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CENTLEC HEREBY INVITES BIDDERS TO SUBMIT FORMAL QUOTATIONS FOR THE 
FOLLOWING SERVICES: 

 

 
 

CLOSING DATE: 22 August 2024 @ 11H:00 
 
FOR TECHNICAL INFORMATION PLEASE CONTACT: BEN SEERIE @051 409 2385  
EMAIL: Ben.Seerie@centlec.co.za 

 
1. MINIMUM REQUIREMENTS: 

 
Kindly note that failure to submit the following documents will result in 
disqualification:  
 

• Service provider must submit samples that are not older than three (3) years. 

• Service provider must submit two (2) reference letters of similar work not older than three 

(3) years 

• The quotation must be submitted on the letterhead of your business.  

QUOTATION 
NUMBER 

DESCRIPTION QUANTITY 

C05/2024 

 
Drafting, Proof Reading, Printing, Supply 
and Delivery of Annual Report Financial 

Year 2023/2024 
 

As Per Attached Specification 

 
 
 

100 
 
 
 

http://www.centlec.co.za/
mailto:Ben.Seerie@centlec.co.za


• Bidders must neatly bind their bid/proposal documents. Documents must be in a book 

format (ring binded), indexed and page numbered (Loose documents will be 

automatically disqualified).  

• Bidders must submit a copy of company registration documents (CK).  

• A valid original Tax Clearance Certificate or SARS Pin should accompany your offer. 

Failure to submit may invalidate your offer.  

• Bidders must be registered on CSD. Submit the CSD report and certified ID copy/copies 

of company owner(s) as proof.  

• Supply municipal services (water, sanitation, rates and electricity) clearance certificate or 

Lease Agreement with a current Bill and rates clearances, or Current Bill of Account not 

owing more than 90 days. In a case where the services are paid by the Landlord, the 

signed lease agreement and statement of account must be submitted by the bidder.  

• All original supplementary/compulsory MBD forms must be completed and signed in full.  

• NB: All service providers are requested to submit a valid SANAS approved BBB-EE 

certificate/Sworn Affidavit with the quotation on the closing dates to substantiate their 

claim (failure to submit BBB-EE certificate/Sworn Affidavit will not lead to disqualification; 

however, no points will be awarded).  

 

2. The following special conditions will apply: 
 

• Delivery must be in accordance with instructions from CENTLEC. 

• The successful bidder will be expected to deliver the goods within 30 days after receiving 

an official order. 

• Quotation Price(s) must exclude VAT, but delivery charges must be included. 

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

• The lowest or any quotation will not necessarily be accepted and CENTLEC reserves the 

right to accept where applicable a portion of any quotation. 

• Centlec (SOC) Ltd reserves the right to appoint the second lowest bidder should the first 

bidder quote incorrectly or request any price adjustments. 

• Payments will only be made to the company whose name appears on the official order. 

No third party will be considered. 

• This quotation will be evaluated in terms of the 80/20 preference point system as 

prescribed in the Preferential Procurement Policy Regulations 2022. 



• CENTLEC (SOC) Ltd reserved the right to request samples if need be. 

• No official order will be issued to a Supplier that is not registered on the Central Supplier 

Database (CSD) and provide CSD number. 

 

• No quotations will be considered from persons in the Service of the State. Failure to comply 

with these conditions may invalidate your offer. 

 

3. Specified Goals for Preferential Point System 

Specified Goals Points Allocation 

50% Black owned 5 

50% Women owned 5 

50% Youth owned <35 years 5 

Locality (The bidder must have a 
Centlec area of supply address) 

5 

Total Points 20 

 
 

QUOTATIONS MUST BE SUBMITTED IN A SEALED ENVELOPE, WITH THE QUOTATION 

NUMBER INDICATED ON THE FRONT TO THE BELOW ADDRESS:   

 

CENTLEC (Soc) Ltd 

Supply Chain Management Offices  

30 Rhodes Avenue 

Oranjesig  

Bloemfontein 

9301 

 

 

 

NB:  Quotations are to be completed in accordance with the conditions and quotation rules 

contained in the quotation documents. 

 

Emailed quotations will not be accepted.  

 

Prospective Bidders are requested to obtain the documents on CENTLEC’s website: 

www.centlec.co.za  and E-Tender: www.etender.gov.za 

 

http://www.centlec.co.za/
http://www.etender.gov.za/
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COMPLIANCE AND PERFORMANCE                                                                         @centlec   @centlecutility 

 

Contact Person: Ben Seerie Date: 15 August 2024 

E-mail:  ben.seerie@centlec.co.za Tel:  (051) 409 2385 

Our Ref.: Annual Report FY 2023/24 drafting, proof reading and 

printing 
Your Ref.:  

     

 

 

SPECIFICATION 

 

1. REQUEST FOR QUOTES 

 
CENTLEC (SOC) Ltd, a Municipal Entity distributing electricity in Mangaung and 

other municipalities, wish to invite prospective service providers to provide a 

quotation of the design, proof reading, printing and deliver of gloss annual report. 

 

2. LEGAL REQUIREMENT 

 

Municipal Finance Management Act, Act 56 of 2000. 

 

 

 

 

 

 

 

 

http://www.centlec.co.za/
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3. MINIMUM REQUIREMENTS 

 

The following requirements will be stipulated in the document as requirements 

and failure to comply with under mentioned may lead the bidder to be disqualified. 

 

• Service provider must submit samples that are not older than three (3) 

years. 

• Service provider must submit two (2) reference letters of similar work not 

older than three (3) years. 

 

The service provider will need to: Proofread the document text, graphic design, 

layout, and print and provide quotations of the number of copies required by 

CENTLEC below: 

 

Description Technical Requirements 

Size of document A4 

Number of pages 230 (including cover and back pages) 

Cover Page Front and back covers (inside and 

outside of covers will have text and /or 

images) 

Colour, graphic design and layout Full colour, as branding colours of 

CENTLEC 

Cover specification  -Matt gloss 

-300 gsm cover 

-150 gsm inside pages 

Number of copies required 100 

Reverts (maximum of 3) There will be a maximum of three 

reverts between supplier and 

CENTLEC. 
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4. SCOPE OF WORK 

 

a) Submissions should include a portfolio of published work undertaken by 

publishing house and/or by specified designer. 

b) Failure to comply with deadlines, design and layout requirements will result 

in the appointment of an alternative service provider to ensure that the 

project is completed. 

c) Final approval and sign off of work undertaken by the service provider is 

subject to the Executive Manager: Compliance & Performance’s 

authorisation.  

 

NB: There will be extensive collaboration between the designer and the 

Performance & Compliance team about developing the conceptual graphics 

to accompany the text. The designer is expected to assist the team with 

ideas for conceptual graphics based on content and guidance from the 

team.  

 

4.1 PROOF-READING 

 

The successful Service Provider is required to have an in-house Professional 

Editor to scrutinise the draft document and correct for errors in grammar, 

spelling, syntax, punctuation, and use of English and  

The Professional Editor is also required to put right any typographical mistakes 

and point out any inconsistencies in style or formatting to help CENTLEC perfect 

its Annual Report.  

 

4.2 EDITING  

CENTLEC requires the Professional Editor to edit the document to improve the 

flow, clarity and impact of the information presented. Suggested changes should 

include: 

 

I. The proposal of alternative wording.  

II. Sentence rephrasing.  
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III. The elimination of unnecessary words, sentences, or jargon; and  

IV. The re-organisation of the text to improve the flow of logic and readability.  

 

5. TIME FRAMES 

I. Start date: 2nd September 2024 

• Submit AFS 

• Annual Performance Report 

• Audit Report 

II.  22nd November 2024 – First Draft completed for electronic copy 

III. 9th December 2024 – Final Draft completed and signed off. 

IV. 18th  December 2024 – Submission of final printed copies. 

 

6. EXPECTED OUTCOMES  

The Annual Report must be:  

 

I. Intelligently and creatively designed to communicate the CENTLEC’s 2023/24 

performance story attractively and effectively.  

II. Proof-read and edited in line with professional writing standards.  

III. Finished printed publication which must be in line with the CENTLEC’s brand, 

as guided by the CENTLEC’s Marketing and Communications strategy.  

a. The service provider must be able to deliver a quality document within 

the stipulated time frames. 

 

5. PRICING 

 

The pricing schedule below will be used for evaluation purposes 

 

ITEM 

NO 

DESCRIPTION QUANTITY  UNIT PRICE   TOTAL 

1 Proof Reading, Editing, Printing and 

delivery 

100   
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29. CONTACT INFORMATION 

 

For any further technical information regarding the document contents please 

contact Mr Ben.Seerie@centlec.co.za. Such queries must be done in writing, the 

email address provided serves this purpose. 

 

mailto:Ben.Seerie@centlec.co.za























































