
Laingsburg 
Munisipaliteit  Municipality 

 
Munisipale-geboue   Municipal Buildings 
Privaatsak X4  Private Bag X4 
LAINGSBURG, 6900  LAINGSBURG, 6900 
Tel. (023) 551 1019  Tel. (023) 551 1019 
Faks No. (023) 5511 019  Fax No. (023) 5511 019 
 
 

 

    E-pos / E-mail : scm@laingsburg.gov.za 
 

SCM-8-2 - RFQ: 01-03-2022 

 

SUPPLY AND DELIVERY OF MUNICIPAL LETTERHEADS 

 

Kindly furnish me with a written quotation for the supply of the goods/services as per attached schedule

     

The quotation must be submitted on the letterhead of your business and the forms must be completed 

AND   send via email not later than 09 March 2022 @ 14h00: 

 

1. Email: scm@laingsburg.gov.za;  

Electronic submission (Email, no faxes allowed) 

Documentation to be emailed to the Supply Chain Management Unit 
 

The following conditions will apply: 

 Price (s) quoted must be valid for at least thirty (30) days from date of your offer. 

 Price (s) quoted must be firm and must be inclusive of VAT.  

 A Firm delivery period must be indicated. 

 This order / quotation are subjected to the General Conditions of Contract (GCC) of National 

Treasury and are available upon request. 

 

NB:  No quotations will be considered from persons in the service of the state. 

  

 
“in service of the state means to be –  

a) a member of – 

  (i) any municipal council;  

  (ii) any provincial legislature; or  

(iii) the National Assembly or the National Council of Provinces; 

 

b) a member of the board of directors of any municipal entity; 

c) an official of any municipality or municipal entity;  

d) an employee of any national or provincial department, national or provincial public entity or constitutional 

institution within the meaning of the public Finance Management Act, 1999 (Act No.1 of 1999); 

(e) a member of the accounting authority of any national or provincial public entity; or 

(f) an employee of Parliament or a provincial legislature 

 

NB: Suppliers must be registered on the Centralised Supplier Database. 

 

Contact Person:  Mr. A.T Quinn 

mailto:scm@laingsburg.gov.za
mailto:scm@laingsburg.gov.za
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PART A 
INVITATION TO BID 

YOU ARE HEREBY INVITED TO BID FOR REQUIREMENTS OF THE (NAME OF MUNICIPALITY/ MUNICIPAL ENTITY) 

BID NUMBER: 
SCM/8/2 – 

RFQ:01/03/2022 
CLOSING DATE: 09 MARCH 2022 CLOSING TIME: 14h00 

DESCRIPTION SUPPLY AND DELIVERY OF MUNICIPAL LETTERHEADS & ENVELOPES 

THE SUCCESSFUL BIDDER WILL BE REQUIRED TO FILL IN AND SIGN A WRITTEN CONTRACT FORM (MBD7). 

BID RESPONSE DOCUMENTS MAY BE DEPOSITED IN THE BID BOX 

SITUATED AT (STREET ADDRESS 
 

 

02 VAN RIEBEECK STREET 

MUNICIPAL BUILDINGS 

PRIVATE BAG X4 

LAINGSBURG 

6900 

SUPPLIER INFORMATION 

NAME OF BIDDER  

POSTAL ADDRESS  

STREET ADDRESS  

TELEPHONE NUMBER CODE  NUMBER  

CELLPHONE NUMBER  

FACSIMILE NUMBER CODE  NUMBER  

E-MAIL ADDRESS  

VAT REGISTRATION NUMBER  

TAX COMPLIANCE STATUS TCS PIN:  OR CSD No:  

B-BBEE STATUS LEVEL VERIFICATION 

CERTIFICATE 

[TICK APPLICABLE BOX] 

 

 Yes  

  

 No 

B-BBEE STATUS 

LEVEL SWORN 

AFFIDAVIT   

 Yes    

 

 No 
[A B-BBEE STATUS LEVEL VERIFICATION CERTIFICATE/ SWORN AFFIDAVIT (FOR EMES & QSEs) MUST BE SUBMITTED IN 
ORDER TO QUALIFY FOR PREFERENCE POINTS FOR B-BBEE] 

ARE YOU THE ACCREDITED 

REPRESENTATIVE IN SOUTH AFRICA 
FOR THE GOODS /SERVICES /WORKS 
OFFERED? 

Yes                         No  

 

[IF YES ENCLOSE PROOF] 

 

ARE YOU A FOREIGN 

BASED SUPPLIER FOR 
THE GOODS /SERVICES 
/WORKS OFFERED? 
 

Yes No 

 

[IF YES, ANSWER PART B:3 ] 

 

TOTAL NUMBER OF ITEMS OFFERED  TOTAL BID PRICE R 

SIGNATURE OF BIDDER 
……………………………… DATE  

CAPACITY UNDER WHICH THIS BID IS 
SIGNED  

BIDDING PROCEDURE ENQUIRIES MAY BE DIRECTED TO: TECHNICAL INFORMATION MAY BE DIRECTED TO: 

DEPARTMENT Laingsburg Municipality CONTACT PERSON KEITH GERTSE 

CONTACT PERSON Anthonico Quinn TELEPHONE NUMBER (023) 551 1019 

TELEPHONE NUMBER (023) 551 1019 FACSIMILE NUMBER (023) 551 1019 

FACSIMILE NUMBER (023) 551 1019 E-MAIL ADDRESS scm@laingsburg.gov.za 

E-MAIL ADDRESS scm@laingsburg.gov.za  

mailto:scm@laingsburg.gov.za
mailto:scm@laingsburg.gov.za
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PART B 
TERMS AND CONDITIONS FOR BIDDING 

  

1. BID SUBMISSION: 

1.1. BIDS MUST BE DELIVERED BY THE STIPULATED TIME TO THE CORRECT ADDRESS. LATE BIDS WILL NOT BE ACCEPTED FOR 

CONSIDERATION. 

1.2. ALL BIDS MUST BE SUBMITTED ON THE OFFICIAL FORMS PROVIDED–(NOT TO BE RE-TYPED) OR  ONLINE 

1.3. THIS BID IS SUBJECT TO THE PREFERENTIAL PROCUREMENT POLICY FRAMEWORK ACT AND THE PREFERENTIAL PROCUREMENT 

REGULATIONS, 2017, THE GENERAL CONDITIONS OF CONTRACT (GCC) AND, IF APPLICABLE, ANY OTHER SPECIAL CONDITIONS 

OF CONTRACT. 

 
2. TAX COMPLIANCE REQUIREMENTS 

2.1 BIDDERS MUST ENSURE COMPLIANCE WITH THEIR TAX OBLIGATIONS.  

2.2 BIDDERS ARE REQUIRED TO SUBMIT THEIR UNIQUE PERSONAL IDENTIFICATION NUMBER (PIN) ISSUED BY SARS TO ENABLE   THE 

ORGAN OF STATE TO VIEW THE TAXPAYER’S PROFILE AND TAX STATUS. 

2.3 APPLICATION FOR THE TAX COMPLIANCE STATUS (TCS) CERTIFICATE OR PIN MAY ALSO BE MADE VIA E-FILING. IN ORDER TO 

USE THIS PROVISION, TAXPAYERS WILL NEED TO REGISTER WITH SARS AS E-FILERS THROUGH THE WEBSITE 

WWW.SARS.GOV.ZA. 

2.4 FOREIGN SUPPLIERS MUST COMPLETE THE PRE-AWARD QUESTIONNAIRE IN PART B:3.  

2.5 BIDDERS MAY ALSO SUBMIT A PRINTED TCS CERTIFICATE TOGETHER WITH THE BID.  

2.6 IN BIDS WHERE CONSORTIA / JOINT VENTURES / SUB-CONTRACTORS ARE INVOLVED, EACH PARTY MUST SUBMIT A SEPARATE   

TCS CERTIFICATE / PIN / CSD NUMBER. 

2.7 WHERE NO TCS IS AVAILABLE BUT THE BIDDER IS REGISTERED ON THE CENTRAL SUPPLIER DATABASE (CSD), A CSD NUMBER 

MUST BE PROVIDED.  

3. QUESTIONNAIRE TO BIDDING FOREIGN SUPPLIERS 

3.1. IS THE ENTITY A RESIDENT OF THE REPUBLIC OF SOUTH AFRICA (RSA)?                  YES   NO 

3.2. DOES THE ENTITY HAVE A BRANCH IN THE RSA?                                  YES   NO 

3.3. DOES THE ENTITY HAVE A PERMANENT ESTABLISHMENT IN THE RSA?                                  YES   NO 

3.4. DOES THE ENTITY HAVE ANY SOURCE OF INCOME IN THE RSA?                                   YES   NO 

3.5. IS THE ENTITY LIABLE IN THE RSA FOR ANY FORM OF TAXATION?                                YES   NO  
 

IF THE ANSWER IS “NO” TO ALL OF THE ABOVE, THEN IT IS NOT A REQUIREMENT TO REGISTER FOR A TAX COMPLIANCE STATUS 
SYSTEM PIN CODE FROM THE SOUTH AFRICAN REVENUE SERVICE (SARS) AND IF NOT REGISTER AS PER 2.3 ABOVE. 
 
 

NB: FAILURE TO PROVIDE ANY OF THE ABOVE PARTICULARS MAY RENDER THE BID INVALID. 

NO BIDS WILL BE CONSIDERED FROM PERSONS IN THE SERVICE OF THE STATE. 

 

 

SIGNATURE OF BIDDER:     …………………………………………… 

 

CAPACITY UNDER WHICH THIS BID IS SIGNED:  …………………………………………… 

 

DATE:        …………………………………………... 

http://www.sars.gov.za/


 

 

       MBD 3.1 
 

PRICING SCHEDULE – FIRM PRICES 
(PURCHASES) 

 
NOTE: ONLY FIRM PRICES WILL BE ACCEPTED. NON-FIRM PRICES (INCLUDING 

PRICES SUBJECT TO RATES OF EXCHANGE VARIATIONS) WILL NOT BE 
CONSIDERED 

 
 IN CASES WHERE DIFFERENT DELIVERY POINTS INFLUENCE THE PRICING, A 

SEPARATE PRICING SCHEDULE MUST BE SUBMITTED FOR EACH DELIVERY 
POINT  

 

 
Name of Bidder………………………………………………………………………………………................. 
 

Closing Time 14H00   Closing Date   2022-03-09 
                                 

 
OFFER TO BE VALID FOR 30 DAYS FROM THE CLOSING DATE OF BID. 
 

 
 

ITEM NO QUANTITY DESCRIPTION 

BID PRICE IN RSA 
CURRENCY (ALL 

APPLICABLE TAXES 
INCLUDED) 

1 20 Letterheads - 297 x 210 mm (Reams)  

2 2 DL Non Window Envelopes - 110m x 220mm   

3 2 Non Window Envelopes (C5) - 162mm x 229mm   

TOTAL   

 

 
 
- Required by:     LAINGSBURG MUNICIPALITY 
 
- At:      02 VAN RIEBEECK STREET 
        

LAINGSBURG, 6900 
 
  
 
- Does the offer comply with the specification(s)?   *YES/NO 
 
- If not to specification, indicate deviation(s)  …………………………………. 
   
- Period required for delivery    …………………………………. 
        *Delivery: Firm/Not firm 

 
- Delivery basis      …………………………………….   

 
 

Note: All delivery costs must be included in the bid price, for delivery at the prescribed destination. 
 
** “all applicable taxes” includes  value- added tax, pay as you earn, income tax, unemployment  
insurance fund contributions and skills development levies. 
 
*Delete if not applicable 



No Description Detail

1 Size 297 x 210 mm

2 Printing & Paper Laingsburg Municipality Letterheads: Printed CMYK front only on Designer Bond, 80g/m², White

3 Finishing Trimmed to Size

4 Packing 500 per pack

5 Despatch Wrap in brown paper and delivered to one address in Laingsburg

6 Quantity 20

7 Logo Logo must be replaced with new logo (attached)

1 Size 110m x 220mm

2 Printing & Paper DL Non Window Envelopes: Printed Reflex Blue (a) front only on DL Banker - Opaque Gummed Flap, 80g/m², White

3 Finishing Re-Flap & Pack Envelopes after Printing

4 Packing 500 per box

5 Despatch Into boxes and delivered to one address in Laingsburg

6 Quantity 2

7 Sample Attached

1 Size 162mm x 229mm

2 Printing & Paper Non Window Envelopes: Printed Reflex Blue (a) front only on C5 Pocket - Opaque Gummed Flap, 80g/m², White

3 Finishing Re-Flap & Pack Envelopes after Printing

4 Packing 500 per box

5 Despatch Into boxes and delivered to one address in Laingsburg

6 Quantity 2

7 Sample Attached

Specification

Letterheads

DL Non Window Envelopes

Non Window Envelopes (C5)








