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MUNICIPAL INFRASTRUCTURE SUPPORT AGENT (MISA)

 Reference N0: MISA/F/CS/015/2019
appointment of A service provider TO PROVIDE CLEANING SERVICES FOR THE MUNICIPAL INFRASTRUCTURE SUPPORT AGENT
	Beneficiary
	Municipal Infrastructure Support Agent


	Contact Person 
	Ms. Lumka Tyikwe: 012 848 5325 or 

Lumka.tyikwe@misa.gov.za     

	Postal Address 
	1303 Heuwel Avenue, Riverside Office Park, Letaba House, Centurion  0046

	Project Name 
	Appointment of a Service Provider to provide Cleaning Services for the Municipal Infrastructure Support Agent  

	Reference No. 
	MISA/F/CS/015/2019

	Closing Date
	30 October 2019 @ 11:00am
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1. INVITATION
The purpose of this request for proposals (RFP) is to appoint a suitable service provider to render cleaning services and refreshments service for MISA at 1303 Heuwel Road, Riverside Office Park, Letaba House and Hennops House, Centurion.
2. DURATION

The service provider is required to render cleaning services to MISA for a period of twenty months (24) months after signing of a contract.

3. BACKGROUND

Municipal Infrastructure Support Agent (MISA) was established as a government component accountable to the Executive Authority of Cooperative Governance and Traditional Affairs (COGTA). MISA is a special purpose vehicle whose primary mandate is to coordinate and provide technical support to municipalities to facilitate sustainable municipal infrastructure provisioning and management. MISA’s primary function is to support municipalities in infrastructure planning, development and management, operations and maintenance as well as building technical capacity for effective delivery and management of municipal infrastructure.

4. OBJECTIVES

MISA is committed to provide a conducive environment to its employees and visitors by providing a safe, clean, healthy, hygienic and safe working environment. In terms of Occupational Health and Safety Act (No: 181 of 1993), MISA is required to provide for the health and safety of persons at work. It is therefore, against this background that cleaning services and refreshments service are fundamental.
5. SCOPE OF WORK

5.1 The total area of floor space to be cleaned is approximately 2426 m² made up of 758 m² Ground Floor, 1 668 m² First Floor Letaba House  and 1305.98 m²  second floor Hennops House.
5.2 In a situation where MISA ends up moving to other premises before the end of 24 months, the successful bidder will be notified and negotiations will be conducted with it, in line with the requirements. 
5.3  A total number of ten (10) cleaners inclusive of one (1) supervisor, will be needed. 
	CLEANING SERVICE TASK DESCRIPTION
	FREQUENCY 

	A. CLOSED OFFICES, RECEPTION AREA, OPEN AREAS, BOARDROOMS, CARPETS AND TILES
	

	(i) Spot brush and clean soil marks

(ii) Vacuum. 

 (iii)Clean with wet mop.
    (iv)Deep washing of carpets and upholstered furniture
    ( v) Stain Removal in carpets and upholstery     
	Daily

Weekly

Daily
Once a quarter
As and when required

	Dust/ wipe down all horizontal / vertical surfaces with a damp cloth
	 Daily

	Dust and wipe desks, chairs and computer equipment 
	Daily

	Wipe all telephones with a damp cloth with a suitably diluted disinfectant.
	Daily



	Polish all wooden furniture
	Weekly

	Supply refuse bags, empty refuse bins, waste paper baskets, wash and replace the refuse bags and dispose of the rubbish.
	Twice Daily



	Clean water jugs, drinking glasses and cups in offices with dish washing liquid and refill with fresh water
	Daily

	Inside Window cleaning and Blinds
	Weekly


	B.  CLEANING OF KITCHENS
	

	Sweep and mop the floors
	Daily

	Kitchen, cupboards must be cleaned with water and detergent
	Daily

	Prepare hot water and wash cups and cutlery for department’s officials.
	Three times a day

	Cleaning of interior and exterior parts of the refrigerators
	Weekly

	Kitchens must be neat and tidy at all times
	Daily

	Empty and clean rubbish bins
	Daily


	C. CLEANING AND PREPARING  OF BOARDROOMS
	

	(i) Vacuum 
	Weekly

	Dust and wipe tables and chairs
	Daily

	Cupboards must be cleaned with water and detergent
	Daily

	The service provider should prepare the boardrooms by setting up drinking water, tea/coffee etc. thirty (30) minutes before meetings commence (MISA will provide groceries and utensils).
	Daily and as and when required.

	Cleaning of the boardrooms and replenishment of water, tea/coffee etc.
	Daily (After every meeting)

	Empty and clean refuse bins
	Daily


NB: The service provider is expected to supply all detergents, cleaning supplies and equipment, in line with The South African Bureau of Standards (SABS) 
MISA will only provide the crockery, cutlery and groceries.
5.4 Refer to Annexure A for a detailed cleaning specification. 
5.5 Cleaning services will be rendered during working hours from Monday to Friday, from 07h00 to 15h30 excluding weekends and public holidays unless where otherwise specified. The service provider is required to propose the effective times that offices will be cleaned and vacuumed without necessarily disrupting office operations. The service provider must comply with the provision of the Basic Conditions of Employment Act, related entitlement and other relevant legislation. This should include meal breaks.
6. PROJECT OUTPUTS AND OUTCOMES

6.1 The service provider must do daily inspection on the quality and standard of the cleaning services and a monthly inspection report in this regard must be provided to the Facilities Manager.

6.2 The service provider should report any defects on a daily basis to the Facilities Manager or his/her delegate of any defects or unsafe conditions to the areas concerned such as broken furniture or windows etc. that they might come across during cleaning of the space.
6.3 The service provider should submit a monthly written report on specific problems, suggestions, improved methods and work plan and all matters related to this contract.
6.4  The service provider should ensure that MISAs environment is clean, healthy, and hygienic at all times.
6.5  Any form of absence by employees of the service provider should not impact negatively to MISA.
7. EXPERIENCE AND COMPETENCY
A. Company Experience: 
The service provider should have a minimum of five (5) years operational experience in cleaning services. The service provider should have experience of cleaning office space ranging from 1000m² to 3000m². The service provider must provide at least three (3) letters on a business letter head with contactable references, indicating period, square meters, contract value and services rendered as proof that they have successfully executed a similar project.
NB: Purchase orders and appointment letters for goods and services will be disregarded as a form of reference.
B. Supervisor Experience: 
The supervisor must have a minimum of five (5) years’ experience in office cleaning at a supervisory level. A CV with relevant experience to be attached. 
C. The Cleaners Experience: 

The cleaners must have a minimum of two (2) years’ experience in office cleaning. CVs with relevant experience to be attached. 
D. Project Plan and Methodology

The service provider shall provide a detailed cleaning services project plan and methodology. The service provider shall provide Health and Safety plan for its employees to be placed on MISA premises.
8. COST

8.1 The bid price must be in South African Rands and inclusive of VAT, cleaning   materials, uniforms and cleaning equipment. 
8.2 The price must include a provision of an estimated increase in the sectoral determination for the cleaning, for 36 months.
	Bid Price  (inclusive of VAT, 10 cleaners including 1 supervisor, cleaning materials, uniforms & cleaning equipment)
	R


8.3 Labour: The service provider will have to provide 10 cleaners including 1 supervisor. The successful service provider will be responsible for payment of its employees and that should be done according to the legislative framework. 

8.4 Cleaning Tools & Materials: The service provider must provide cleaning materials suitable for the indicated areas in the scope of work and terms of reference. Samples of the cleaning materials should be shown to MISA before they are used for cleaning the offices and the furniture. MISA reserves the right to approve cleaning materials and cleaning method.
The service provider must make sure that it uses appropriate equipment that is approved by MISA and suitable for each item and cleaning function that needs to be done. 

8.5  Uniform: The service provider must ensure that the staff it deploys to MISA offices wears suitable and clean uniform with name tags, looking presentable and professional at all times.

9. PAYMENTS

MISA does not pay any amount in advance. Only original signed invoices must be submitted for payments. The service provider will be paid within 30 days after approval of the invoice, when the services have been fully rendered to the satisfaction of MISA, and this is done by means of electronic transfer directly into the service provider’s bank account.
10. REPORTING 

10.1 The successful service provider will be reporting to the Facilities Manager or his/her delegate.
10.2 The supervisor must report on a daily basis to the Facilities Manager or his/her delegate any defects he or she has noted during the time of doing cleaning inspection. 
10.3 The service provider must every month supply a written report to MISA on specific problems, suggestions, methods for improving services, work programmes, personnel turnover, clients’ complaints and remedial action in all matters related to cleaning services and relevant support.
11. EVALUATION OF PROPOSALS
Proposals will be screened to ensure responsiveness to the requirements of the Request for Proposal (RFP). MISA may reject any proposal as non-responsive that does not provide evidence of the specified mandatory requirements. MISA reserves the right to request additional information and clarification during the evaluation and selection process from any or all bidders regarding their proposals.

Bids are invited on the basis of their proposals and will be evaluated in three stages – prequalification, functionality and then price and B-BBEE in accordance with the 80/20 preference points system.

11.1 Stage 1 - Prequalification 
Mandatory documents (without which the tender will be considered non-responsive).

1. Company Profile.
2. Proposal and Methodology.

3. A valid proof of registration with Compensation for Occupational Injuries and Diseases Act (COIDA), from the Department of Labour (certified copy). 
4. A valid proof of existing cover for Public Liability insurance policy from a reputable insurance company or submit documentary proof/ letter of intent/Quotation from registered insurers. The cover should be of the minimum value of R1 Million for the duration of the contract.

5. A valid proof of registration with the Unemployment Insurance Fund (UIF). 

6. A valid proof of registration with National Contractor Cleaners Association or an equivalent.

7. Three (3) letters (in company letter heads) of verifiable references in respect of cleaning services rendered to other companies.
8. Completed and appropriately signed SBD forms: SBD 1, SBD 3.1, SBD 3.3, SBD 4, SBD 6.1, SBD 8 and SBD 9.

9. A copy of the General Conditions of Contract initialled in every page.

N.B Failure to comply with the above will disqualify the bid.

Non-Mandatory documents. 
Bidders must ensure that they are registered on the CSD before they submit bid proposals.
1. CSD Registration Report.
2. BBBEE certificate (certified copy).

11.2 Stage 2 – Evaluation on Functionality

The following criteria and weights will be applied when bids are assessed in terms of functionality:
	EVALUATION CRITEA      

	Functionality


	Weight %

	1. Company experience of at least five (5) years in conducting similar projects: cleaning services, furnish three (3) verifiable customer testimonials/references in company letterheads.
< 5 Years                     =   0

≥ 5 years <  7 years     = 10
≥ 7 years <  9 years     = 15
≥ 9 years                      = 20

	        20

	2. Three (3) verifiable customer reference letters in company letterheads, from 2014 to 2019
Three (3) reference letter                                 = 5
More than three (3) reference letters               = 10

	        10

	3. Supervisor’s experience in providing cleaning services. (The bidder will be scored zero (0) for failure to attach the CV for supervisor).
< 5 Years                     =   0

≥ 5 years < 7 years     =   5
≥ 7 years < 10 years    = 10
≥ 10 years                    = 15

	       15

	4. Cleaners experience in providing cleaning services (The bidder will be scored zero (0) for failure to attach the CV for the cleaners) Points for each cleaner scored under this category will be averaged.
< 2 years                        = 0

≥ 2 < 4 years                  = 5
≥ 4 < 7 years                 = 10     

≥ 7 < 10 years               = 15

≥ 10  years                     = 25
	25

	5. Methodology
Detailed project plan in terms of activities and timeframes = 15
Detailed Health and safety plan =   15
· Training of the supervisor (3)
· Personal Protective Equipment (3)

· Housekeeping (3)

· First Aid (3)

· Health & Safety File ( 3)
	30

	TOTAL


	100


NB: A threshold of 75 points will be required in order for a bidder to be considered for further evaluation on price and B-BBEE.

11.3 Stage 3 - Price and BBBEE

Points for B-BBEE Status Level of Contribution (Pp)

Maximum of 20 points are allocated for Preferential Procurement Goal. Preference point must be awarded to a bidder for attaining the B-BBEE status level of contribution in accordance with the table below:

	B-BBEE Status Level of Contributor
	Number of point 

(80/20 system)

	1
	20

	2
	18

	3
	16

	4
	12

	5
	8

	6
	6

	7
	4

	8
	2

	Non-compliant contributor
	0


Points for Bid Price (Ps)

Maximum of 80 points are allocated to Bid Price on the following basis:



Where,

Ps
=
Points scored for comparative price of the Bid under



consideration

Pt
=
Comparative price of the Bid under consideration

P min
=
Comparative price of lowest qualified Bid
A tenderer may not be awarded points for B-BBEE status level of contributor if the tender documents indicate that the tenderer intends subcontracting more than 25% of the value of the contract to any other person not qualifying for at least the points that the tenderer qualifies for, unless the intended subcontractor is an EME that has the capability to execute the subcontract.
MISA’s RIGHTS
MISA reserves the right to cancel this solicitation in whole or in part, at its sole discretion, at any time before the Agreement is fully executed. This RFP does not commit MISA to award an Agreement, to pay any costs incurred by bidders in the preparation of their proposals submitted in response to this RFP, or to procure or contract for services. MISA reserves the right to modify or cancel in whole or in part this FRP, to reject any and all proposals, to accept the proposal it considers most favorable to MISA’s interests at its sole discretion, and to waive irregularities or informalities in any proposal or in the proposal procedures. MISA further reserves the right to reject all proposals and seek new proposals when MISA considers such a procedure to be in its best interest. If there is any evidence indicating that two or more bidders are in collusion to restrict competition or are otherwise engaged in anti-competitive practices, the proposals of all such bidders shall be rejected, and such evidence may be a cause for disqualification of the participants in any future solicitations issued by MISA.  

MISA reserves the right to hold discussions and/or negotiations with any individual or qualified company, to interview or not, to request additional information or revised proposals or to request best and final offers if it is in the best interest of MISA to do so. However, MISA may make an award without conducting any negotiations; therefore, proposers are encouraged to submit their best proposal at the outset. Appointment will be subject to the outcome of the vetting process on the recommended bidder.

13.
 REPORTING

The appointed service provider will report to the appointed Project Manager of MISA. The detailed reporting requirements will be provided to the successful service provider during the contract negotiation and project inception.
14.
 MONITORING AND EVALUATION

MISA or its nominee reserves the right to monitor and evaluate the progress and outcome of this intervention as well as other services provided by the selected service provider; MISA or its nominee reserves the right to replace the service provider if the quality of service rendered is being compromised.
15. BRIEFING SESSION (COMPULSORY)
Bidders are invited to attend a compulsory briefing session at the MISA Head Office 1303 Huewel Avenue, Centurion, Riverside Office Park, Letaba House, First floor, at 10:00am on the 14 October 2019. Attendance of the briefing session is mandatory.

16. SUBMISSION OF PROPOSALS
16.1. Submission of one hardcopy being original submission, clearly marked "Original" and one (1) copied versions of the original document. All submissions must be delivered in separate envelopes. The Bid Documents must also include a soft copy (DVD or memory stick).

16.2. Bidders should take particular care to ensure that there are no discrepancies between all submissions to the MISA. MISA reserves the right to reject any tenders if there are discrepancies.
16.3. Each individual envelope must be clearly marked with the following information: 

Description of the Tender: 
Tender Number: MISA/F/CS/015/2019
                                                                                              
16.4. Bids that are faxed, sent via telex, and/ or electronic mail delivery will not be accepted. 

16.5. All bids received by MISA will become the property of MISA and will not be returned to the bidder.

16.6. Bid documents are to be submitted at MISA Reception and deposited in the tender box. (At MISA Offices, 1303 Heuwel Road, Riverside Office Park, Letaba House, Centurion, 0046.
16.7. A tender will be considered late if received after the specified closing date and time. Bidders that are submitting documents via courier service are therefore strongly advised to ensure that bids be dispatched allowing enough time for any unforeseen events that delay the delivery of the tender.
17.  PERIOD FOR ACCEPTANCE OF PROPOSALS

In order to allow for adequate evaluation, MISA requires a response to this solicitation to be valid and irrevocable for 90 days after submission date and time.

No bidder may withdraw a proposal within 90 working days after the proposals due date.  A mistake on the part of the bidder in preparing the proposal confers no right for the withdrawal of the proposal after it has been opened. Should there be valid reasons why the Agreement cannot be awarded within the specified period, the time may be extended by mutual agreement between MISA and the bidder(s).
18. MODIFICATION, WITHDRAWAL, MISTAKES, AND MINOR INFORMALITIES

Proposals may be modified or withdrawn prior to the established due date via email or mail request. Please refer to section 21, “Questions and Requests for Clarifications” for contact information.
19. COMMUNICATION WITH MISA OFFICIALS

Bidders and their representatives may not communicate with MISA officials except in writing and if the communication is made public. Bidders and their representatives must communicate in the manner set forth in this RFP. There shall be no communication with MISA officials except as may be reasonably necessary to carry out the procedures specified in this RFP. Nothing herein prohibits bidders and their representatives from making oral statements or presentations in public to one or more MISA officials during a public meeting. 

20. CONFIDENTIALITY

All responses to this RFP become property of MISA and will be kept confidential until a recommendation for award of a contract has been announced. 
21. QUESTIONS AND REQUESTS FOR CLARIFICATIONS
Bidders must carefully examine the bid documents and in the event of doubt of anything contained in the documents.

For SCM queries please contact the following person:


Ms Lumka Tyikwe

Tel: (012) 848 5300

E-mail: Lumka.tyikwe@misa.gov.za  
ANNEXURE A

CLEANING SPECIFICATION 

	AREA 
	                           DESCRIPTION OF SERVICE

	1. OFFICE CLEANING
	

	A. Cleaning Equipment
	· The successful service provider is required to provide at least appropriate cleaning equipment to ensure that cleaning of the offices, glass doors, inside window cleaning and furniture is done efficiently and meticulously.

	B. Vacuum Schedule and mopping of floors.
	· The service provider is required to propose times that offices will be vacuumed without necessarily disrupting office operations. Should the service provider be successful, the proposed schedule will be included in the overall cleaning schedule to be signed by MISA and the service provider.



	C. Trash Removal
	· All Waste Paper baskets will be empty and in place, clean and ready for use. Liners will be inserted as required. Supply refuse bags.
· Trash bags, when filled will be disposed off quickly.

	D. Sweeping or Vacuum Cleaning. 
	· There will not be any dirt left in corners, under furniture or behind doors.

· Baseboards, furniture and equipment will not be disfigured or damaged during the operation.

· There will not be any dirt left where sweepings were picked up.

· Furniture and equipment moved during sweeping will be replaced.

· There will be no trash or foreign matter under desks, tables or chairs.

· Deep cleaning of carpets ( once a quarter).

	E. Dusting
	· There will not be any dust streaks on desks or other office equipment.

· Woodwork, after being properly dusted, will appear bright.

· Corners and crevices will be free of any dust.

· There will not be any oily spots or smudges on walls, caused by touching them.

· When inspected with a flashlight, there should be few traces of dust on any surface.

· Window-sills, door ledges, doorframes, door louvers, window frames, wainscoting, baseboards, columns, and partitions will be free of dust. 

	F. Damp-Wiping.
	· Mirrors, glass doors, and all other glass that can be reached while standing on the floor will be clean and free of dirt, dust, streaks, and spots. (This job does not include washing).

	G. Clean Rugs.
	· Rugs will be clean and free from dust, dirt and other debris.

· There will be no trash or foreign matter under desks, tables or chairs.

	H. Clean Kitchens
	· The kitchens will be clean, the walls and floor will be free of spots and water marks.

	I. Pause Area/Eating Area.
	· These areas will be kept clean at all times, the tables and floors cleaned daily. 


	J. Wall Cleaning
	· There will be no streaks or spots remaining on walls or signs of not overlapping.

· There will be no smudges, spots at points where cleaning of the lower and upper halves of the wall overlap.

· No water will have been spilled on floors or furnishings.

· Walls will be uniformly cleaned all over.

· Wood work on doors, windows and mouldings will be clean.



	K.Furniture Replacement.
	· All furniture, pictures, and other furnishings moved during the wall washing operation will be returned to their original position.

	L.Floor Cleaning.
	· Cleaning solutions, where used will have been mixed thoroughly and in the proportions specified without undue spillages of either solution or rinse water.

· Proper precautions will be taken to advise building occupants of wet and/slippery floor conditions.
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