must be covered by special conditions js payment terms.

17.2.15 PRE-BID INFORMATION/SITE MEETINGS
POLICY

O Minutes of the meeling should be provided 1o all prospective bidders

0O Any additional information, minutes of meetings, clarification, correction of emors, or modifications of bid
documents should be sent to each recipient of the original bid documents in sufficient time before the
closing date and time for receipt of bids o enable bidders 1o 1ake appropriate actions.

O Sile or information meetings, it specified, are compulsory. Bids will nol be accepled from bidders who
have not attended compulsery site orinformation meetings. Bidders that arrive 10 minutes or more after
the adverised time the mesting starts will not be allowed to attend the meeting or to sign the attendance
register. f a bidder is delayed, he must inform the contact person before the meeting commence and will
only be aliowed te attend the meeting if the chairperson of the meeting as well as all the cther bidders
aftending the meeting, give permission to do so.

M An aftendance register must be completed at all meetings or sessions,

OO0 Al partners or the leading partner of a Joint Venture must attend the compuisory site or information
meeding,

17.2.16 CHANGING INFORMATION BEFORE CLOSING TIME

POLICY

O Ilis preferable lo cancel a bidding invitation and Lo invile fresh bids if conditions or the specification or
any other information have to be materially changed before the closing time or if mistakes are discoverad

in tha documents before the closing ime,
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O Inthis regard also adnere to the provisions of the PPPFA Regulations where all bids received are above

or below the stipulated preference sconing.

PRINCIPLES

17.2.16.1 Where the intormation that has to change is not material or will not have a matenial influence on the
bidders proposals, all prospective bidders must be informed before thie closing date of the bid and in
time {0 take the informalion into consideration.

17 2.16.2 Where the information thal has lo change is material or will have & material influence of the crafting
of the bidders’ proposals, the bid must rather be cancelled and fresh bids invited with the amended
information.

17.217 POSTPONEMENT OF CLOSING DATE
POLICY
M The closing dale may be postponed only if all prospective bidders can be advised of the postponed date
in wriling belore the orginal closing date and in the case of an advertised bid invitation, the closing date
rmay be postponed only if the postponed date can be timely advertsed, before the original closing date.

FRINCIPLES

17.2.17 1 The closing date may only be postpened il there is a valid reason for the postponement and if there
is not sufficient time to adverise the postponement, the cancellstion of the bid must be considered
and fresh bids must be invited.

17.3  RECEIPT AND OPENING OF BIDS

1731 ANALYSIS OF PROCUREMENT REQUESTS

17.3.1.1 Receiving and opening procedures for guotations up to R2 000
Refer fo SCM TR 23

POLICY

M A far and transparent process shall be followed for the closing, receiving, opening and processing of
quolations.

17.3.1.2  Written quotation above R2000 up to R30 000

POLICY

M CQuotations must be submilled n witing preferably by hand or per mail but may also ba faxed or e-mailed.

O Bid ox procedures may be used where the chicumsiances 5o require.

17.3.1.3 Receiving and opening procedures for quotations above R30 000 up to R300 000
POLICY

O  A&fairand ransparent process shall be followed for the closing, receiving, opening and procassing of bids
and may be aligned with the Bid opening S0P,

a

Bidders shall be allowed to submit bids by courier or by hand.

4

A& bid box shall be visibly provided on the premises of the municipality and shall be accessible 24 hours
per day including weekends and public holidays.

3 A bid box shall always be locked, unless bids are collscted in order to prevent unauthorized removal of
bids.
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The CFO or delegated official will ensure that the bid boxes are sealed until the time of their official
opening, and ensure that they are properly secured.

At the precise closing ime of the bid, the bid box is locked to prevent late submission of bids into the box
wihere after gi| bids in the box are removed for processing,

At the advertised fime, the bid box will be unlocked and opened by two officials — both from the SCM unil
A SCM official will open the bid documents in the presence of any other interested parties, excluding
Councillors

The hid box can be opened without any members of the public being present provided that the appropnate
procedure for advertising the time and venue has been followed

Unmarked or incorrectly marked bids wili not be opened.

The mandatory information on bids received must be captured in the bid opening register template as well
a5 the names of &l bidders and their bid price, the B-BBEE level of each bidder, i applicable and whers
practically possible, must be completed as soon as practically possible.

The names, fotal bid amounts and the B-BBEE level will be read out and recorded in the tender reqister,
which will be available for public inspection on request,

Infarmation an bids received must be captured in a bid register. A copy of the record must be keptin the
Procurement Manager's office.

Bids shall be date stampad to indicate the date and time of receipt of bids,

Onca all the names and bid prices have been read out, e bid opening session must be closed, whers
after those bidders and members of the public must leave the venue

A spacial lockable office for the storing of bids must be available,

All bid opening register conlalning the bid results must be published on the municipal website,

A written quotation or bid may not be considered unless the provider who submitted the quotation or bid;

@ Has furnished that providers:

o Ful mame;

v Identification number or company or other ragistration number;

o Tax reference number and VAT registration number, if any;

o Hasg authonsed the municipaiity 1o verily a fax compiiance sfatus pin from SARS that the provider’s lax
matfers are i order; and
©  Has indicated,

o Whether ke or she Js in the service of the state, or has been in the service of the sfafe in the
previous 12 months,

o I the provider Is nof & natural person, whether any of ifs directors, managers, pHincipls
shareholders or stakeholder is in the service of the state; or has been in the service of the state
in the previous 12 months; or

o Whether a spouse, child or parent of the provider or of a dirsctor, manager, sharsholder or
stakeholder iz in the zervice of the sfafe or fas been in the senvice of the sfate in the previous 712
months,

Br|Fage




O The guotation/bid documentation pack will consist of the following:

o Covering leffer, which should af least include the bid number, description of the requirement, name of

the organization by whom it Js required and the closing date and fime.

o Standard bid documents thal include, but are nof limited fo the following:

w  Invitation fo Bid that is the bidders’ comsent if signed lo enfer info & confract under the
conditions specified in the bid documents, should the offer be accepted,
v Tax Complianoe reguirements.
= Relevant pricig schedule
»  Deglaration of inferast.
= Ralevant BBBEE claim form.
o Specification/Terms of referance.
o Ewvaluation critera.
o (General conditions of contract.
o Special confract conditions.
o Copy of the formal contract or service level agreement (SLA) where applicable.

o Adjudication and evaluation crteria and scares.

17.31.4  Admission of bids
POLICY

0

0

0

Bids received by facsimile transmitter, telegram, telex, e-mail or similar media do not meet the
requirements and must be summarily rejecied.

Cnly ariginal bid documents or certified pholocopies of facsimiles, which are submitted in the prescrbed
manner and where all essential forms are originally signed in ink before submission, may be accepled
as valid.

RBidders shall be allowed to submit bids by mail, by courier or by hand into the bid box or at the physical
address of lhe municipally (reception, over the counter at the SCML as applicable) before the closing
time of the bigs.

Bids received via courer senaces must be submitted in time and deposited inta the bid box by the courer
senvices. Officials may not deposil bids inlo the bld box cn behalf of courier services and the Municipality
acocepls no responsibility for late delvery by couner services or for defivery at the wrong address.

Al bids will then be kept unopened in safe custody until the clesing dale and lime of the bids.

17.3.1.5  Confidentiality
POLICY

3

After public cpening of bids, information relating to the examination, clanfication and evaluation of bids
and recommendations concemning awards should not be disclosed lo bidders or other persons not

officially concerned with the process, until the successiul bidder is nolified of the award,

17,316 Bids received late
POLICY

0
0

Bids are |ate if they are received at the address indicated in the bid documents after closing date and time.
Bids receivad late shall not be considered and shall be returned unopened io the bidder.,
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O

Where no bid or no accegtable bid has been received, the bid has to be re-advertised.

17317 Evaluation and adjudication of bids
POLICY

O
O

d

Al bids duly lodaed shall be taken into consideration and evaluated.

Far a bid to be considered il must comply with all lhe requirements of the bid documentation and be
placed in the official bid box located at the Main Building in 1 Dirkie Uys Street,

The municipality shall bass its evaluation solely on an examination of the relevant stalulory andfor
predetermined evaluation critera.

Evaluation criteria shall promole the areas of finance (commerce), lechnical compliance/ability,
functional requirements and preferential procurement,

Members involved in the evaluation process shall be honest, fair, impartial, and transparent.

Bid Evalualion Committes(s) should be familiar with and adhere to prescribed legislation, directives and
procedures in raspect of SCM.

Mo persan should interfere with the SCM system of the municipality; or amend or tamper with any

quotation/bid after its receipt.

17.32 REASONS FOR REJECTION
POLICY

0

0 oo oad

The municipality must reject 2 proposal for the award of a contract if the recommended bidder has
commiltted a proven corrupt or fraudulent act in competing for the particular contract,

The municipality may disregard the bid of any bidder if that bidder, or any of its directors:

Have abused the SCM system of the municipality.

Have commitied praven fraud or any other improper conduct in relation to such system,

Have failed 1o perform on any previous contract and the proof exists:

Such actions must be communicated to the National Treasury.

17.33 SIGNING OF BIDS
POLICY

O

0

In crder to avoid confusion regarding precisely whal must be signed for a valid bid, lhe Invitation fo Bid or
photocopy thereof must be signed inink,

All declarations must also be duly completed and signed to qualify as valid claims,

PRINCIPLES

17331 Bids not accompanied by an Invitation to Bid, or where the form is nol signed, but otherwise

complies with all the bid requirements and is recommended in terms of the delegaled powers, may
be considered and finalised by the Bid Adjudication Committee, the Accounting Officer ar

delegated authorty,

17332 IFsuch an unsigned bid is declared {o be valid, the bidder must sign it in ink, before the parties sign

the contract farm.
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17.3.3.3 Copies or facsimiles of bids, which have been submitted in the prescribed manner and where the
Invitation to Bid or equivalent has been signed inink before submission, are accepted as the official
bids, Mo other document received in confirmation therecf is thereafter accepted as the official bid

even if it is the onginal of the facsimile copy and Is also signed in ink.

17.34  AUTHORITY TO SIGN BID DOCUMENTS
POLICY

17341 The Invitation to Bid must make provision for the signatory to indicate that he or she is duly
authorsed fo sign the bid documentation, A duly authorised person must sign the bid document.

1735 TAX COMPLIANCE STATUS
Refer to SCM TR 43 and PPPFA Regulations, 2022, MFMA Circular 80

POLICY

O As per SCM TR 43, the municipality must reject any bid from a supplier wha fails to provide written proof
from SARS that the supplier either has no cutstanding tax obligations or has made arrangements to meet
outstanding fax obligations. As procof that there are ne culsianding tax obhgations, a valid and aclive Tax
compliance vertication pin must be submitled.

O In all cases where the bidder did not submit the Tax compliance verfication pin by the closing time, the
bidder must be afforded an cpporfunity and be requested fo submit the Tax compliance verification pin
within 7 _days from the date of the request. Recommendations with regard 1o such matlers must be
submitied o the refevant evaluation and award structures

O  Where the municipality or cenfral supplier database is In possession of a valid or active fax compliance
verification pin fram a bidder, e due 1o its previous application as member on the lisl of prospective
suppliers, the 3CM Unit must make a nole 1o such effect on the bid.

O No contracts may, however, be awarded o hidders who have failed o submit the Tax compliance
verification pin within the relevant pericd and they must be reported to SARS.

O C50 will interiace wilh the South African revenue Service (SARS) Lo verify the tax compliance status
and the Companies and Infeliectual Propedy Commission {CIPC) for business registration and
husiness ownership infarmation,

1 Where the recommendad bidder is not tax compliant, the bidder should be nofified of their non-
compliant slatus and the bidder must be requested Lo submil o the municipality or municipal entty,
within 7 working cays, wiitten proof from SARS of their tax compliance status or proof from SARS that
they have made an arangement to meat their outstanding fax obligations, The proof of tax compliance
status submitted by the bidder fo the municipaity or municipal entity must be verified via the C50 or e-
Filing.

O The accounting officer should reject a bid submitted by the bidder if such a bidder fails to provide proof
of ax compliance status within the Simeframe siated above,
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1736 SUBMISSION AND SIGNING OF CERTIFICATES
POLICY

n

O

In all cases where the relevant preference claim form has to be submitted and a provider had the infention
lo claim must fill in the preference form as ndication of wishing to claim preference, the bidder must also
camplele andlor sign the dectaration

Recommendations with regard to incomplete claim famms must he submitted io the relevant Bid

Evaluation Commities or relevant delegated authonty

PRINCIPLES

17361 I the potential provider is a supplier bul not the actual manufacturer and will be sourcing the

product(s) from anather campany, a ketter fram that companyisisupplier(s) confirming firm supply
arrangement(s) in this regard, has to accompany the guotation/id and failure to submil the

docurment may invalidale the quotaton/bid.

17362 The atorementioned statement is to be included in the relevant guotationtid documents as a

special condition.

17.368.3 The said company/supplier must confirm that & has familianzed fself with the item description,

specifications and conditions and if the quotation/bid consist of more than one ilem, it should be

clearly indicated in respect of which item(s) the suppartive letter has been issued,

17.37 DECLARATION OF INTEREST

POLICY

O A form tor the declaration of a provider's position and interest must be included with the gquotation/bid
documents

M Anofficial whe is invelved in the evaliuation and recommendation process, or wha is in any way involved
with the procurement process, shall also cerdify, as par of the recommendation that helshe complies
with The Prevention and Combating of Corrupt Activities Act,

3 Al officials who can influence the award of a quetation/bid are seen as officials whe are involved in the
recommendation process.

O  The regster of attendance of the members of the Bid Evaluation Committee and the Bid Adjudication

Cormmittee must contain the following;
", the undersigned, ..o | TUll M@me and surname)

# Declare that | did not purposefully unlawfully favour or prefudice anyone in the decision making
process in the recommendation and award of the quotation/bid.

W

Declare that nefther | nor, as far as | am aware, any member of my organisation or my immediate
family have any interests {pecuniary or ofherwise) which could possibly be constreed as having
any influence on the proper and objective performance by me of my dutles in relation to any SCM
activities relating therefo nor to unduly influence anyone in this matter.

*Declaration If any:
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A

= Agree to keep all information and documents relating to this matter confidential and not disclose
or cormmunicate the same to any person or persans without the prior written consent of the

Municipality.

W

Agree to keep the results of any processes in relation to the investigation confidential,

# Acknowledge receipt of confidential information and documentation and agree not to make any
copies of, or take any extracts from them except as may be necessary and essential for the due
and proper performance of my duties fowards the Municipality.

# Acknowledge thaf conflicts of inferests, breach of confidentialify and unauthorlsed disclosure are
subject to the provisions and penalties contained in the Municipal Finance Managerent Act, 2003
{Act 56 of 2003) and refevant regulations.

¥ Agree to immediately and truthfully declare to the Munigipality any changes, which may occur that
relate to the matters stated in Clause 1 of this declaration during the rendering of the Services

Al officials who ane involved in the decision-making process must sign a similar atfidavit.

17.3.8 PROVIDERS OWN CONDITIONS

POLICY

00 The conditions as contained in the quotation'bid documenis enjoy prececence,

O Al providers must accepd these conditions,

0 However, it sometimes happans that providers set their own condifions, which might be in conflict with the
nuaotation/bid conditions.  Such own conditions sef by providers can be recommended for acceptance
whera it 15 in the interest of the municipality to do so and whers the interasts of other providers are not
prejudiced.

O Where the providers' own conditions are not in the best interest of the municipality, the provider must be
requested to withdraw his conditions,

01 If providers are not prepared to withdraw unacceptable or conflicting conditions, reasons why such
conditions must be accepted must be submittad to the relevant Bid Evaluation Committee tor approval
or alternatively the guotation'bid may be passed over

PRINCIPLES

17280 A provider must not automatically be requested Lo withdraw his own conditions since such

condifions are not necessarily unacceplable

17382 A recommendalion by the relevant defeaated authority that such a request should be made fo the

provider cancemed must be submitted to the relevant Bid Evaluation Committes for the necessary

consideration or for passing aver dug fo Il being unacceptable,

17383  Unless specifically allowed in the bid, when are required in a quotation/bid, this must be identified

as a conflicting condition and a motivated recommendation must be submitted to the relevant
award structure, Normally such a condition is accepted only if a counfer offer that will eliminate the

risk, such as a bank/perfommance guarantes, is made,
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17.38 EVALUATION AND AWARD FROM R30 000 AND UP TO R300 000

17.3.8.17 EVALUATION FROM R30 000 AND UP TO R300 000
POLICY

O  For quotations from R30 000 and up lo R300 000, where the requirement is nol technically complex and
where there are no major risks invalved, the delegated authority shall evaluate quotations recelved and
submit a recommendation regarding the award of the quotations to the relevant manager.

O  The evaluator and awarder should consist of different members to ensure that a transparent review of the
evalualion is undertaken,

O Quotations are to be evaluated against the predetermined criteria In the quotation document, The crileria
to be taken into account, are jnfer afia:
= Compliance with the legality and special conditions.
= Specficalionsderns of reference evaluation = functionalilty
= Praferential procuremeant;

> Prce
= Preferonce

= Capabilily / abilty of the bidder o execule the contrac! and olher latent factors,

17392 AWARD STRUCTURES UP TO R300 000
Refer fo SCM TR 26

POLICY

O The delegated authority assesses if the specific procurement process followed, i in line wilh the approved
policy and procedures, that the evaluation is fair and sound, the deal is acceptable and in the municipality's
best interest, and then approvesirejects the recommendaticn.

O The funclion must be caried out in line with lhe award functions stipulated under the roles and
responsibilifies section,

™1 Any decision regarding the adjudication and award of a contract is final

17.3.10 EVALUATION AND AWARD FOR PROCUREMENT ABOVE R300 000

17.3.10.1 BID EVALUATION COMMITTEE FOR PROCUREMENT ABCVE R300 DO
POLICY

M Above R300 000, 2 Bid Evaluation Committee shall evaluate bids received and submit a
recommendafion regarding the award of fhe bids 1o the Bid Adjudication Committes,

O Bids are Lo be evalualed against the predetermined criteria in the bid document. The criteria fo be taken
into account, are inter alfa;

M1 Legal complhiance and compliance with spacial conditions

M Evaluation of specificafionsderms of referancefunciionality (within threshord values set),

O Praferential procurement;

fi} Price

[iil B-BBEE carfificates

M Lafent factors or other adaifional objective factors:

(i) Capability/abilty of the bidder fo execute fhe confract,
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1 Mational industrial Participation Pmgramme requirements.

M CIDBA requirements for infrastructure or construction procurement.

17.2.10.2 AWARD STRUCTURE ABOVE R300 000
Refer to SCM TR 29

POLICY

O The Bid Adjudication Committee shall consider and recommend the awarding of bids above the monetary
value of BR300 D00 and up to R 10 milion to the relevant delegated authority.

M The Bid Adjudication Committee shall consider and recommend the awarding of bids above the monetary
value of B 10 million o the AD who will make the final award.

0 The funciion must b2 camied out in line with the functions stipulated under the roles and responsibilities
section.

D The Bid Adjudication Commilles assesses if the specific procursment process followed, is in line with the
approved policy and procedures, thal the evaluation is fair and sound, the deal is acceptable and in the
municipality's  best interest, and then approvesiejecls the recommendation or make a final
recommendation to the AD for final award.

71 Where the Bid Adjudication Commilles finds that the recommendation is net correct or not in the
municipality's best interest, the reasons for not supporting the review is:

O Firstly refurned to the Bid Evaluatfion Commiftee for reconsideration, then
O Submitfed to the AQ for final award.

O Members of lhe Bid Evaluation Committee may present their repers to the Bid Adjudication Committes
and clarfy any unceraintiss.

1 The Bid Adjudication Committee and the AD has the power 10 amend of cancel concluded agreements if
delivered goods and services do not conform o specifications,

O Any decision regarding the adjudication of a coniract is final.

PRINCIPLES

1734021 Inthe event that the AQ makes an allernative decision than the recommendation submitted by

the Bid Adjudication Commitiee after retuming the matier back fo the Bid Adjudication Committee
for reconsideration, within 10 working days, the provisions of section 114 of the MFMA and SCM
TR 29 will apply.

17.311 CONSIDERATION OF ADDITIONAL INFORMATION

FOLICY

71 Information recaived after the closing date, may only be laken inlo consideration if it would not influence
the onginal recommendation made, which musl be based on the original information received from
providers.

O During the consideration of quotations/bids, communication by the municipalty with providers may take

place only with the express prior approval of the relevant award structure.
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PRINCIPLES

17.3.11.1 Should a discount for instance be offered, it could be taken into account when the contract has been

awarded, but not beforehand.

173112 The municipality must eommunicate with providers where bid information is incomplete o {hiex

guotation’vid document is not completed in full, in order lo obtain the necessary information,

17.3.11.3 Communication with bidders after the closing penod but before the bid is awarded, must ba dane in

an cpen and fransparent manner. Al bidders who submitied bid documents must be provided with

the same communique.

17.3.11.4 During the period of ime between the closing tirme of a bid and the date of notice of acceptance to

the successful bidder, communication regarding matiers in connection with the quotation/bid,
between any officlal or a representative of a properly appointed testing organisation or a person
acting in an advisory capacity for the municipality and a member of the public, should take place anly

with the express prior writlen approval of the relevant delegated authority

17.2.12 CANCELLATION OF QUOTATIONS/BIDS
POLICY

0

shouid it be determined through the evaluation process thal no acceplable quotations/bids were received,

or funds are no longer available to cover the tolal envisaged expenditure; or due to changed

circumstances, there is no langer a need for the goods or services specified in the inviation; or there is a

material ireguianty in the tender process; & recommendation o cancel the quolation'bid must be

submilled for approval as part of the evalualion reporl.

The reasons why no acceptable quotations/bids were received by the closing date and time must be

investigated before 3 decision is made what altermative process must be followed to satisly the

reguirements,

The reguirement may be re-advertised / re-invited or a specific number of pre-identified service providers

may be targeted

The evaluation report must contain the request for cancellation accompanied by the perceived reasons

determinad through the investigation as well as 2 recommendation on the allemative process to be

followed to satisfy the requiremenis,

The relevant delegated authority shall approve all cases where quotations/bids:

o Areto be cancelled

o New guotations/bids are fo be soliciled because of the cancefllation.

o Negotishions with the preferred bidder are fo take place to detarmine a reduction in the scope and/or
a raailccation of risk and responsibility.

o A subsfantial reduction in the scope or modffication fo the bidding documents may reguire re-bidding.

Where quotationsibids are lo be cancelied all bidders musl be informed In wiiting of the cancellalion.
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17.3.13 DISCUSSIONS WITH BIDDERS
Refer fo SCM TR 24

POLICY

0 ‘Without the prior approval of the delegated authorily no discussions may be conducted with any bidders
regarding any aspect, which might in any way affecl the prices, I.e. which may change the crder in which
guotestids will be ranked,

O Where such discussions are authorised, the delegated authority musl ensure that the discussions take
place at least at the middle management level and that the outcome of such discussions, must be placed

on record in writing and comply with the provisions of SCM TR 24,

17.3.14 PREFERENTIAL PROCUREMENT

17.3.14.1 Preference point system
Refer to provisions of the PPPFA, its Regulations and the Municipal FPPFA Policy

POLICY
O  The application of preferential procurement and broad based black economic empowerment must be
consistent with:

O The Preferential Procurement Paficy Framework Act and its Regulations.

m

The Broad Based Biack Economic Empowerment Acl,

M The municipality shall sel iisell a largel Ihat @ wishes 1o achieve through preferential procurement,
preferably (hrough the adoption of a Municipal Preferential Procurement Policy as provided for in section
2ol the PPPFA,

1 The municipality shall stipulate the preference point system in bid documents to be applied in adjudication.

M Mo system has lo be applied in respect of acquisitioning with a Rand value of less than B2 000 per case,

O The relevant preference point farmulz as per the PPPFA must be used to caiculate the points for price in
respect of acquisifioning with 2 Rand value equal to, or above B2 000,

M The maximumn score must be allecated o the lowsst priced accepiable bidiquate. Any oiher acceplable
auotationsibids, which are higher in price, must scare fewer points on a pro rala basis, calouiated on their
prices in relation to the lowsst accepiable quotation/bid in accordance with a prescribed formula.

O The contract must be awarded fo the bidder who scores the highest points unless abjective criteria in
addifion to that pertaining Lo specific goats jusiify he award to another hidder.

PRINCIPLES

17.4.14.1.1, In the acquisitioning of local goods and services or sale and lelting of assels, categones of

preference shall be used in Lhe allocation of contracts and the protection or advancement of
pereons or calegories of persons, disadvantaged by unfair discrimination.

17.4.14.1.2, Bids must include criteria for the gvaluation of quotations/bids Lo identify the quotation/bid that

represents the best value for money.

17.3.44.2 Broad Based Black Economic Empowerment Status Level Certificate
POLICY

71 B-BBEE slatus level attained by bidder must be used to determine the number of points scored out
of 100or 20 by a biddar for B-BEEE contribution
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OPERATIONAL

17.3.1421

1731423

1731424

1731425

17314286

1731427

31428

17.3.14.29

17.3.14:2.10

17.3.44.2.11

17314212

Bidders are required io submii original and valid B-BBEE Status level Verfication Certificates or
certified copies lhereol logether with their bids, le substantiale their B-BBEE rafing claims.

Bidders who do not submit B-BBEE Status Lavel Verfication Cerificates or-gre-nan-eompliant
contributors fo B-BBEE do not qualify for preference points for B-BEEE but should not be disqualified
from the bidding process. They will score points out of 30 or 80 for price only and zero (0) poinls oul
of 10 or 20 for B-BEEE.

A Trust, consorium or joint venture must submit a consolidated B-BBEE status Level Verfication
Certificate for every bid separate.

If the municipality is already in possession of 8 valid and onginal or certified copy of a bidder's B-
BEEE Slalus Level Verilication Cedificate thal was obtained for the purpose of establishing the
database of possible suppliers for price quoiations or that was submitted together with another bid,
it is not necessary fo obtain a new B-BEEE Status Lavel Verfication Cerificate sach time 2 bid
submitted from a specific bidder,

Such a cerfificate may be used to substantiale B-BBEE rating claims provided that the closing date
of the bid falls within the expiry date of the cerificate that is in the municipality's possession,

Each time this provision iz applied, cross-reference must be made fo the B-BBEE Siatus Level
Verification Cerlificale alieady in pessession for audit purposes.

Verification Cerfificates (indicating B-BBEE Siatus Level of contributor) that are issued in terms of
the B-BBEE Codes of Goad Practice will be used fo caloulate points outof 10 or 20,

Bidders with annual turnovers of less than or equal to B10 million qualify as Exempied Micro
Enterprizes in terms of the B-BBEE Acl.

An EME automatically qualifies as a Level 4 contributor with a B-BBEE recognition level of 100%

in tferms of the Codes of Good Practice,
An EME with at leasi 51% black ownership qualifies as a Level 2 contributor with a B-BBEE

recognition level of 125% inlerms of he Codes of Good Practice,

An EME with 100% black ownership qualifies as a Level 1 contributer with 2 B-BBEE recoanition

level of 135% in terms of the Codes of Good Prachice.
An EME that is regarded as a specialised enterprise with at leasl 75% black beneficiarios qualifies
as a Level 1 contributor with a B-2BEE recognition level of 135% in ferms of the Codes of Good

Practice.
An EME that iz regarced as a specialised enterprise with at least 51% Black beneficiaries qualifies
as a Level 1 contributor with a B-BBEE recognition level of 135% In terms of the Codes of Good

Fraclice.

An EME Is required fo submit a sworn affidavit confirming their annual total revenue of R10 million
or less and level of black ownership of 2 B-BBEE level verfication certificate to claim points as
prascrbed by reguiation 3(1){b) of the Preferential Procurement Reguiations, 2022
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17.3.14.2.13 Bidders other than EME's and (SE's must submit a valid and criginal or cerified copy of their B-
BEEE status level venfication certificate, substantiating their B-BBEE rating.
Certified copies older than 3 months wili not be accepted

-17.3.14.3 Application of preferences
POLICY

M Freferance calculations or decisions, made during evaluations, shall be clear and documented.

O Including when appointing consullants, the peint's allocation for price may only be for price and no
functionality, which should be clearly stipulated in the TOR. This is in adherence to the PPPFA Regulations
that functionality should be separately evaluated and scored

M Ifall bids received, exceed the estimaled Rand value linked to the preference point system applied, the
bid Invitation must be cancelled and re-invited stating the comact preferance point system:

PRINCIPLES

17.514.31 Critical factors (criteria) are the essential characteristics that the offer peraining to the
goodsisenvicesiworks musl possess.  |f an offer does not satisfy any of the crifical factors
(criteria), then it can immediately be rejected. This can also be referred to as minimum
requirements or special conditions.

1739432  Functionality on the other hand provides for factars that, when scored, compares the capacity
and ability of each bid lo successfully complele a contract, Functionality musi be identified,
together with its scoring, weights as weli as the minimum threshold, as provided for in the PPPFA
Regulations. Mon-adherence to functionality does nol mean a bid is non-responsive; the bidder
will just receive a 0 at the scoring column,

1731433 Specific preference goals must not be confused with critical factors. If & critical factor {special
condition} is set which is inclusive of a preferential goal, care must be taken that it is not also sel
as a preference goal as il may be regarded as double preference or double discimination baing
granted, Preferential goals must form pari of the Municipal PPRFA Palicy and becomes a special
condition of tender,

17.3.15 VERIFYING PREFERENCES
SCM TR 43, PPPFA and PPPFA Regulations, 2022

POLICY
O \erfication is required whenever it is clear that the claimed preference is incorrect or wien reasonable
doubt exisls thal the bidder is enlitied 1o the preference in any way at all,

PRINCIPLES
17.3.15.1 Whers, as a result of 2 query, thers is a changs in the percentage preference claimed which affects
the ranking of quotations/bids for award, 2 motivated recommendation must be submilted lo the

relevant delegaled authority for consideration.
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17.3.16 AMENDMENT OF PRICES PRIOR TO LAPSE OF VALIDITY
POLICY

O Anamendment of a quoted price during the validity pericd is not allowed.
17.3.17 EATENSION OF VALIDITY PERIOD

POLICY

1 Estension of validity must be finalised while the quotations/bids are still walid.

Mz bidder should reduce his quoted price a8 & rasult hereof, the reduction may be considered only if
the provider would have been lhe successful contractor irrespective of the reduction.  In other wonds
[he case is evaluated al the original quoted price and if successiul, itis accepted al the reduced price,

O In cases where the quated price is increased when the validity period exgpires and the quotation/bid
cencerned 15 eifher no longer recommended for acceptance or is recommended for acceptance at
the higher price, the disadvantageous or incremental costs must be repored to the delegated

authority,

17.3.16 NEW AND UNPROVEN PRODUCTS
POLICY

O A bid may nol be rejecled summarily simply because the bidder or the product which he offers is
unkncwn,

17.3.18 COUNTRY OF ORIGIN
POLICY

O  There is currently no embarga on the purchase of producis fram any forgign market, subject to the

FPPFA provisions related fo local content and the proudly South-Africa principles.

17320 DEVIATIONS FROM SPECIFICATION
POLICY

M Quotationsbids with accepiable deviations from specification may be recommended for acceptance,
provided that the competitiveness of ancther provider is nol adversely affected and the devialion is nol
regarded as a malerial defect

17.5.21 ALTERMNATIVE OFFERS

POLICY

O Regardless of whether the provider alse submits offers conforming slrictly to specification, alternative
offers may be considered and accepled provided that the other providers are niot prejudiced and altemative
offers are not expressly excluded in the tender documentation

O |f the altemative offer does no! meet the specification reguirements, in that it is lower than the specified
requirements and the devialions are acceptable, the other providers must be approached in cases where
they might possibly be prejudiced, with 2 view to obtaining offers for the delivery of a product or service
with the same or similar acceptable deviations.

O Such cases must be submitted fo the melevant Bid Adjudication Committee for consideration and the

relevant delegated autharity for approval.
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17.3.22 IMPROVEMENT OF SPECIFICATION
POLICY

O A quotationbid recelved which offers an Improvement on the specification may be accepted provided
that the other providers are not prejudiced.

PRINCIPLES

173221 & quotationdbid which is the highest scorer and which represents an improvement on {he
requiremenis of the specification may be recommended for acceptance,

17.3.22 2 A guolationdbid which is not the highest scorer and which represents an improvement on the
reguirements ol the specification may be recommended for acceptance by the relevant Bid
Evaluation Commiitee provided that all competitive providers are approached beforehand but are

not able to offer such an improved product at @ lower price,

17.3.22.3 Each case is considered on its merits but it can be accepted as a general guideline that such an
improvement must exceed the specified minrmum requirements. The reason why the improvement
is deemead 1o be-an absoluts necassity must be motivated and the additional costs must be justifiable,
17.3:22.4 If the improvement can be regarded as a unigue property of the particular product, the case is
regarded as a significanl amendment of the specification and an explanation must be provided of
why thess unique properties are essenfial and the reasonableness of the price will have lo be
subsiantiated
173,225 Itmust also be motivated why it would not be better to cancel and re-inviie the bid,
17,323 EQUAL OFFERS
POLICY
O Iffunctionality is pari of the evaluation process and two or more bidders have scored equal points including
equal points for B-BBEE and price, the successful bidder must be the che scoring the highest score for
funciionatity.
O In the evenl thal two or more fenders have scored equal total points, the successful t2nder must be the
one scoring the highest number of preference points for specified B-BBEE.
01 Should two or more offers still be equal in all respects, the award shall be decided by the drawing of lots
in accordance with the delegated powers,
O Where bid prices for a porlion of a seres of sub-iterns are equal and it is necessary for these items to
he obtained from the same bidder, then the lowast overall bid may be recommended for acceplance.
17.3.24 ADDITIONAL QUANTITIES
MFMA section 116 and NT MFMA CIRCULAR 62 of 2012
POLICY
71 Before an award has been mads, additional quantitiss may be accepted up to the maximum of 20 % and
il il does nol alfect the preference goal of 820 or 9044
O Al providers concerned musl be approached for offers for the larger quantbes.
M ‘Whers the additional quanities are more than 20%, a fresh or a2 supplementary bid must be invited,
unless the provisions of MFMA section 116 and NT MFMA Circutar 82 of 2012 has been complied with,
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17325 SAMPLES
POLICY

O Motwithstanding the requirement that samples must be submitted not later than the date and time
spacified in the bidding documents, samples may be received up lo the bme that they are required far
evaluation. The recommiendation of a bid must, however, not be delayed beeause a sample, which was
received late, still has to be evaluated,

17.3.26 COMPARISON OF QUOTED PRICES

POLICY

O The guated prices of all items must be brought fo @ comparative basis, where applicable, by deduciing
preferances and other benefits, and adding implied confract price adjustments in the case of non-firm

prices and delivery and ofher costs where applicable.

17327 COMPARATIVE PRICES: BIDS FOR CONTRACTS WITH A DURATION OF MORE THAN ONE YEAR
POLICY

O  Where bids tor contracts with a duralion pericd of more than one year are received, comparative prices,
where necessary, must be calculated on the basis of the discounted net prasent values of the various
nffers.

O A specific escalation rate determined by the market lactors should form part of the bid.

O This rale will lhen be used Lo caleulale the tarifls for each of the future years,

17.3.28 CONFIDENTIALITY

POLICY

O  After the public opening of bids, information refating o the evaluation process may not be disciosed to
interested parties or other persons not officially concermed with the process, until the successiul or
preferred bidder is natified of the award.

17.3.20 SUBCONTRACTING AND JOINT VENTURES
POLICY

O  Itis incumbent upon the municipality o take care that:
Subcontractors and pariners in joint venfures are engaged in fair and reasonable conditions of contract,
Contractars who contravene the contract conditions potentially be designated as restricted persons.

Secured payment opiions may only be considered where it can be justified.

O J4ad

The municipality doss not accept any lisbility for the services rendered of goods provided by sub-

contraciors

O

In the event that a bidder wishes to sub-contract more than 25% of the value of the contract, such bidder
must adhere to the provisions of the PPPFA Regulations 11(8) and {3).

O Where bidders submit tenders as a Consortium or Joinl Venlure the contract thal will guide Lthe
relationship must be attached o the tender documentation and a separate BEBEE certificate for that

specific Consartium or Joint Venture must be submittad
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17,330 CLEARANCE OF PROVIDERS PRIOR TO THE AWARD OF A CONTRACT

17.3.30.1 RESTRICTED PERSONS
Refer fo section 114 of the MFMA and SCM TR 29

POLICY

00 The municipality must check the National Treasury and CIDBA, where relevant, database priorto awarding
any contract fo ensure that no recommended bidder, nor any of its directors, is listed as companies,
directars or persons prohibited fram daing business with the public sector,

M This lisf of resincted persons is managed and maintained by the Cffice of the CPO within the National

Treasury.
PART 18: ACQUISITION MANAGEMENT PROGESS

18.1 RANGE OF PROCUREMENT PROCESSES AND THRESHOLDS
Refer to SCM TR 12

POLICY
O Promote the principles of being fair, equitsble, transparent, compefiive and cost-effective through Al
procurement processes.
0O  Subdivision of requirements to cireumyent the Accounting Cfficer’s delegated powers wall nol be tolerated.
O The Accountng Officer may, In wriling:
1 Lower but nof increass, the different threshold values
1 Direct that:
{1 Verbal guotations be oblaned for any specific procurement of & fransaction value up to B2 000,
confirmed with & written quotation before order can be iesued.
fifl Formal Writtan price quotations (at feast 3) be abtained for any specific procurement of & transachion
value excoeding R2 000 and up to R30 000;
fiif} Formal wrilen price guotations be oblained for any specific procurement of a fransaction value between
R30000 - £ 3040 008, or
{iv) A competitive bidding process be failowed for any specific procurement of a transaction value higher
fhan R300 000 and the procurement of long-term confracts {excluding narmal rentalfease agreements
regarding office equipment. 1T equipment and software fo g maximum of BR300 000 Over the fhres-year
period),
M Goods or services may nof deliberately be split into parts or items of a lesser value merely to avoid
complying wilh the requirements of the Policy. When determining ransaction values, a requirement for
gocds of services consisting of different parts or tems must as far as possible be treated and dealt with as

a single transaction
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[ THRESHOLD =

[ PROCUREMENT PROCESS =

RO - R2000

R2001- R30 000

1 Written Quotation

“APPROVAL AUTHORITY 77
As delegated By Municipal
Manager

3 Formal Written Qua{afians,
80/20 Preference Point
System applied

Divisional Head | Head of '
Department

R30 001 - R300 000

Advertise on Notice Board &
Website for 7 days, 80/20
Preference Point System

applied

R300 001 - R10 000 000

Competitive Bidding

Head of Departments |
Bid Adjudication Committee

Bid Adjudication Committee

Municipal Iil'l_em_ager after
recommendation from Bid
Adjudication Committee

Refer to SCM TR 12 (1) (a)

Requirements may be procured without inviting competitive bids or verbal quotations.

Obtain at least 1 wntten quotation from the list of prospective providers, where applicable.

Where no suitable providers are available from the list, quotations may be obtained frem other possible

if it is not possible to obtain at least 1 quotation from the list of prospective providers, the reason must be

recorded and approved by the AQ or the delegaled authority,

Above R10 000 000
|
18.2 INFORMAL QUOTES
1821 From RO and less than R2 000
POLICY
O
r
0
providers nol on the list,
|
A

Flace the order only against witten confirmation fram the selected provider,

18.3 FORMAL WRITTEN PRICE QUOTATIONS

Refer to SCM TR 17

Requirements may be procured by inviting written quetations from as many as possible providers on

Obtain at least 3 written quotations from the lisl of prospective providers, where applicable.

Where no suilable providers are available from the list, quotations may be obtained from other possible

If it is not possible to obtain at lzast three quotations, the reascn must be recorded and approved by

Place the order only against written confirmation from the selected provider.

1831  Above R2 000 and less than R30 000
POLICY
O
the prospeciive provider list.
0
O
providers nol on the list,
O
the AD or the delegated autharity.
A
O

The municipality shall apply the prescripts of the PPPEA for procurement above B2 000,
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0

Goods or services may not deliberately be split inlo parls or flems of a lesser value merely 1o avoid
complying wilh the requirements of the Policy.
When determining transaction values, a requirement for goods or services consisting of different parts

or iterns must a5 far a5 possible be freated and dealt with as a single transaction,

18.4 FORMAL WRITTEN PRICE QUOTATIONS

1841 Above R 30 000 and less than R300 00D
Referto SCMTR 17 & 18
POLICY
O Reqguirements may be procured oy inviting written quotations from as many as pessible providers on the

prospeciive provider list,

M Requirements for quetations above R30 000 and up to R300 000 must be advertised for al leasl 7 days on
the websile, e-tender porlal and an official nolice board of the Municipality and deposited in the bid box
specified by the specified time on the due date accompanied by an active tax compliance status as issued
by SARS.

M Where no suitable providers are available Trom the lisl, quotalions may be obtained from other possible
providers nol on the List,

O Ifit is not possible to receive at least 3 quotations, the reasons should be recorded and approved by Lhe
CFO or the delegated authority.

T1 The AD must record the names of the polential providers and their written quotations.

O Adesignated official rusi within 2 days of the end of gach month repart to the CFO on any approvals given
during that month by that official.

M The municipality shall apply the prescripts of lhe PPRFA for procurement above R2 000

O Goods or senvices may nol deliberately be split into parts ar items of & lesser value merely to avoid
complying with the requiremenis of tha Policy.

M When detammining transaction values, a requirement for goods of services consisting of different parts
or items must as far as possible be treated and deall with as a single transaction,

PRINCIPLES

18411 [fitis not possible to obtain at least 3 quotations, the reasons should be recorded and approved

by the AD or the delegaled authority.

18.5 RANGE OF PROCUREMENT PROCESSES ABOVE R300 000

POLICY

1 Acompsfitve bidding process shall be followed as far as possible,

M | in aspecific case i s impracticable to invite compelitve bids, the municipality may procure the required
goods or services by other means such as through deviations, provided that the reasons for deviating from
inviting competitive bids must be recorded and approved by the Accounting Officer or delegated authority
prior to the award and promptly reporied to the SCM Unil

71 The municipality may include an open and fransparent, competitive pre-gualification bidding process in

which only pre-qualified organisations may parficipate.
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[  The prescripts of the PPPFA shall be adhered Lo,

O Subdivision of reguirements to clrcurmvent the 40's delegated powers will nat be tolerated,

1851 COMPETITIVE BIDDING
Refer to SCM 1R 19-20

POLICY

0O Competitive open bidding shall be applied as first preference.

O Bids shall be advertised in appropriate media to reach the targel markel (including the
Government Tender Bulletin if appropriate), should the AD or the delegated authority deerm it
NECEssAry,

PRINCIPLES

[ Bid documentation will be prepared by the Procurement Manager in consultation with the relevant
directorate and displayed on notice boards, e-tender porlal, placed on the Council's website, and
advertised in commonly circulaled locat andfor provincial newspapers with a closing date of at lzast
14 days after the dale that the advertisement first appears

O Mo reguirement for goods or services above an estimated transaction value of R 300 000 may
deliberately be split info parts or tems of lesser value merely for the sake ol precunng the goods or

services otherwise than through a competiive bidding process.

18.5.2 TWO-5TAGE BIDDING
POLICY

M Atwo-stage bidding process is allowed for;
(i) Large complex projects;
{iil Projects where it may be undesirable to prepare complete detailed technical specifications; or
{iii) Leng term projects with & duration peried exceading three years,

{v) Local Content

PRINCIPLES
18.5.2.1 Subject to prior approval by the AQ or delegated authority, the municipality may engage in
procurement by means of two-stage bidding, or request for proposals, in the following
cireumslances:

()i is nof feasible for the municicaliy fo formulate detailed specifications for the goods or
constriction ar, in the case of senvices, fo identify their characteristics and, in order fo obfain
the most satisfaciony soiution fo its procurement needs.

(ii] f i seeks hids, proposals or offers a5 to vanous possible means of meeling its needs.

(iiry When the municipalily seeks to enter info a confract for the purpose of ressarch or study.
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1853 DEVIATIONS
SCM TR 36

POLICY

M Deviations are only to be used if justification exists and ihe necessany approval has been oblained within

the provisions of the Delegation Framework.

O The municipality will use deviations only in the following exceptional circumstances:

= Where the municipality applied the competitive {opan) bidding process, but the bids received were
all non-responsive or not acceptable, thus the fime required to go oul on the same process has
clapsed.

= Where the municipality can buy under exceptionally advantageous conditions that anly arise in the
yery short ferm,

= | the evenl thal a change of provider would compel the menicipality 1o cbiain spare paris or
additional equipment or services that are not compatible orinterchangeable with existing equipment
or senvices that were obtained from an onginal provider.

= The goods, services or works o be bought have io be designed by the provider,

w When goods, services or works can only be supplied or rendered by a paricular provider and ne
reasonable alternative or substitute exists,

= There ame legislative. technalogical or safety reasons fo restrict purchases fo providers who have
praven their capability.

» 0 cases of urgency

= Incages of emergency

= The provision of legal advice (firms of attomeys and Counsel).

= Appropriate molivation that competitive bidding would be Impractical

O The reasons for employing deviations must be anproved in writing by the AC or delegated authority

prior to-an award being made.

1 The following will be deemed nol o be devialions, bul exceptions from SCM processes;

(il Advertisements that are placed in the newspaper that is commanly circulatad,

(i} Advertisements that are placed in National Government and Frovincial Govemment Gazettes.

(it} The acquisiticn of accommodation and air travel for official purposes subject therelo thal the
acquisition of such senvices be deall with in lerms of the Municipalily's Fayment of Travel and
Subsisience for Councillors and Officials Policy as amended from time to time as well 25 in terms
of the Municipality's Delegation of Powers and Cuties as amended from time o time,

fiv) The procurement of fusl from any recognised Fuel Company and their depols, except when fugl
s procured for the Municipal Depot

{v) Vehicles serviced by the agent in terms of the warranty or service plan of the vehicle,

i) Training and axpansion of current opersting sysfems used by the Municipaliy.

{wi) sanvice Agent.

{viily  Bubscriptions/membership.
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OPERATIONAL

M Cewations are where the compstition is limited in one way or another. Limited bidding is reserved far a
specilic group or calegory of possible providers, This mechanism musl be used responsibly,

00 Three calegories of deviauons can be distinguished:

M1 Multiple source - There {5 fimited competifion, fience only & few prospective bidders are allowed fo
make a proposal. This should be hased on a tharough analysis of the market,

Reasans for the decision must be documented and readily available,

O Single source - This farm of bidding uses & transparent and equifalils pre-selection process, fo
requast only ane amangst a few prospective bidders fo make a propasal. This should be based on
some form of recarded analysis of the markel. Reasons for the decision must be documented and
readily available.

O Sole source - Thare is no competilion and only one bidaer exists. Documentation substantiating the
sole source, &5 proof must be submitted along with reasons for the decision that should be readily
available,

O The SCMU must develop and maintain a SCH Deviaion S0P and register mindtul of the lollowing:

{it Anememency is considersd an unfaresesabie and sudden event with materially harmful or
potentially materially harmful cansequences for the municipality which requires urgent action
{0 address.

(i} Where the Accounting Cificer determines that it is impractical [o invite competitive bids for
specific progurement such as vrgent or emergency cases, or in ine case of a sole supplier, he
may in consuitation with the Chief Financial Officer procure the goods or senvices by other
means such as price quotations or negetiations or reduce the required adverlising period from
14 days to an appropriately deemed panod. The reasons for deviation from inviting
competitive Bids must be recerded and approved by the Accounting Officer.

(i) Where it can be demonstrated that only one senice provider can supply a parficular service
then a contract can be awarded by the Accounting Cfficer o that service provider, The Bid
Adjudication Committze will be responsible for awards in excess of R200 000 and the
Procurement Manager for awards up fo R200 000, However, there must be market testing at
l=ast every twao years fo determine the continuing validity of this criterion.

{iv) for the acquisition of special works of art or historical objecls where specifications are difficult
lo cormpike,

(v} acquisition of animals for zoes andlor nature and game reserves; or

{vi] in-any other exceptional case where it is impractical or impossible to foliow the official
procurement processes, including, but not limited to;

a1 any purchase on behalf of the Municipality at a public auction sale;
b} any contract in respact of which compliance therewith wouid not be in the public

interast:
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o) ad-hoc repalrs to plant and equipment where it is not possible to ascertain the
nature or extent of the work required in order to-call for bids;

d) inihe eventof a major system failure; or

g) inthe event where the delivery of & municipal service would be significantly
resircted.

(wii} The Accounting Cfficer may ratify any minor breaches of the procurement processes, by an
official or committee acting in ierms of delegated powers or duties, which are purely of 8
technical nature.

{iily The Accounting Officer may condone a deviation from the procurement processes, provided
that such deviation is limited to the circumstances referred o in the abovernentioned
cladses.

O The Accounting Officer must record the reasons for any deviations in terms of this Policy and report

them to the next maeting of the council and inchide as a note to the annual financial statements.

18.6 TRANSVERSAL BIDS
MSA 3 - co-operafive governance and MSA B7-80- multl furisdictional services

POLICY
O  Transversal bids will anly be relevant when the municipality wishes toinvite a tender/bid for itself
and other municipaliies or wishes o particinais In a \ender together with other municipalties or
argans of state
O  This form of bading is diflerent than when parlicipating ina tenger inviled by ancther organ of
state as referred to in 3CM TR 32,

M Council approval is required to participate in transversal bids,

PRINCIPLES

18.6.1, "Faciiitation" means that the SCML i the Office if the CFO will provide advice, assist and guids the
transversal procuremenl process lo ensure that the technical and governance reguirements are met
but will not actively participate in eithier the evaluation or adjudication process,

18.6.2. *Amranging” implies drawing up the business case, chtaining formal approval from affected municipalities
and the Council 1o proceed, the planning, organising, legistical and bid administration requirsments
by the custedian mumcipality.

18.6.3. Where the custodian municipality has identified the need for a transversal tender, it must ensure that

the precurement of goods or services or bath for wansversal use of municipalites must be procurad in
terms of section 217 of the Constitution of the Republic of South Africa, 1996 and any other legislation

and prescripis.
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1864, Where conlemplaled transversal tenders will resull in lower unil costsfeconomies of scale or other
corporate advaniages as demenstialed by the required business case, the custodian municipalily musl
facilitate such transversal temm contracts.,

1865 Contracts so procured must follow a sfrategic souming methndalnay and laverage buying power fo
achieve economies of scale and will be governed by the carrenl requirernents for supply chain
management as envisaged.

18.6.6, The custedian municipality must ohitain written consent fram the other accounting officers o parficipate
in the arangsment of the confemplated transversal confract and need to do so immediately after
conclusion of the business case and before proceeding o any {urbier phases of the procurement
pracess, Inthe case of a custodian municipality, prior approvat from the Councll is additionally required

18.6.7. Whers an accounfing offcar opts to paricipate in a fransversal confract, the accounting officer may not

solicit bids for the same or similar preduct or senace duning the tenure of the fransversal \erm contract,

1868 The custodian municipality will take full responsibility for the arrangement and conclusion of the bid
process, nclusive of the formalization of the contracting armangements noting that each participating
municipality. depending on ihe requirements and the nature of the confract, may have 1o sign a

separate service level agreement with the selected service provider.

16.7 DIRECT NEGOTIATION

MSA 78-process and Municipal Land Disposal Policy
POLICY
O Direct negotiations shall only be permitted after approval by the AC and shall be conducted in such &
manner that limits disadvantage or prejudice o other slakehcolders. Care should be laken to ensure that
such & process does not allow the bidder concamed an unreasonable unfair opportunity.
O Direcl negotiations may only take place under the following circumsiances:

» | cases of urgency due te unforeseen circumstances where fack of planning or negligence did nol
play a role and where foliowing the standard competitive bidding process or the process prescribed
for urgency would not be in the municipality's best interest.

= Dwing to a catastrophic event, there is an urgent need for the goods or services (an emergency),
making itimpractical to use other metheds of procurement because of the time involved in using those
metheds.

= |0 cases where preferrad bidders wers identifisd through a competiiive bidding process.

= |n the case of competitive negofiation because of the technical character of the goods or construction,
or because of the nature of the services, il is necessary for the procuring entity to negotiate with
suppliers or service providers, Thus in the aforementioned case the fisst round of the lwo-stage bidding
process fas taken place where infer alia capacity and acceptability was established.

= |n the case whers a Municipal Systems Act, section 78 process was followed,

= |n the case of an unsalicited bid process.
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O The officiat that can contractually commit the municipality in this reqgard must lead the negofiation and must
be supported by the user division and the: SCMU.

O  The AD may neqotiate the final terms of a contract with bidders identified through a competitive bidding
process as prefermed bidders, provided that such negotiation doss not lead to a higner price than the bid

as submitted.

18.6 FRAMEWORK AGREEMENT BID
CIDB PRACTICE NOTE 15

POLICY

O Itis permissible to invite hids for the supply of goods and senices or consiruction works that is of an ad-hoc
or repetfitive nature, for a predetermined pericd of time (commonly referred to as a framework agreement bid).

O The period of a framework agreement thal is of repetitive nalure for services that the Municipality has an
ohligation ta provide on an ongoing basis for the duration of the resulting contract(s), cannot extend beyand
the three years covered in the annual budget for the financial vear in which the confract is entersd infa, unless
all related legislative and procedural processes are comphed with: The penod of a framework agreement that
is of an ad hoc nature cannct excead a period of 36 months from the commencement of the contract unless
all related legislative and procedural processes ars complied with

I The general acquisition procedure for framework agreement bids shall comply with procedures contained in
the acquisition managemenl system of this Policy.

O  The mathod by which the price will be determined must be siated in the bid documentation. The deailad
formilation of the calculations that will determine the financial offer must be agreed o by the Bid Specification
Committee prior to the advertisement of the bid

O The Rand value that will determine the applicable preference system for framework agresment bids will be
the estimated overall valus of the tender,

M Bid documentation shall state that the acceptance of framework agreement bids will not impose any obligation
on the Municipality to avail itsell of the goods and services or construction works offered by the bidders.

O Bid documentation shall state the processes by which allocations will be made arising from any resulting
poniract.

M Materialfor repairs and mainlenance can be purchased on a framework agreement bid where circurnslances
warrant il

O Additional items included in a framework agresment bid by any bidder which are cleafy not an altemative to
any of the itema specified shall not be considered.

01 Orders for goods may be raised up until the expiry of e framework agreement bid, provided that the goods
can be delivered within 30 days of expiry of the framework contracl,

O All orders, other than for goods must be completed prior 1o the 2xpiry of the framework contract period,

O Upon request, the Manager Supply Chain Management may aporove the use of existing framewark

agreemenis by cther departments in accondance with the Municipality's procedures.
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EVALUATION AND ADJUDICATION OF FRAMEWORK AGREEMENT BIDS

0 The pracess for considering framework agreement bids shall be in terms of the evaluation and adjudication
procedures as described in the bid documents and in accordance with the principies contained in this Policy,

00 Subseqguent to award, whers different selections of fems are required in terms of the same framework
agreement bid and it is not possible or practical to separate orders for different items from different suppliers
then a selection process will have to be carried out in respect of each application by the Respansible Agent.
Individual orders will then be placed (or conlracts awarded) an the basis of the highest tolal adjudication points
received, per application,

O If the selected supplier, in terms of ihe seleciion process specified in the framework agreement bid
documentatian, is unable to provide the required goods, senvices or construction works at the reguired time
and confirms as such in writing then the bidder with the next highest adjudication points shall be selectad, If
after a contract is awarded, or an order is placed in terms of 2 framework agreement bid, the supplier fails o
supply the goods or service required, then the remedies in terms of the contract shall apply.

18.9 CONSULTANTS
Refer ta SCM TR 35, Municipal Cost Containment Regulations &
CAM Cost Containment Policy (Res 160/2019 of 1/10V20119)

POLICY

O The municipality shall apply the Walional Treasury's instructions in respect of the appointment of
consultants.

M Consultants should only be engaged when the necessary skills- andior resources to perform a
projectiduty/study are not available and the accounting officer/authority cannol be reasonably expected
either to train or to recruil people In the tims available,

O  Consultant services cannot be dealt with in the same manner as general procurament, as this type of
precurement contains specialised types of services, therefore specific procedures and processes should
be adopted and pul in place,

O These procedurss and processes should be on a case-by-case basis depending on the nature and the
type of consulting work under consideration,

M Take info account production of documents where copy right, patentsfownership is concerned when
drafting documentation of this nature,

O In addition to any reauirement prescribed by this policy for competitive bids, bidders must fumish
parficulars of;

M All consuliancy services provided fo the municipality in the last 5 years

O  Any similar consullancy services provided o the municipaiily in the last 5 years

O The work underiaken by a consultant should be regulated by a contract. The accounting officerfautharity
is, however, respansible for menitaring and evaluating contractor parformance and outputs against project
specincations and targets and should take remedial action if performance is below standard,

O  The particular method fo be followed for the =election of consultants for any given project should be

selected by the accounting officer/authority.
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18.10 INFORMATION TECHNOLOGY
Refer to SCM TR 31
POLICY
00 The AD may request the State Information Technoloy Agency (SITA) to assist with e acquisition of
IT relatad goods or services through & competitive bidding process.
1 Bath parties must enter into & written agreement to regulate the services rendered by, and the payments
fo be made 1o, SITA,
O The AD must nofify SITA togather with a motivation of the T needs i
w  The transaction value of 1T relaled goods or services reguired in any financial year will exceed R50
million (VAT included); or
= The lransaction value of contract to be procured whether for one or more years exceed R50 milllon
(VAT included).
™) I SITA comments on the submission and the municipality disagrees with such comments, the comments
and the reasons for rejecting or not follewing such comments must be submitted to the councl, the

Mational Treasury, the relevant Provincial Treasury and the Auditor-General,

18.11 BANKING SERVICES
Refer to SCM TR 30

POLICY

O A confract for banking services:
= Must be procured throvgh competitive bids;
= Nust be consistent wifh section 7 or 85 of the MFMA and
= May not be for a pedod of more than 5 years at a time.

(1 The process for procuring a contract for banking services must commence at least 9 months before the
end of an exisling contract,

O  The closure date for the submission of bids may not be less than 60 days from the date on which the
advertisemant is placed in a newspaper. Bids must be restncted o banks registered in terms of the
Banks Acl, 1990 {Act 94 of 1990).

18.12 GOODS NECESSITATING SPECIAL SAFETY ARRANGEMENTS
Refer to SCM TR 33

POLICY

M The acquisition and storage of goods in bulk (other than water), which necessitate special safety
arrangements, including gasses and fuel, should be avoided where ever possible.

O Where the storage of goods in bulk are justified, such ustification must be based on sound reasons,
inciuding the lolal cost of ownership, cost advantages and environmental impact and musl be approved
by the Accounting Officer,




18.13 PROCUREMENT FROM ABROAD

POLICY

O  The municipality may procure from abroad if i can be certified in wriling Lhat:
n  The producliservice cannol be sourced Incally or thraugh local representatives and thatl no ather

similar product will serve the purpose.

= That a local sourcing process has been run without any success.
= The prices of the locally available supplyiservice are exorbitant.

O For procurement culside the boundaries of South Afnca, the same process is followed as for the
procurement within South Africa, except for the foliowing;
O Determining international advertizing mechanisms.
O Determining the ulilisation of condilions applicable to foreign countries, such as Inco lerms, il required.
O Determining if the price should be indicated in foreign currency, and if so, which currency.
[0 The estimated cost in forsion currency plus conversion factors.

O  The forward cover fisk must as far as feasible, be carried by the selected supplier.

18.14 ORGANS OF STATE
Refer fo MFMA section 11072} and SCM TR 32

POLICY
0 The A0 may procure goods and services for the municipality under a contracl secured by another
organ of state, but anly if:
= The confract was secured by thal ofher organ of siale by means of competitive bidding process
applicable fo that crgan of stale
= The municipailty has no reason 1o believe that such contract was not validly procured.
= There are demonstrable discounts or benefits for the municipality to do so.
= That the otner ergan of state and the provider have consented o such procurement in writing, prior

lo the award.

O However, the above do not apply if & municipality procurss goods or services through a contract
secured by a municipal entity of which it is the parent municipality.
| The SCMU must facilitate the process, lhrough the application of an adopted S0F.
18.13 ROSTER

POLICY

O A roster system may be applied for a list of pre-approved suppliers, subject to the development and
adoption of 2 Roster System Pelicy centzining the following;
= Roster scope for Professional Service Providers and consultants.
= Registration of service providers.
*  Qualification to be registersd on the Roster System database.
= Sequencing and ranking of service providers an the Roster System database.
= Selection of 4 service provider on the Rosler System database.
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= Appointment of 2 service provider,
= Hoster System compuler based.
PRINCIPLES
18.14.1, Roster Scope for Professional Service Providers and Consultants
(i) The professionals and consultants Ihal work on pre-determingd taris are a subset of the Professional
Service Provider collective, The key basis for this principle is that some professionals no longer issue
or work on gazetied tariffs. Hence, The Roster System should only apply lo Professional Service
Providers with pre-determined and gazelted lariffs.
(i) Ir this context il may include but not be limited @ the foliowing list of Professional Service Providers
or consulianis.
= Architectural Services
= Constrection Services
= Dispute Resolution Frofessionals
*  Enginecring Services
¢ Civil Engineering senicas
o Electrical Engingering
o Geolechnical Engineering
o Mechanical Enginsering
o Miscellaneous Enginearing Servicas
o Siructural Engineering
= Emwircnmental Impact Studies
= |Landscape Architectural Services
= Management Services
= Cluantity Surveying Services
= Land Surveying
= Transporlsticn Flanning
»  Town Planning
= Property Valuafions
= Amitrations
(i) Guidelines tariffs that are issued by the National Deparment of Public Service and Administration
determing hourly rates for consultants and could be adopted by the Municipality, These fees are only
spplicable to consulting disciplines for which no such standardized rates have already Deen
determined by professional institutes or associations established in terms of legislation
(iv) Where no gazetted fariffs exisl for a parficular profession, it may, at the Municipality's discretion, be
acceptable for a proposed schedule of Larifis to be submitted o the Council for approval on an annual
basis. The duly approved tanffs should then be deemed to safisfy the reguirement of “pre-delermined
tariffs" for that profession in ferms of this policy. It should be noted that this avenue should only be

accepiable for recognized professions providing Prolessional Senvices
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(V)

Tl
W

(v}

Professional Service Providers and consultant disciplines wilhoul a pre-determined tarift list should be
sourced lhrough exisling agreed mechanisms {verbal quotations; three guotations; or competitive
bids}.

The logic to not source Professional Sanvice Providers (PEP's) who work on pre-determined tariffs via
a competitive process (such as three quotations or bids) is that there is no sense in comparing multiple
offers where they are all the same rate. This principle suppors the “cost effective’ principles in the
section 217 of the Constitution.

& 1ariff or rate is only one factor in a total cost equation. Cther faclors may include the scope andlor
the time taken to fulfil 2 task or responsibility, such as:

(a) Where some factors are variable, then the compefifive sourcing metheds of quofations and bids should
he used e.q. if one service provider may be able to comalete the werk more efficiently than another,
then the Professional Service Provider should be sourced via a quotation or compeditive bid and not
via the Roster System.

{b) Other total cost factors should all be constant or fixed (and not varable) before the Roster System is
usad for sourcing Pre-Determined Tarnff FEPs ie. the scope should be adequately defined and the

fime-pericd should also be firm (for example two manths).

18.14.2. Registration of service providers

(i)

(il

(i

[vi)

(vil

(i)

Calls for Expressions of Interest for admission o the database in specified service disciplines
ghould be made every two years in suitable media and in a manner thal enables a wide spectrum
of qualified respondents {o respond o the call.

Prolessional Service Providers should be requested to submit particulars sufficient for the
Department to evaluate their eligibility and to estabiish their credentials and to assess their
capabilities and capacities to perorm work in service disciplines and sub disciplines.

In order for the Professional Service Providers to be registered on the Roster System database
they should also be registered on the Municipalty's supplier database. The reasan for this is that
the Municipality already has a process and procedures in place for registration and there is no
sense in duplication

All registrations on the Roster System database should be administered centrally by the Supply
Chain Management Unit;

Repistration on the Roster System database should be valid for a period of two years or such
period to be determined by the Supply Chain Management Unil,

Prafessional Service Providers should be required to advise the administrator of the database of
any changes that impact their registration status on the Roster Systemn database.

Fenawal of Professional Sarvice Providers registration on the Roster Systemn database should be
required every two years.

Sarvice providers should be allowed o register for admission to the Roster System dafabase at

any time.
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18.14.3. Qualification to be registered on the Roster System database

(i) Qualification of a Professional Service Providers should typically be done when the supplier regisier s
on the Rosler System.

(i) This gualification can be updated as the Prolessional Service Provider progresses and acauires cther
capabilities and expenence.

(iif} Admission lo the Roster Systerm database requires service providers fo submit parficuiars sufficient
far the Municipality to evaluate their eligibility and to establish their credentials and to assess el
capabilities and capacities to perform contracts envisaged by the Municipaiity.

(i) Service providers should be reglstered on the Roster System against the different service disciplines
applied for and verified by the Municipality.

(v Sequencing and Ranking of service providers on the Roster System database:
= A sal of pre-defined weighted factors, where the weighling of these factors should be determined

heforehand and should be lransparent, should be used to determing initial ranking on the Roster System
database per service discipline and sub-discipling,

<> Factors that should befaken into account in determining the positioning of service providers on the database
iby sendce discipling)should include:

{a) Walue of successfully completed previous work conducted for the Municipality where value of the work
should mean, value of all work a service prowdar has perormed for the Municipality in the preceding year
pefiad.

{b} The 3-BBEEE status of the servics provide:

A When the amendmenis fo the PPPFA is anproved, the B-BBEE level of the service provider should be

used
(il Performance of the service provider should not be a determinant of the sequencing of service providers
on the Roster System. The rationale is that it may potentially impact on the Municipality's new service
provider developmental iniiatives and sasily be manipulated. Should a service provider have perormed
poorly to the point that if is blacklisted. then such service provider should be taken off the Roster System
immediately.
(i) Senvice provider sequence and updates of sequence on the Roster System database should be triggered
by fhe following events:
4 Allocation of a new assignment Lo a service provider (new confract awarded),
A Where the service provider declines such new assignment. the service providers' sequence should
change lo reflect as if the sarvice provider had accepted,
4 Roster Bystem database sequence updates should take place monthly.
A After suppliers have been registerad on the database
L Bervice providers should be removed from the Roster System database when such service provider
no langer conducts business or is blacklisted dus fo defaull or misconduct by the Municipality.
(i) Should there be service providers thal are equal in value and B-BEEE level, then they should be
sequenced according to a random number generator or date of regisiration on the Municipality's supplier

regisfer
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18.14.4, Selection of a Professional Service Provider on the Roster System database
(i1 Tolimitrisk and exposura o the Municipality, the sourcing of Professional Service Providers via the Roster
System shouid be limited within an upper Rand value threshold of R500 000
A Al projects exceeding this threshold should follow:
2] The standard compelitive quote and bidding process of the Municipality.
() The limited quete and Didding process where approphiaie.
A Tolirmat the Muricipal fish and exposure sssociated wilh project delays, the saurcing of service providers should
be limited to pre-qualified senice praviders admitted to Roster System
(il Whera the assignmeni does not qualify as a Roster System appeintment and a limited bid is reguired, the
Roster System database should be used only lor identification of he lop lisled service providers on the
Roster System database that the bid would be limited o,
{iiy  Deviation appaintments should fallow the separate bidding process. as follows:
s  The Rosler System database should be used to identity and sslect three service providers based on the following
sekection faciors;
{a) Select three Professional Service Providers from the reguired service discipline or sub discipline and
from the top of the list for that discipline.
ik The three service providers should meet selection criteria of location (if applicable) and qualification,

fc) Gualifcation shoukd shways takes preference where loestion eriteria 1s not met

(iv) Selection on the basis of guality should not necessarily mean the best quality available, bul quality
appropriate for the assigrment,

(v} The Roster Systern sefaction process should always be executed by the SCMU, who should recommend
the selected service provider io the line management for appoiniment.

(wi} Where a recommended senvice provider declines an assignment offered, that service provider should
move to the boftom of the list, and the senvice provider next in line should be selected.

(wil) Al correspondence relating o the Roster System and comespondence in this regard betwesn Service
Providers and the Municipality should be in writing.

18.14.5. Appointment of the Service Provider

{iv  The final appointment of the senvice provider is either processed using mechanisms in the SCKM PROS or
the line function with the appropriate delegated authority.

18.14.6. Roster System Computer Based

(i} The professional services supplier Roster shouid operate as a cenlratised database to be used by the
Municipality,

(il The sysiem should preferakly be an elecironic system, due io:
4 |Tisa key enabler lo compile and credibly implement the Rosler System appraach thersfore the Roster System

database should be poputated with relevant data to enable the Roster System.
4+ The Roster System should be programmed to determine vancus service discipling allocations, ranking and
sequencing of service providers, and administrative activities.

4 Programmed eleclronic dalabases should provide integrity of the Roster Syslem and remove subjectivity

concerning Roster System activities,
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A Becurity of the system should be such that the Roster System cannot be unduly mampulated s as lo influence
service provider saieclion.

{iii) The effectivencss of the Roster System should be evaluated using the monitoring mechanisms in the SCM

FPOE. hence it should be necessary to record key performance indicators relating to fime, cost and the

attainment of specific goals asscciated with a service provider contracl &l records of -admissions,

deletions and transactions on the database should be slored for a period of five years

18.16 EMERGENCY
FOLICY

71 irespective of monetary value, an emergency procurement process will only apply in serious, unexpected
and polentially dangerous circumstances which require immediate rectification:

O In the event of & threat or interruption in the municipality's ability io execule ils mandate or render is
SEMVICES.
M In the event of an immediale fhireal 1o the envirenment or human safety,

O The standard procurement processes will be bypassed. The municipality may dispense with the invitalion
of bids and may obiain the requirement by means of quolations by preferably making use of the list of
prospective providers or otherwise in any manner (o the bestinterest of the municipality,

O The appropriate course of action for emergency shall be jusifiable under the circumstances.

O The nature of the emergency and the details of the justifiable procurement process followed will be
recorded and reported.

1817 UNSOLICITED BIDS
Refer to section 113 of the MFMA and SCM TR 37

POLICY
O The municipality is not obiiged to consider unsoliciied hids recelved outside a normal bidding process.
O If the Accounting Officer decides to consider an unsolicited guotation/bid, he or she may do so only if:
M iz in complance wilh section 113 of he MEMA and SCM TR 37,
0 The product or service offered in terms of the quoledbid is & unigus innovative concept that will be
exceptionally beneficial to, ar have exceptional cost advantages for the municipaiity.
O The persan who made the offer iz the sole provider of the product or sernvice,
1 The need for the product or service by the municipality has been eslablished during its sirategic planning
and budgeting processes,
PRINCIPLES
18,171 The Municipality is not obliged to consider an unselicited bid received oulside ils normal bidding procass
18,17.2 If the municipality decides lo consider an unsolicited bid received outside a normal bidding process, it
may do s0 only in accordance with this framework

18173 This lramework strictly reguiates and limits the power of the municipality to approve unsolicited bids
received outside their normal tendering or other bidding processes and it may only do so il

» The product or service offered in terms of the bid is a demonstrably or proven unique concept,
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e The product or service will be exceplionally beneficial to, or have exceplional cost advanlages
for, the municipality or entity,

= The person who made the bid is the sole supplier of the product ar service; and

= The reazans for notgeing thraugh the nomal bidding processes are found to be sound by the
accounting officer.

18174 If the municipality decides to consider an unsolicited bid that complies with Municipal SCM reguiation
avizl,  the municipality must make itz decision public in accordance with section 21 A of the
Municipal Systems Act, together with;

= [ts reasons as o why lhe bid should not be open lo other compelitors;

« An explanation of the potential benefits for the municipality or entity were it to accept the
unsolicited bid; and

» An invitation to the public or olher potential suppliers to submit their comments within 30 days
of ihe nolice.

18.17.5 Written commenls, including any responses from the unsolicted hidder, must be submitted fo the

Mational Treasury and the relevant provincial treasury for comment,

18176 If any recommendations of the National Treasury or provincial treasury are rejecled or net lollowed, the
AO must submit to the Auditor General, he relevant provincial lreasury and the National Treasury the
reasons for rejecting or not following those recommendations.

18477 Such submission must be made within seven days after the decision on the award of the unsolicited bid
is taken, but no contract committing the municipality / municipal entity to the bid may be enlered into or
signed within 30 days of the submission,

18,18 SPONSORSHIPS
Refer to SCM TR 45

POLICY

O The Municipal Grant-in-Aid Policy guides the management of sponsorships as il provides for the opportunity
for developing methods of joint funding strategies with outside agencies such as matching funding or
spensorship partnerships to meet the objectives of a developmental local government,

71 Reporiing to the Provincial Treasury and Mational Treasury must promptly be executed as per TR 48.

The principles guiding the Grant-in-4id Palicy are to;
O Promote faimess, equitakility and transparency in the process of granting aid funding.
Support the poor, agad, youth, disabled and women

i

Fromaote sustainable solutions to serve the poor, marginalized or otherwize vulnerable.

|

Identify and develop sustainable matching funding or sponsorship partnerships to meel the objeclives of a
developmental local government,
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PRINCIPLES
O The AQ must promptly disclose to the NT and relevant FT any sponsorship promised, offered or granted,
whether directly or through a represenistive or imermediary, by any person who is:
= A& provider or prospective provider of goods or senvices; of
= Arecipient or prospective recipient of goads disposed or fo be disposed.

MODULE 5: CONTRACT NEGOTIATIONS, ADMINISTRATION, MANAGEMENT
AND CONTRACT RELATED RISK MANAGEMENT

PART 19: CONTRACTUAL COMMITMENTS

189.1 CONCLUSION OF CONTRACTS
Refer to section 116 of the MFMA and SCM TR 51

POLICY
O3 The SCM Unil must finalize the adjudication by issuing the letter of acceptance.
(0 The acceptance of a successful bid must be in writing and must be sent by registeredicertilied mall or as
indicated in a special condition, the principle being that there must be a mechanism of prood of delivery,
[ The official with the necessary delegaled authority to commit the municipality, must be satisfied that all the
necessary contraciual conditions have been included prior fo signing.
O} The municipality's contract documents shall promote enfommity across the entity.
71 Both parties to the contract shall sign the contract lorm or fermal contract.
O Legat copies shall be kept in a safe place for judicial referance.
19.2 FORMAL CONTRACTS
POLICY
O Where possible, the tormal contract template must form part of the quotation/bid documents:
O Fomnal contracts are concluded only where this is siated as a requirement in the guotatien/old document.
M If 2 formal confract is concluded, an order must siil be placed wilh the successiul provider.
19.3 SERVICE LEVEL AGREEMENTS
POLICY

1 Aservice level agreement (SLAY may be compiled and signed if required.

19.4  TIME OF CONCLUSION
POLICY
0 The contract is concluded at the time that the latter of acceptance is posted even if the contract fom and

formal contract is only signed at a later date, unless stated otherwise in the quotation/bid documents,
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201 GENERAL RESPONSIBITLITY
Refer to section 65(2) and 116 of the MFMA as well as MFMA circular 62/2012
POLICY
O The relevant user division takes responsibility for day-in-day management and monitoring of a contract in

line with the contraciual conditions.

20.2  MANAGING AND ADMINISTRATING THE CONTRACT
PaLiCY

M The SCMU shall ensure 1hat all reasonable steps are laken to properly enforce a contracl

20.3 CORRECTION OF INCORRECT ACCEPTANCE
POLICY

M Mistakes In the letter of acceptance, contract form and/or formal contract must be reported immediately Lo
the SCMU.

O Every efforl must be made without delay to recover the original letter of acceptance, contract form and/or
formal contract from the contractor.

M Where itis not possible to recover the original, all pariiculars of the incorrect acceplance musl be reported
fo the A or delegated authority together with a recommendation regarding the comective steps that are

envisaged.

20.4 PLACING ORDERS
POLICY

O Placing orders is the sole respansibility of the SCML,
O Orders are to be placed in accordance with the contract and in accordance with the instructions of the

financial policy.

20.5 PLACING ORDERS NEAR THE END OF THE CONTRACT PERIOD
POLICY

3 Placing crders near the end of the financial year in crder o spend unused funds in the budgets are nat
allowed,
O The obtaining of requirernents must be restricted to what is absolutely necessary

20.6 CONTRACT MONITORING
POLICY

O Constant manitaring Is essential to ensure that contractual obligations are met and that contracts run with
as little disruption as possible.

O The SCMU is responsible for notifying the user division timely of term contract expiry that will allow the
user division suficient time Lo decide whether to renew the contract.

O The user division must ensure that the contracior performs aceording to the stipulations of the condract in

delivering the goods or services on time, in the cormect guantity and to the required standard and implement
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retention provisions where applicable.
0 Regular meelings wilh conlraclors o discuss progress, deliverables, foresesable problems andior
amendments must be held during the contract peniad,

20,7 NON-CONTRACTUAL PURCHASES
POLICY

O Small quantities of supplies or minor services may be procured outside of the contract in the following
circumstances:
O Incasesof emengency; or
O When the contraciors paint of supply Is not situaled at or near the place where the supply or service
i required; or
M [ the confractor's supplies or services are not readily available; or
O As per the municipal social relief policy,
[ Purchases outside the coniract must be restricted fo requiremenis that are absolutely necessary to satisfy
the immediate requirement and the action must always be justifiable against he contract conditions.
O Acguisilicning procedures must in all instances be followed when procuning outside of existing confracts,
20.8 PAYMENTS
MFMA section 65(2)
POLICY
O Under normal circumstances payment Is made for supplies in accordance with the contract conditions
only after they have been delivered and, where applicable, installed, in good working order, within 30

days or such limelrame as contraclually agreed.

FRINCIPLES

2081 Sound cash management inclide avoiding pre-payment ar advance payment for goods/services (l.e.
payments in advance of the receipl of the goodsiservices), unless required by he contractual
conditions.

20.8.2  Where a confracior requires an advance payment or a progress payment and this is not a coniract
candition, paymeni may be made anly with the prior approval of AQ.

20.8.3  The conditions for advance payment would nermally have to include a letler of cradit from the supplier
as a counter commitment to the advance.

2084 Payments must be made within 30-days after it is due as per section 65(2) of the MFMA.

20085  Officials must endeavour to, where feasible, process invoices of SMME's within 7-15 days in order to

promode their cash flow position.

20.5 OVER/UNDER DELIVERIES
POLICY

M Cwver- or under-delivenes may be accepted in accordance with the AC's delegated powers

2010 DISCOUNT ON INVOICES
POLICY
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M Incases where a discount is nol a contract condifion and a contractor indicates a discount on his invoice
this discount must be uilized if possible, for instance by making payment within the fime limit specifisd
on the invoice. However, orders must af all imes be placed in accordance with the contract condiliens,

i.e. non-confractual discounts must not be taken inla consideration when placing orders

20.11 INSOLVENCY, LIQUIDATION, DEATH, SEQUESTRATION OR JUDICIAL MANAGEMENT OF
CONTRACTORS
POLICY

O Interms of paragraph 26 of the GCC, the municipality has cerain options, which it may exercise in the
case of insolvency.

M The risk to the municipality Is the determining lactor and the choice with the smallest degree of risk is
preferred,

20,12 TRANSFER OF CESSION OF CONTRACTS
POLICY

O The conlractual conditions should stipulate the conditions under which transfers/cessions shall be

considerad and the process io be faliowed in such circumstance.

20,13 TRANSFER OF CONTRACT PAYMENTS
POLICY

O Transfer of payments may be considerad in cases whera a confractor makes application on an official letter
signed by the CEQ, or any other authorized person, for monies due to the contractor, to be paid to another
pErson or organization, such as a bank or supplier of materals.

O Contract payments may be transferred on the recommendation of the municipality and with the relevant
Accounting Officer's or delegated authority's approval onfy

O Written confirmation must be obtained from the contractor as requeste for transier of payment received
from anolher person or organization cannot be considared favourably,

O Every appiication must be dealt with on its own merits. Favourable consideration will result only where
it iz not to the detnment of the municipality and will nol resull in &n undue admimstrative burden for the
municipality.

20.14 CONTRACT VARIATIONS /{ AMENDMENTS
Refer fo MFMA section 116 and MFMA circular 62 of 2012
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PoOLICY

1 Contracts may be amendedivaned/modified according fo the AQ's delogaled powers o achieve the
original abjective of he contracl

O Conlracts may be expanded or vaned by not more than 20% for constriction related goods, services
andior infrastructure projects and 15% for all other goods andfor services of the onginal vatue of he
contract.

M Any expansion or vanation in excess of these thresholds must be dealt with in terms of the provisions of
sechion 11603) of the MEMA which will be reqarded a3 an amendment o the contract,

M Amendments may not matenally alter the original cbjective; as such amendmenls should form part of a

new bid invitation.

(W

All conlractual pardies must agree to the amendment in writing,

a

Mo contract can be amended after the original contract has ceased to exist.
1 The extension of a contract shall be finalised before the current expiry date of the contracl,
O Where prices are amended for the extended period, the reascnableness of ine prices must be
established.
fa] EXTENSION OF DELIVERY PERIODS
POLICY

O Delivery periods may be extended according fo the AD's delegated powers.

(b} AMENDMENT OF CONTRACT CONDITIONS
POLICY
O Amendments may be considered on their medts bearing in mind the best interest of the municipality.
M Amendments, which prejudice the municipality, can be agread o only with the approval of the relevant
delegated authority on recommendation of the Bid Adjudication Commitiee,
{e) AMENDMENT OF SPECIFICATIONS
POLICY
0 Where a binding contract has been concluded, an amendment of the specification whether initiated by
the contractor or by the municipality, can be made only after negotiabion betweaen the confractar and the
municipality and through the facilitation of the SCMU,
{d) CONTRACTUAL PRICE ADJUSTMENTS
POLICY
O The contractual condilions shall stipulate the circumstances under which price adjustments shall be
considared, the intervals for adjustment, the base dats for adjustments as well as the price adjustmenl
formula and the process to be followed in such cireumstances.
M In cases of term contracts, price adjustments shall be considered on a quarerly basis and this condion
shall be indicated in the bid document,

o

Mo price adjustments should preferably be considerad for a confract period less than twelve (12) months.
O The prescribed formula will be used for adjustment of prices due to the fluctuation of the indices
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[ Indices compiled by Slalistics South Africa will be used for price adiustments,
O Rale of Exchange (ROE) fluctuations are only allowed an the imported content of the commoedity.

{e} NON-CONTRACTUAL ADJUSTMENT OF FRICES
POLICY
M Men-confractual adjusiment of prces 1s normally not allowed.
(i REDUCTION OF PRICES
POLICY
O The municipaiity must accept price reduchions after award of a contract where this is advantagecus o

the municipality, unless the acceptance of the price reduction amounts 1o breach of contract,

20.15 UNSATISFACTORY PERFORMANCE AND CONTRACT TERMINATION
POLICY

O The municipality should confinuously communicate unsatisfactory performance lo contraciors in writing
compeliing the contracior to perform according lo the contract and thus to rectify or to restrain from
unacoeptabile actions,

20.16 RESTRICTION
Refer to MFMA section 112 (1){mé&n) and SCM TR 43 & 44

POLICY
O The municipality may In terms of SCM TR 43 & 44,
O Disregard the bid of any bidder if that bidder, or any of its direclors-
— Have abused the municipality's SCM systerm;
— Have committed fraud or any other improper conduct in relation to such system; or
= Have failad to perform an any previous coniract; and
M Must inform the relevant Treasury of any aclion taken in terms of the aferamentioned paragraph.
M Irmespective of the procurement process lollowed, no award may be made o a person:
O Who is in the service of the state,
O [If that person is not & natural person, of which any director, manager, principal shareholder or stakeholder is 2
person in the service of the state; or
O A person who is an advisor or coneuliant coniracted with the municipality
O The Acceunting Officer must ensure that the noles to the annual financial statements disclose particulars of any
award of more than R2000 to a person who is 2 spouse, child or parent of a person in lhe service of the state, or has
besn in the service of the slafe in the previous 12 menths, including:
O The name of that person,
O3 The capacify in which that person s in the service of the siate;
O The amount of the award,
PRINCIPLES
20161 In terms of the Prevention and Combating of Corrupd Activities Act, anly the Nationa! Treasury is empowered

io impose restrictions on providers who were found quilty by a court of law for cimingl offences related to
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20.16.2 The Municipality may restrict or refuse bids as stated in the regulation above. The difference being that the

20.16.3 Furthermore, care musi be taken thal the prescrived procedures have been followed, since the court may

20.16.4 Wis also possible that, where contradictions or ambiguities exist, the court will give the benefit of the doubt

puldic secter bids:

restriction is nol placed by a court of law.

Whien considering restriciion, the Municipality must ensure that all the facts are made available 1o all role

players and the National Treasury is fully informed of the person or organizalion's reactions 1o the warnings

that must have been issued.

find that an administrative action, such as the imposition of & restriction, is not valid in cases where the

pErson o organizaton, for example, has not been given a reasonable lime to put the other side of the case,

or has nol been fully informed of the results of his failure fo react,

to the persons or organizations against whom a restriction has been imposed and may pass judgment in

their favor.

20.16.5 The register of resticled persons or companies prohibited from doing business with the public sector,

20,188 The challengs of not being privy 1o a database of public oflicials as employed in terms of the PSA and the

20.17

found guitty by a court of law is abfainable from the Mational Treasury's database.

fact that there is no database in place is respect of officials employed by Municipalities in the National

domain makes this requirement impractically and administratively burdens them.

CONTRACT TERMINATION

POLICY

0

20.18

The municipality must cancel a contract awarded fo a suppiler of goods of services:

If the supplier committed any proven corrupi or fravdulent act during the bidding process or the execution
of that contract,

It any official or other role plaver committed any proven cormupt or fraudulent act during the bidding process
or the exscution of that contract that benefited the supplier.

Tarmination of a contract may be considered for a variety of reasons, as stipulated in paragraphs 21.6, 23
and 28 of the GCC, such as delayed deliveriss, failing to perform any other contractual obligation or if the
supplier has engaged in corrupt and fraudulent practices and insolvency.

Contract termination may be effected if allowed for in the contraclual conditions and if both parties agree

te the termination in writing.

CONTRACTS REPORTING QUESTIONNAIRE: NATIONAL TREASURY

FOLICY

a

The municipality shall submit reports to Nabonal Treasury in respect of each contract concluded during
tal month within 15 days of the end of each month to enable the Minister of Finance fo report to Cabinet

and Parliament on progress made.
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2018 CONTRACTOR ASSESSMENT
PRINCIPLES

20181

20.19.2

20,193

20.15.4

20.18.5

20,198

20.20

The municipality must ensure thal the performance of all contractors 1s assessed during the pericd of
the contract,

At the completion stage of the projecticontract, an assessment of the confractor shall be undertaken
and this assessment should be available for fulure reference.

The reliability of the contractor should be monitored in lerms of, among others:

#  Capacity and capability fo deliver (delivery periods).

= Quality,
F Quaniity.
¥ Ahlminment of objeciives.

bl
i

Other criferia determined by the municipality (such as availabiiity of facilities. refiabiiity,
flexibilty, price, financial stabilty, response time, fechnical competence, creativity and

innovation) should also be monitored.

Contractors shall be systematically monitored for perfarmance against the same criteria as those used
in the registration process for the provider list or the criteria set in the specification/terms of reference,
where applicable. In other words was the contractor (chosen from a provider fist or a bidding process)
able to peromm according 1o the contract condifions:

When contractors do net perform according 1o the contractual obligations and the municipality does
not addrass the matter during the execution of the contract, stich non-performance cannot be deemed
as sound reasoning for passing over the bid of such supplier/senvice provider when evaluating future
bids.

ILigimportant that all instances of breach of contract and the ensuing actions that were taken must be
recorded in a prescribed format so that management information can be exfracted for reporting

pUMDOSEs, a5 required.

CONTRACTS PROVIDING FOR COMPENSATION BASED ON TURNOVER

PRINCIPLES

M1 If & service provider acts on behalf of a municipality or municipal entity fo provide any senvice of act as

a collector of fees, service charges or faxes and the compensation payable o fe service provider is

fixed as an agreed percentage of lurnover for the service or the amount collected, the contract between

the service provicer and the municipality must stipulate:

M Acapon the compensation payable fo the senvice pravider; and

[0 That such compensation must be peformance based.
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MODULE 6: LOGISTICS MANAGEMENT

211 GENERAL
Refer to section 39 of the MFMA

POLICY

O The primary funclion of a store &s the receiving, storing, presenving as well as the issuing of store items.

O N is essential that equipment or stock be storsd in such a way that the possibility of loss, damage,
exposure, deteriorafion or pershing thereof is minimized or eliminated completely. By lack of a physical
store, the tunction must still be performed.

O Duplicale keys of all lockers, cabinets, padlocks and other siorage areas should be readily available
and shail be controlied by a responsible defegated official

Logistics management includes:
# The monitoring of spending patterns on types or classes of goods and services incorporating, where

practical, the coding of llems to ensure that each item has a unigus number,

¥ The setting of inventary levels that includes minimum and maximum levels and lead times wherever
qonds ars placed in slock,

¥ Before payment is aporoved | cedificalion by Lhe responsible officer that the goods and senvices are
received o rendered on tme and is in accordance with the order, the general conditions of contract and
specifications where applicable and that the price charged is as guoted in terms of a conlract;

hid

Appropriate standards of internal contral and warchouse management te ensure that goods placed in

slores are secure and only used for the purpose for which they were purchased,

= Reqular checking to ensure that all assets including official vehicles are properly managed,
appropriately maintained and only used for official purposes; and

= Monitoring and review ol the supply vender performance o ensurs compliance with specifications and

contract conditions for paricular goods or services.

21.2  INVENTORY MANAGEMENT
POLICY

M In cases whers storage space is very expensive or nol available, the just-in-ime delivery principle must be
used.
O Minimum and maxirmum crder levels for all store items shall be determined based on the usage, the lead
and delivery imes,
PRINCIPLE

2121 The following graph depicts the genenc inventory management procssses:
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21.2.1 REQUISITION

POLICY

O Slock iterns must be systematically replenished using the re-order point planning strategy in conjuncion
with minimum and maximum ievels,

O Procurament processes may differ between goods and services and in some cases a process for

emergency procurement may be necessary,
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2122 PLACING OF ORDERS

POLICY

O Purchase orders must be in reference to the requisitions whers the supply source is efthar
M Contract; or
O Quofalions

O Purchase arders for imponied goods and which ara subjecied fo rate and exchange adjusiments must
specify that the vendar must take out a forward exchange contract in arder to fix the Rand based price

in the purchase order.

21.23 RECEIVING GOODS

POLICY

O Goods ane received on the logistical system with reference lo purchase orders.
2124 RETURNING GOODDS

POLICY

M Manage the return of goods and related third party claims.

PRINCIPLES

21241  Relurn goods and manage third parly claims.

21242  Implement the relum of goods.

2125 GOODS DISTRIBUTION
PRINCIPLE
21,281 Buy-out items received in fransit area — transferred to end user
21.2.52 End usersigns if sahsfied with deliverad item - Forms part of payment package
212583 Invenlory ilems — send Lo end user

21.2.54  End user sion receipt on issue voucher

2126 WAREHOUSE MANAGEMENT
POLICY

O Warehousing must be provided for and lucated in areas appropriate to where depots are situaled.
O The Supply Chain must ensure for-

O Proper financial and budgetary contral,
Uphald the prnciple of effective administration,

i

Proper stock holding and conlral

(W]

Product standardization,

Cuality of products,

4 0

A high standard of service levels,




2127 MATCHING DOCUMENTS

POLICY
™ Manage the payment voucher malching process.
PRINCIPLES

21271 Review paymenl vouchers for completeness and accuracy and report discrepancies.
21272 Monitor the payment voucher matching process and resclve discrepancies.

2128 PREPARATION FOR PAYMENT [ ACCOUNTS PAYABLE

POLICY
O After documented records wera received, the payment process can be initiated as prescribed through
tha MFMA processes and delegations

21.3 INVENTORY STOCK COUNT, VERIFICATION AND RECONCILIATION (INCLUDING IN MANAGEMENT)

2131 STOCK COUNT AND VERIFICATION PROCEDURES

21311 PLANNING PHASE
SCM TR 39

POLICY

O Most important part when undertaking an inventory stock count is Lhe planhing phase. The phase must
setout all the steps to be taken securing the accurate count and verification is undertaken.

T Stock count should at least be done once in a financial year but could also be done on a monthly bass.

OPERATIONAL

{iil) The BCMU are responsible to issue the stock take program for the financial year,

(iv) The Stock Take Team is responsible for the administrative issues of the annual stock take and verification
and will prepare the detailed planning as well as any planning related to a continuous program.

(v} The SCMU must plan their schedule in conjunction with the inventory count and verification program

and must ensure that resources are available during this perod.

b} APPOINTMENT OF STOCK COUNT AND VERIFICATION TEAM
OPERATIONAL

{i} The SCM Manager must appaint the Stock Count and verffication team fo be part of the Stock Take
Team for the financial year
(i} Appointment of all members must be in writing.
(iil] The official appointed o be the responsible person for store inventory and stock may nof be responsible
for the count but can only serve on the Stock Take Team a5 an advisar.
(iv) The Stock Take Teams plans the Inventory Stock Count and Verification and must -

= Mave access fo the guantity of stock, number of cycles and accessibility of ifems,

s Deferming an estimate fimeframe on how much time is needed to varify all the Inventory sfare stock,

»  Sel dales for inventory stock count and verification process,
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Completes an Inventory Stock Counl and Verification Action Plan

Organise venfication schedule with dates and fmeframes.

Arrange verification officials info feams,

Azsign verfication teams {o cycles thal need (o e verifed

Nofify all Participating Officials of Inventory Stock counf and verfficahion process.

[nform all users of the planned date and time of the verfication process.

Check that all izsues and receipls are caplured.

Check that all stack s pasked owl and in correct guantities,
Checr that all stock 1s in praper hins.

c} CONDUCTING ACTUAL INVENTORY STOCK COUNT AND VERIFICATION

POLICY

{i} By the end of the verification process the following oulcomes will emerge:

Al physical stock in each cycle must have been counted and neled on the required reporting
document,

Al officials involved in the actual verification process must initial and sign the required reporting
document and musl also slate hisfher function in the process.

The Stock Take Team musl collate all required reporting document per cycles and must ensure
lhat all information has been recorded, signed and submitted.

The Stock Take Team must ensure that the documentation is ready for the reconciliation process.

OPERATIONAL

(i) Use the required report document when conducting the Inventary Siock Count and Verification

(iif}) Report must be printed for every cycle and issued to verfication officials to conduct the physical count
and verfication

(iv) All count and verification information should be noted on the required repert document.

(v} Writing must be dane in black pen.

ivi) Officials must verify that the foliowing information is correct and corespond wilh he stock:

Diescription of stock.

Cuantity of stock. _

Bin number guaniily check,

The officials responsibla for the count of the specific oycle should sign the required report
documnent once the stock in the cycle has been counted,

21.3.2 RECONCILIATION PROCEDURES

POLICY

M The reconciliation process commences once the count and verification phase has been completed and

complete count reporls are available from Stock Take Team (Refer to above paragraphs 21.3.1.3).

O The control repord must be printed 20 compared with the count report,

O Discrepancies must b2 listed from above menticned process,

12z
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21321 TREATMENT OF DISCREPANCIES
POLICY

M Discrepancies are the resull of shorlages and or surplus stock fount not equal Lo the quantity that appears

on the control report,

MODULE 7: ASSET MANAGEMENT
PART 22: ASSET MANAGEMENT
221 RESPONSIBILITIES FOR ASSET MANAGEMENT
Refer to Section 63 and 96 of the MFMA and SCM TR 39
POLICY
O The AQ of a municipality is responsible for the management of the assets of the entity, incliding the
safeguarding and maintenance of those assats.
M The AQ must take all reasonable steps to ensure that the entity has and mainiains—
= A management, accounting and informafion system that accounts for proper assels and lakilities of
the management systems of the municipal entity; and
= A system of internal control of assets and liabilities, including an asset and fiabilities register, as may
be prescribed.
PRINCIPLES
2211 The AD s responsible for the management of assets including the safequarding and maintenance of
those assels.
2212  The AC must also ensune -
22121 Thal the municipalily has and maintains a management, accounting and information system that
accounis for the assets of the Municipality;
221 2.2 Muricipality's assets are valued in accordance with standards of GRAF,
221 2.3 Has and maintains a syslem of intemal control, including an asset register;
22.1.2.4 Senicr Managers and their teams comply with the policy; and
22.1.2.5 Approve temporary and/or penmanent transfers of 2 moveable asset between departments as
determined in the Powers of Delegation of the Municipality
2213 The CFO is responsible fo ensure thal the financial investments in the Municipality's assets are
saleguarded and maintained.
2214 The CFO may delegate or assign responsibility for performing these functions but will remain
accountable for these activities,
2215 The CFO must ensure that:
22151 Appropriale sysiems of finanzial management and internal contral are established and caried out
diligently;
22152 Municipalty's assets are accounted for in accordance with standards of GRAP,

2216 Financial and other resources are utiized effectively, efficiently, econamically and fransparently;
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2217

2218

2158

22110

2111

2212

Any unauthorized, irsqular or frutless or wasteful expenditurs and losses resulting from criminal or
negligent conduct are pravenied;

Systemns, processes and regislers are maintained and meet the reguirements to subsiantiate the
linaneial values of the Muricipality's assets;

Financial processes are esiablished and mainizined to ensure fhat the linancial resources are
optimally utilized through appropriate assel plans, budgeting, purchasing, and maintenance and
disposal decisions;

Municipal managers are appropriately advised on the exercise of powers and duties pertaining,
purchasing, maintenznce and disposal decisions,

Senior Managers and senior management i=ams are appropriately advised on the exercise of their
powers and duties pertaining fo the financial administration of assets,

Provide the Auditor-General or his personnel, on request, with the financial records relating o assels

belonging to Council as recorded in the asset register.

222 PRE-ACQUISITION PLANNING
PRINCIPLES

2221

22244

22212

22213

22214

22215
22216

Before a capital project I included in the budget for approval, the CFO must demanstrate that the
fallowing has been considerad,

A projected cost over all the financial years until the project is operalional.

Future operations costs and revenus on the projecl, including the tax and tanff implications.

The financial sustainability of the project over its life including revenue generation and subsidisation
requirements.

The physical and financial stewardship of that asset through all stages of its life including acquisiion
instaliation, maintenance, operations, disposal and rehabilitation,

The inclusion of the capital project in the Integrated Development Plan and future budgets.

Alternatives to the captal purchase

223 ACQUISITION POLICY

POLICY

01 Money may only be spent on a capital budget if:

0

The money for the project, excluding the cosi of feasibility studies conducted by or on behalf of the
municipality has been appropriated in the capital budget,

Future annual operations and maintenance nesds have been calculated and have been budgeted for
in the operation budget

The project, including the tolal cosl, has been approved by the council,

Any confract thal will impose financial obligations bevond two years after the budget year is
appropriately disclosed,

The Supply Chain Management policies and procedures have been adhered 1o,
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PRINCIPLES

2231 The CFO confirms hal lunding |s available for that specific project

224 FUNDING OF CAPITAL PROJECTS
POLICY

M Capital projects will not be funded over a perod langer than the useful life of that asset,
O Capilal projects may be fundad fran;

s The Capital Replacement Reserve

s The External Financing Fund - the raising of exlernal loans

= [Donalions, Grants, Subsidies and Public contributions

» Revenue Confributions,

¢ Sumplus cash.

PRINCIPLES

2241 The CFO must ensure that all assets financed from granis or subsidies or contributions received from
nther spheres of government or from {he public allarge, as well as in respect of assets danated to the
Municipaiity, that a Govemmenl Granls Reserve and Public Contribution Reserve for future
depreciation is created equal in value to the capitalized value of each item of asset in question

2242 The CFO shall thereafter ensure that, in the case of depreciable Property Plant and Equipment, an
amount equal to the annual depreciation expenses of the items concemed are transferred each year

froms such reserve lo the Municipality's accumulated surpius.

22.5 [INTERNAL CONTROLS
GRAP 17 & GAMAP

POLICY

O An assel register must be maintained in the format determined by the CFQ, which must comply with the
requiremants of GRAP, GAMAP and any other prescrbed accounting requirements.

O The Asset Register must specifically be able to account for components of assets according to GRAFP 17,
slandards 54 1o 57.

PRINCIPLES

22.5.1 The CFO must check and authorize the reconciliations.

22 5.2 The CFO must approve depreciation methods and rates used

22.5.3 The AQ shall ensure that the municipality maintains a fixed asset identification systern which shall be

operated in conjunction with its computerized fixed asset register.
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MODULE 8: DISPOSAL MANAGEMENT

ART 23: INVENTORY DISPOSAL

SCM TR 40

POLICY

a

The seling of items must at all times be done in a fair / competitive and scrupulous manner,
Matice of the selling of assets must be given at least 14 days prior to fhe acfual seiling date and all
possible buyers must be informed.
Movable assets may be sold either by way of:
= \Wniten price quaotations,
= A competiive bidding process,
s Auction: or
¢ At market related prices
» whichever is the most advantageous.
The bid adjudication commitlee will delermine the most advantageous method of disposal.
The AT will aporove sale of movable assets with a value of less than B 200 (00,
Assats can be sold inone of the fallowing categores-:
M Asalot
O As an individual item,
O Asscrap.
In all cases, Iot numbers must be allocated to each letfitem and a date and fime must be stipulated on
the notice of selling as o when potential buyers can view the ilems up Tor selling,
The notice of selling must contain the following information,
M Closing time and date for bids.
M Date and time and place when and where the items can be viewed by potental buyers.
O The cendition of sale.
Only officials who bad been authonzed in writing are allowed to handle govemment revenue.
In‘the case of free dispesal of computar equipmeant, the provincial department of education must first be
approached to indicate within 30 days whather any of the loeal schools are inferested in the eguipmenl.
In the case of the disposal of firearms, the National Conventianal Amns Control Committee has approved
ary sale or donation of firearms to any parson or institution within or cutside the Republic.
The BAC will approve the trade-in of assets, ensuwring that the highest possible trade-in price is chiained,

taking info account the cost-effectivensss of any allernatives.
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PART 24. DISPOSAL OF IMMOVABLE ASSETS

24.1 PREPARATION
MATR, 2008

POLICY

O Council is permitted to dispose or let immovable properly in its ownership, on a long term or shor term
basis, by way of Private Treaty or Open Bid for development purposes alfigned with its strategic
objectives.

M Where possible, Council's immaovakle property should be managed as a suslainable resource by
leveraging envimnmental, social and economic relurns on such immavable property while Council retains
ownership fhereof.

T Unless otherwise provided for in this Policy, vacant or improved immovable properly shall be disposed
al or let at afair market relatad rental except when the public interest or the plight of poor demands
othanwise.

M Enpsure that all fees, charges, rates, larfls, scales of fees or other charges relating to the letting o
immovable propetty are annually raviswed.

O Al applications to dispose of or lease immovable propery must be considered in accordance with this
Folicy Framework and other applicable legislation.

M Unless otherwise provided herein, the disposal of or letting of viable immovable property by Council,
shall be affected by means of a process of public competition/open bid.

O Previously Disadvantaged Individuals, who are South African citizens, will be afforded preference in
terms of the Municipality's Supoly Chain Management Policy in respect of the disposal of or letting of
viable immovable properties as embodiad in Section 9 (2} of the Constitution.

O In order to achieve the objective of Broad Based Black Economic Empowerment, Council reserves the
right t limit the number of leases per bidder in the course of a bid process.

1 Mo application shall be processed unless the prescribed application fee or tariff has been paid nor shall
any proposed lease be advertised unless the applicant has confirmed, in wriling, that it will bear all costs
invelved In such transaction including, but not limited fo, Legal, Survey, Re-zoning, Sub-division,
Consolidations, Adverfisemnent, Relocalion or provision of senvices and, where applicable, a deposit as

per prescribed rate to cover incidental costs,

242 PROCESS

2421 ADVERTISEMENT PROCESS
POLICY

0 This process applies fo prooedies exceeding the value of R 10 mandior exceeds a perod of 3 years.

PRINCIPLES
24.21.1  The AD must, within 60 days atter the approval of Councll in Part 24,1 places a public advert in the
main local newspapers distiputed in the municipal area;

% Calling for bids if the method of disposal or lefting is as per a public bid
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# [escrbing the method as approved by the Council if the methed of disposal or letling is as per:

oo Donation Transfer

o Exchangs

o Public Private Partnarship

o Sale by Pre-qualification

o Transfer between spheres of govemment
o Unsolicited bids

o Special circumstances

#  Reguesting public comment or inpul, subject to MATE exemplions.

2422 APPLICATION PROCESS
POLICY

O Applications must:

*  Bemade on the prescribed forms (if applicable),

= All applications must be accompanied by a covering letter on the lefterhead of the person,

organisation or body, signed by the Head of the Crganisation or body ang must include the dollowing

infermation:

b

Date of aoplication;

Corbact iafals of the argamisation or fody
Dale eslablished

Tepe of oeganisslon

FRegishaion number;

Baniing oetalls:

Rafarances

Coniemation of agterence (0 all condifions;

B PR I T P P &

Chieckiist of suppoding documeslziion, ang
—> Prescrtied deciarations.
243 CONTROL OF DOCUMENTATION
PRINCIPLES
2431  Payments will be effected through the CFC:
24,32  Foraccounting purposes. it is required that:
{il All property disposals will be accounted for in Capital Replacement Reserve.

(i) All property disposalietting expenses are accounted for from General Expenditure.
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MODULE 9: RISK AND PERFORMANCE MANANGEMENT
PART 23: RISK MANAGMENT
251 RESPONSIBILITY FOR RISK MANAGEMENT
Referto SCM TR 41
POLICY
M The AQ shall ensure that the municipality has and maintains an effective systemn of rsk management for
the identification, consideration and aveidance of potential risks in the SCM syslam.
O Aspects of risk management shall be allocated to the GFO, the SCM practitioners, the internal audit
function and the Audit Committes, each of which shall ultimately be accountable to the AOD for the

discharge of their responsibilities.
PRINCIPLES

25.2 Risk management is a key responsibility of the AQ.
2511 The MFMA and relevant Treasury Regulations assign responsibilities for aspects of risk management

to management, the CFO, the infernal audit function and the Audit Committes, sach al the appropriate
ievel of axecufion.

25.1.2 Risk management is however a continuous and proactive process that relales to all organisational
activities at all levels,

2513 Al SCM practitioners must have a thorough understanding of the risks involved in the activities under
their conlrot and actively work towards managing these risks.

2514 Each practiticner has a responsibility toward risk managemeni,

25.1.8  SCM related nsk management must be applied complimentary to the municipal risk management

syslem.

253 ELEMENTS OF RISK MANAGEMENT
PRINCIFLES

2518  Risk management is the culture, processes and structures that are directed fowards the effective
management of polential opportunities and adverse effects. Risk management forms an integral part
of the SCM process.

2517 The elements of risk management thersfore ane:
¥ Assessing the nafure and extent of the nisks associated with the municipality's operations,

¥ Deciding on an acceplable lovel of loss or degree of failure,

Deciding how lo manage (minimize) the risk.

N

#  Monitoring, reporing and from time to time re-assessing the level and implications of the risk

EXpOsLE

254 APPLICATION OF RISK MANAGEMENT IN SCM
POLICY

O  The Municipality shall, whers applicable, apply Treasury Guidelines on Risk Management.
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The Accounting Cliicer or delegated aulhonty shall determne the municipaiity's nsk appetite.
Risks shail be identified upfront on & case-hy-case basis,
Risks shall be allozated o the parfy best able to manage such risk.

The municipality must bear the cost of fisks where the cost of fransfernng risk is greater than that ol retaining

such risk and it rust transfer the risk where this is not hie case,

|

Risk shall be managed in a pro-active manner and the provision of adequate cover for residual risks.

The bid and confract documentation must clearly state to whom the sk has been allocated and who

should take responsibility for managing it,

FRINCIPLES

2518

2514

25110

2511

25112

25113

25114

20115

25.1.16
25147

Risks must be identified and assessed tngether with the identification and crafting of the reguirement
and are essenlially driven by the abjeciives that musl be achieved.

Decisions must be tzken with regard to minimising the municipality's exposure to sk as well as to the
potential effects of the nsks. The focus should be onan appreach involving preventing risks from
materiafising, detecting the effects of nisks as soon as possible and correcting or recovering lrom the
CONsequences.

Risk management decisions must continuously involve a cost benefit analysis (considerations of
economy’. The cost of contralling (minimising) a nsk must not exceed the benefits to the municipality.
Benedils can include the objeclive or subjective measurement of the cost Lo the municipality if the
particular risk should materialize, (If it is not controlled what is the potential cost to the municipality?),

The identification, assessment and confrolling of risks necessarily implies a specific management
pracess including various stages and steps,

The conlrolling {minimizing) of identified risks essentially refers (o the development and Implermentation
of risk management techniques.

Risk management entails, irnfer alia, a management culture that accepts that all business opporlunities
entall risk taking, The trade-off between success and falure and to decide whal is an acceptable rsk
thaving regard to its cost and other social or colitical factors) that a programme might not achieve any
or all of iis objectives.

& major component of risk management is the establishment of 2 fraud prevention pian which aims to
manage the risk of fraud through costeffective use of the control environment, information systems,
contral procedures and an ethical culture within the municipality,

Risk must be identified on a case-by-case basis. It would however be good fo build a list of potential
risks owver time that can be considered for each reguirement.

Allocate the risk to the party best able 1o manage such risks.

The municipality shoud bear the cost of rizks where the costs of transfernng risk is greater than that of

refaining such nsk and transfer fo risk where this is not the case.
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25118 The exercise of nsk management in & proactive manner and providing adequately for the cover of
residugl risks.

25,119 Bid and confract documentation must cleary and unambiguously assign relative risks 1o Lhe relevant
hidding and coniracting parties

25120 Risk management should farm part of the business plan for the acquisition of all goods, services and
works.

251.21 The municipality should insure for procurement related physical risks, eslablish risk management
programmes or make advance provision for losses associated with such risks. Suitable arrangements
shauld also be made (o ensure that insurance related excasses do nof cause the failure of emerging
small and micro enterprises.

26.1.22 Ensure adequate resources to support contral risk mitigation and contrel measures are incorporated.

RISK MANAGEMENT PHASES

. (ii) Bidder Risk:
" MidsBid Factors.

(iif) Contract
Risk: Post-Bid
Factors

T e ey
-

25123 There are 3 distinct phases in any selection, appointment and delivery process of & bid that can be
analysed and the varicus risks assessed:

(i) BID RISK - PRE-BID FACTORS:

= |Legislative/legal requirements: There are a host of prescripts that govern the bid process as
indicated above. Although designad fo reduce subjectivity in the selection criteria, they can create
a potential hazard due to the technical nature and legaities that govemn the various SCM
Processes.

« Deliverables: The bid specifications are designed to guide the bidders in meeting the expectations
of the bid requirements, Deliverables are to be cleary stipulated against limelines and monetary
cost. SCM practitioners should be wary of bidders who have merely replicated the specifications
of the bid withoul any apparent attempt to interpret or contextualize what the objectives of the bid
are.

e Timeframes: The bid timeframes need to be realistic in whal is expecled of the bidder.
Unfortunately the drafters of bids can be under budgetary or pelitical pressure and may includa
unrzalistic timalines in the bid, Effective supply chain management should ouestion the viakility of
potentially sefting up a bidder to fail or be forced to submitfdeliver sub-standard work so as lo meel
these aggressive targets. In the bid the bidder should have a clear Gantt chart thal specifies the
entire project plan coupled with rescurcing and milestone dates.

= Municipal resources: OF imporiance in the Tacilitalion of the entire bid (as well as post-bid project

rofoul) the department needs fo ensure that there are sufficient capacitaied municipal resources

to menitor the process throughout contracting and implementation
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(i}

(i}

Costs: Pricing is a key selection criterion in all bids, Althcugh it should nol be a case of “cheapest
bidder wins", the justification of & more expensive bidder over ancther is the first criteria point that
comes under scruting. Ofter the most contested ssues between bidders are who was Lhe
cheapest, The pre-bid bid phase forces the department fo consider whal a realistic price is for the
meeting of the deliveratle. (Hint: i there is & very wide pricing discrepancy between the hidders —
a varialion of more than 100% - then it is possible that the bid specifications have not been clearly
spacified.)

Political risk: Service delivery is ullimalely Inked o political promises and must be considerad,

However, NO political interlerence with S0 processes at any stage is allowed,

BIDDER RISK — MIB-BID FACTORS:
Frolile = The profile of the bidder should be assessed against the core competencies of he

company. In all construction or civil engineering related work, the CIDB grading must also be

verified.

Capacity/staffisizeocalion - During the Bid Specification process the municipality must develop a

full understanding of the bidder capabiliies required in arder to meet the demands of the project.

Freferences/BEEEE — the SCM practitionar is well guided here in terms of the PPPRA Regulations

on how to measure and assess the preference status of a bioder. Because of its nature and the
competitiveness betwesn bidders, fronting is a reality that needs to be assessed and mitigated.
Financial position - Ultimately the bidder needs to demonstrate thal they are abie o commence
the project and have sufficient cash flow (o ensure project floatation and reduce the risk of delay
lhrough strike action, inability to pay plant hire, liabilities and staff costs

Experience — the bidder will naed 1o submit varicus references and articulale experience from
similar projects. The bidders should have the Tollowing information included in the bid relating to
lheir past experience:

o Name of client

o Mature of project

o Monetary value of project

o Project dates

o Client reference name and title

o Chent contact number {and e-mail address) and refemals,

CONTRACT RISK - POST-BID FACTORS:
Froject rsks: The unigue nature of each project will determine the nature of the project nsks that
can arise throughout the project liftespan. There are certain generic project management criteria
that can serve as early warning signs lhat a project could start losing tracbon:
o A high chum of project stalf
& Diluted progress reports

o Minutes that appear repefitive
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Progress repons that echo the last report
Scope creep at early stages of the project

Missing of project milestones

An inability fo engage meaningfully and contextually with depariment project managers
Invoices without detail
Poor guality products

Anover- reliance on sub-contractors

Contract adminisiration and management risks - Risks related to the contract managament and

administration must be considered and managed, Some of the more common risks related to

managing a contract includs;

o

Q

L}

L]

12!

The failure of either party o fulfil the conditions of the contract,

Inadequately administering/managing the contract,

Unauthorized changes 1o lhe contract.

The failure 1o meet the sirategic objectives of the bidfconiract,

The loss of intellectual propery,

Changing scope,

Changing technology

Fraud.

The lack of properly maintained records,

Linethical behaviour or coniflicts of interas!.

Changes or absences in key personnel,

Mew business processes da not integrate with existing processes.

People (in both organizations) fail to understand their obligations and responsibilities,
There are misunderstandings, disagreements and underastimations,

Too many issues are escalated inappropriately.

Progress Is slow or there seems fo be an inability to move forward,

The infended benefits are not realized.

Opportunities to improve value for money and perommance are missed.

Ultimately, the contract becomas unwarkable,

Poarly drafted confract,

Inadequate resources are assigned to confract management.

The customer team does not malch the provider ieam in terms of either skills or experience
jor bath)

The wrong people are put in place, leading to persanality clashas.

The context, complexities and dependencies of the contract are not well understood.
There is a failure to check provider assumglions.

Authirities or responsibilities relating o commenial decisions are not clear,
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o Lack of performance measvrement or benchmarking by the customer.

o Failure to monitor and manage retained nisks (statutory, polilical and commercial),

L]

PART 26: GUARANTEES AND RETENTION
Refer to MFMA 550
POLICY

Municipal guarantees
50, A municipality may not issue any quarantee for any commitment or debt of any organ of state or person, except on
the following conditions:
{a) The guarantes must be within limits specified in the municipality's approved budget;
b} a municipality may guarantee the debt of a municipal entity under its scle control only if the guarantes
is authorised by the cauncil in the same manner and sithject ta the same conditions applicable o a
municipality in terms of this Chapter if it incurs debt;
icl a municipalily may guaranlee the debl of 2 municipal entily under ite shared conlrol or of any alher
persan, but only with the approval of the National Treasury, and then only f—
(i) the muricipality creates, and maintains for the duration of the guarantee, a cash-backed
reserve equal 1 its tolal polential financial exposure as a resull of such guarantes; or
(i) the reunicipality purchases and maintains in effect for the duration of the guarantee, a policy
of insurance issued by a registered insurer. which covers the full amount of the municipality's
potential financial exposune as a resull of such guaraniee.
Guarantees, indemnities and securities by Councillors
& Councillor, with the witten concurrence of the Executive Mayor (given either specifically in each case ar generally with
regard to a category of cazes and subject to any conditions approved by the Exscutive Mayor), may issue a guarantese,
indemnily ar security which binds—

{a) the Municipal Revenue Fund in respect of a financial commitment incurred or to be Incurred by the
Counciliar; ar
{b) a municipal entity in respect of a financial commitment incurred cr to be incumed by that entity.

Any payment under a quarantes, indemnity or security issued in terms of
{al subsection {1)a), is a direct charoe against the Municipal Revenus Fund, and any such payment must
in the first instance be defrayed from the funds budgeted for in the department that is concerned with
the issue of the guarantee, indemnily or secunty in question; and
(b} subsection {11(b), 15 8 charge against the municipal entity concemed,
& Councilior who sesks the Executive Mayor's concurrence for the issue of a guarantes, indemnity or secusity in ferms
of subsection {1)(a) or {b), must provide the Mayaor with il retevant information as the Mayeor may require regarding the
issue of such guarantee, indemnity or security and Lhe relevant financial commitment. The responsible Councillor must
al loast annually report the circumstances relating o any payments under a guarantes, indemnity or security jssued in
terms of subsection (1){a) or {B). to the Municipal Council.
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261 GUARANTEES FOR DUE PERFORMANCE

28.1.1 Performance guarantses for the procurement of goods and services (including consultant services) will not
generally be required, but in exceptional circumstances, ¢an be calied for, Where required, the value of such
guarantee shall be defermined in consultation with the Manager, Supply Chain Management.

26.1.2 Unless otherwise provided for in the standard conditions of canfract prescribed, the performance guarantees that

may be required are as follows:

(il Inrmespect ofa Rand value less than or equal to R1 000 O00; waived {thal is, no perormance
quarantes is requirea);

{i)  Inrespect of a Rand value exceeding R1 000 000, but less than or equal to R10 000 000: 5% of the
bid sum;

{iil)  In respect of a Rand value exceeding R10 000 D00; 7% of the bid sum;

(v} For Framewark Agreement Tenders the Bid Specification Committee must assess the Municipality's
anticipated risk exposure af any given time during the contract execution and then, based on Lhe

clauses above. determine and specify the monelary value of the required performance guaranize,

26.1.3 The value of a performance guarantee reguired may be varied with approval of the Manager Supply Chain
Management,

26.1.4 An amount, soual to the value of the required performance guarantes, may be provided in cash {interest free) in

accordance with 1he processes as prescribed by the delegated authorily from tirme to lime,

26.2  ADVANCE PAYMENT GUARANTEES

26.2.1 Advance payments In respect of spacific materials or services may, where justified in accordance with rules
detarmined by the Manager: Supply Chain Management from time (o time, be made lo a supplier only upon
submission by the supplier of an acceplable advance payment guarantee o the Municipality, No such advance
payment guarantee may be accepted unless the authenticity thereof has been verified by the Municipality's
Treasury Department,

26,22 Advance paymenis may not be used as a mechanism for providing a supplier with an interast free loan lor working

capital.

26.3 RETENTION

26.3.1 Retention in respect of the procurement of goods and services {including consultant services) will not generally
be applied, but where reguired, can be called for. Where required, the value of relention 1o be deducled shall be

determined in consultation with the Manager: Supply Chain Management.

26.3.2 Unless otherwise provided for in the standard conditions of contract prescribed, the value of retention fo be
deducted In respect of construction works contracts shall be 25 foliows:

(i} I respect of a Rand value less than or equal to R200 000; No retention is called far,
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{ii) In respect of a Rand value exceeding R200 000, bul less than orequal Lo R1 000 000: 10% of e value
of work carried out with no limif, reducing by hall for the duration of the defect’s lability period;
(i) In respect of @ Rand value exceeding R1 000 000: 5% of the value of work carried oul with no limit,
reducing by half for the duration of the defect’s liabilily period.
26.3.3 The value of retention 1o be deducted in respect of construction works may be varied with the approval of the
Manager: Supply Chain Management.

76.34 Where consuliant services are o be complefed at the end of the defect's liability period in respect of a construction
confract, the value of this work (typically 5%) may be invoiced at the end of the conslruction perod bul shall be
held as refention until the completion of the service (typically, an end of defects fiability period inspection and the
preparation of the final account). Alternatively, the value of this work must be budgeted for in the following financial
year,

26.3.5 Financial guarantees in lieu of retention ane, in general, not acceplable, Any motivation for the acceplance of &
retention guarantes must be approved by the Manager: Supply Chain Management.
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281 DEFINING PERFORMANCE MANAGEMENT

SCM TR 42
PRINCIPLES

2741 Perlommance management is a pro-active and re-active (retrospective) process of determining whather
ohiectives and Municipal strategic and operational goals are being met.  As such it serves as a
management toal.

2712 Since the SCM Systermn is anintegral parl in achieving these objeclives, s necessary that recording,

reporting and perormance measurement regarding the SCM system must take place,
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2713 ltis thersfore essential that the municipality must establish a system as illustrated and explained in
more detal hereundaer

ODRTING AND

THE RECORD KEEPING, P
MENT SYSTEM

R
FERFORMANCE MEASUR

[_rorer ]
v

EYSTEM _]

—i{;AlﬁiHING CFINFORMATICN/DETERMINE CRITER1A

MAMAGEMERNT FPERFORMANCE
INFORMATION MEASUREMENT

E
E
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27.1.4 Gathering of information/determining criteria

27.1.4.1 The Mational Treasury has determined that they require certain information so as fo determine the
implernentation and progress made by Institutions regarding the SCM system,

27.1.4.2 The municipality 15 thersfore compelled lo ensure the continucus gathering and recording of this
information o salisfy the requirement. |n certain cases, the criteria to be used in determining progress
will have to be compiled and updated at reqular intervals. Steps will then have to be taken within the
municipality fo ensure that ihis system bs implemenited,

27.15 MWanagement Information

27.1.5.1 From the gathered information the prescribed external and internal management reports must be
compiled and distributed

28.2 ASSESSMENT/MEASUREMENT OF SUPPLY CHAIN PERFORMANCE
POLICY

O The municipality shall measure and monifor the SCMPPOS and process through a performance
measurament systam to ascertain whelher government's objectives and tamgets set have heen achisved.
In this regard complele records pertaining to SCM will b kept.

00 The municipality shall monitor and assess the performance of all confractors during the contract period

283 DEFINING 5CM PERFORMANCE MEASUREMENT

FRINCIPLES

OO Supply chain performance is @ monitoring process during which a retrospective analysis is undertaken Lo
determine whather the prescribad SCM processes are being followed and whether the desired objectives

arg in the process of being achieved
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O SCM performance can be broken down inle two categories of performance measurament:
O Contraclor assessment
O Wonitoring of the SCMPPOS and processes followed.

284 MONITORING OF THE SCM PPOS
PRINCIPLES

2741 The AD must, within 30 days of the end of each financial year, submil & report on the implementation
of this Policy of the Municipality and of any Municipal Entity under its sole or shareg control, to the
Council of the Municipality, and whengever there are senous and material problems in the
implementation of this Policy, immediately submit a report to the Council

2742  The AC must, within 10 days of the end of cach quarler, submit a report on the implementation of the
SCM Policy fo the Mayor,

2743 The reports must be made public in accordance with section 214 of the M3A. The AQ will, within G0
days of the end of each financial year, submil to the PT any information canceming SCM in such
formal as the NT may delermine.

2744 The purpose of reporting is to effeciively measurs the achievement of govemment's as well as the
municipality's procurement objectives and targets set.

2745 The ADQ, in consultation with the Council, must delermine whelher the proper process nas been
followed and whether the desired objectives and tanets have been achieved, The municipality must
be able to extract accurate commercial and other relevant information,

27 4.6 The use of a common scorecard by the municipality will provide a basic framework againsl which 1o
benchmark the same process. The scorecard also allows the municipality to align its SCM practices
and Individual strategies. The scorecard faciltates the process of sefting measurable targets for
implementation plans and fo highlight deficiencies to be atlended lo.

i i Y []
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PART 28: REPORTING OF SCIM INFORMATION

PRINCIPLES
28.1 The municipality shall report quarterly to the Council on the following aspects:

w7

Total procurement spend.

b, i

Fercenlage of lotal spend direcled loward B-BBEE.

Information reguired regarding urgentemergency procurement processes followed.

i i3

Frocass disputes.

W

¥ Instances of alleged and proven fraed or cormuption.

"_F

information regarding deviabion processes followed, Examples of such processes are

»  MNon-utilization of the provider list

= Subdividing of iotal requirements

= Unplanned spending and ootaining less than the reguired number of quofes.

m |n short any deviation from the Accounting Cfiicers delegated powers constifutes a

deviation
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PART 22; OPTIMAL SYSTEM UTILISATION

POLICY

O An eleclronic SCM system interfacing and inteqrating with the financial system of the Municipaiity
may be instited. (Refer to collab manual)

PART 306: SAFEGUARDING OF SCM INFORMATION
31.1 RECORD KEEPING
PRINCIPLES
28.1.1  ACHIEVING OF PREDETERMINED TARGETS
#  The municipality must gather as much information as possible an & continuaus basis to
adapt to changing fargets and Government's reporing requesis pertaining to SCM.

o

Keeping complete records perfaining fo SCM will assist the municipality in thelr perdonmance
monitoring and reporting role.
= Apar from records, the municipality shouid also maintain a proper filing sysiem per cass,
28.1.2 RECORD KEEPING HAS TO BE STRUCTURED AS FOLLOWS:
¥ The necessary information, to satisfy the intermal and extemal reporting requirements, has (o be kepl
an orderly manner. The gathering of informalion and recording system must provide for the type
information required, deadlines and the allocation of duties and responsthilines.
= Record Keeping does not replace the nomal filing system that coniains the hard copy of each case.
¥ The necessary records can be maintained either manually or electronically and does not have o be
formal register. As such a list or spreadsheet will suffice. Information can ba incorporated info a sing
record where possible. The consclidation of the required retums and forwarding thereof has fo
be allocated to the responsibile person or sechion.
2813 THE FOLLOWING RECORDS SHOULD BE KEPT:
28.1.3.1 Record of gifts received per division
# Name of official that received the gift.
#  Descnpton of the gift.
# Estimaled value of the gift.
= MName of personor organization that presented the gift,
= Pages must be numberad.
#  This record must preferably be in hard copy format.
28.1.3.2 Bid documents issued
& Bid reference number,
= MNames and addresses of prospective bidders who requesied documantation
¥ Al inscriptions must be numbered.
28.1.3.3 List of bids received
=  Bid reference nurmber.,

= Closing date,




¥ Mames of bids receved.

.
i

Al inscripbions musl be numbered.

28.1.3.4 Record of verbal and written guotations
Verbal quotations;

o
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Datez of the request received by the SCM Unit.

Particulars of end user, contact person and telephone number,

Registration number of the provider whare applicable.

Wames and contact details of prospective providers confacted.

Price of guotes received.

Mame of the successful provider,

Date of approval and the name and rank of the persen's that granted the approval,
Delegation number, if applicable.

Satistacloryinon-salistactory complelion of lhe service or delivery of the goods.
Rotation indicator on prospective provider list.

All nscripfions must be numbered.

Writlen quotations:

YW

v

¥y

N

A

Date of the request received by the SCM Unit,

Particulars of end user, contact person and telephone number,

Requisition number,

Description of he reguirement,

Estimated value of ihe requirement,

Reqisiration number of the provider where applicable.

Mames and contact details of prospeciive providers conlacted,

Price of guotes received,

Specification points, B-BBEE status, points for goals, and points for price are to be indicated
separately.

Total points scared.

Mame of the successful provider,

Date of approval and the name and rank of the persons/body that granted the approval
Delegalion number

Satisfactorynon-satisfactory completion of the service or delivery of the supply.
Fotaticn indicator on prospective provider list,

All inseriptions must be numbered

28.1.3.5 Record of all competitive bids

"
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Date of the requast recaived by the ST Unit
Fariculars of end user, contact parson and telephone number,
Fequisition number.

Descriplion of the requirement.
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Estimated value of the requirement.

Registration number of the: provider where applicable,

Mames and contact details of prospective providers contacted,

Price of quntes received

Specification poinls, B-BBEE status, points for goals, and points for price are to be indicated
sieparalely.

Special conditions applicahle

Site meeting records (minutes and all communigue)

Total points scored.

Mame of the successful provider,

Date of approval and the name and rank of the persons/body that granted the approval.
Delagation number,

hegotiahions

Contract administration file

Contract management file

Satisfactony/non-satisfactory completion of the senvice or delivery of the supply,
Rotation indicator on prospective provider list,

Allinscrptions must be numberad.

28.1.2.6 Record of ad hoc bids and/or deviations
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Bid number,

Descrigtion of the reguirement,

Particulars of end user, contract person and telephaone number,

Cate of adverisement.

Diate of advertisement for the exlension of the closing date.

Closing date,

Extended closing date,

Validity perind.

Extended validity period.

Total number of bids received.

Late bids recefved, where applicable,

Name of successful bidder.

Price of the successiul bid,

Poinis of ihe stcoessful hid, received for specifications, price, equity and goals are lo be
indicated separately

Total points scored by the successful biader,

Diate of approval and the name ol the body that granted the approval,
Delegation number, if applicabie,

Diate coniract form s signed
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Satisfactory/non-satisfactory completion of the service or defivery of the goods

Cancellation of bid or the cancellation of contracts, where applicable. Particulars are o include
the reason for the cancellation, the date of aporoval. the name and rank of the person/oody that
granted the approval and the delegation number.

Al inscrptions must be numbered.

28.1.3.7 Record of Specific Term Coniracts
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Bid number

Cescription of the requirement

Contract term.

Farliculars of end user, contract person and telephone number,

Date of adverlisement.

Cate of adverisement for fhe extension of the clozing dale.

Closing date.

Extended closing date.

Validity penod.

Extended validity period.

Total of bids received.

l.ats hids received, where applicabls.

Mame of successful bidder,

Price of the succassful bid.

Foints of the successful bid, received for specifications, price, equity and goals are o be
Indicated separately.

Total points scored by the succassful bidder,

Dale of approval and the name of the body that granted the approval

Celegation number,

Date of contract form signed,

Salislaclory/rion-salistactory completion of the service or delivery of tha goods.

Cancellation of bid or the canceliation of contracts, where applicable. Particulars are to include
the reason for the cancellation, the date of approval, the name and rank of the persan/body that
granted the approval and the delegation number,

Al inscriptions most be numbered.

28.1.3.8 Record of urgency and emergency procurement

o
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Referance number,

Diescription.

Mature and the delails of the urgency or emergency process followead,
Farticulars of person or body thal granted the approval

Date of approval,

Dielzgation number.
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Financial implication.

Al Inscriptions must be numbered.

28.1.3.9 Record of complaints received from bidders or contractors

28.1.3.10

28.1.3.11

28.1.3.12
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Dizte of comptaint received
Wame ol company or person compiaining.
Reference of bid number,
Cescription,
Details of complainl.
Aetion taken including the relevant dates.
Date of finalization.
All inscriptions must be numbered,
Record of instances of fraud or corruption
This record refiects the instances of fraud or coruption that occurred including fraud or
corruption by government officials, prospective providers, contractors or any other legal
personfentity. This record will reflect all actions taken in this regard.
Record of irregular, fruitless and wasteful expenditure
Cate of request received.
Descripfion
Particulars of end user, contact persen and telephone number.
Deetails of irregular, fruilless and wasteful expenditure.
Action taken,
Date finalized
Financial implication.
Allinzeriplions must ba numbered
Record of SCM circulars distributed within the municipality
Circular number.
Descriplion.
Date on which the circular was disirbuted to end users.
Diate of confirmation of receipl of the circular,

All inscriptions must be numbered,

COMMENCEMENT

This policy takes effecion 1 February 2024
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