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Request for Proposal (RFP): Catering Services for AFROSAI-E 

 

1. Organisational Background 

 

AFROSAI-E (African Organisation of Supreme Audit Institutions in English-Speaking Countries) invites proposals 

from qualified catering service providers to deliver catering services for its workshops, training sessions, and events. 

This bid document outlines the terms, responsibilities, and expectations regarding catering services to be provided 

to AFROSAI-E by the selected catering service provider. 

 

2. Scope of Services 

 

The selected catering service provider will be responsible for providing catering services as defined in the 

accompanying Service Level Agreement (SLA), including the off-site preparation and delivery of meals, setting up 

buffet stations, and accommodating dietary preferences or restrictions of attendees. 

 

3. Deliverables 

 

The service provider will be expected to deliver the following key deliverables: 

• Timely and satisfactory provision of meals as per the agreed-upon menu. 

• Compliance with food safety and quality standards. 

• Setup of buffet stations and serving of food in accordance with event schedules. 

 

4. Responsibilities 

 

Responsibilities of AFROSAI-E: 

• Prepare and deliver the agreed-upon menu and quantities within the specified timeframe. 

• Maintain food safety and quality standards. 

• Set up buffet stations and serve food according to event schedules. 

• Accommodate dietary preferences or restrictions of attendees. 
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5. Menu Selection 

 

The catering service provider will put meal plans together per dietary requests communicated by AFROSAI-E before 

the event. Special requests for specific events, such as cocktail functions or set-menu functions, will be quoted and 

contracted separately as necessary. 

 

The required menu will include: 

• Morning Tea: pastries, baked goods, fresh fruit 

• Hot Lunch including a drink: white meat (fish or chicken), red meat, vegetables, two starch options (pap, 

rice, creamy samp or macaroni and cheese), two cold salads 

• Late afternoon snack: biscuits 

 

The above serves as an example of what may be required, but specific requests will be made in advance. 

We may also require the following meal requirements on occasion: 

• Halaal 

• Protein vegetarian 

• Vegan 

• Diabetic 

• Lactose Intolerant 

• No spicy food 

 

6. Timeline 

 

The tender is expected to commence immediately upon selection of the service provider and continue for a period 

of two years. The provider will be required to adhere to the agreed-upon deliverables and SLA. 

 

7. Evaluation Criteria 

 

Proposals will be evaluated based on the following criteria: 

• Experience of the catering service provider. 

• Cost-effectiveness and value for money. 

Criteria Requirement Points 

Company Experience • 0 – 2 years’ experience 

• >2 – 5 years’ experience 

• 5+ years’ experience 

• 0 points 

• 10 points 

• 20 points 

Reference Letters • <3 reference letters • 0 points 
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• >/=3 reference letters • 20 points 

Certification • No Certification 

• Health Permit (Certificate of 

Acceptability) 

• 0 points 

• 20 points 

TOTAL POINTS 60 Points 

 

A minimum of 40 points is required for your financial offer to be considered. 

 

8. Submission Requirements 

 

Interested catering service providers are requested to submit their proposals, including: 

• Company profile and organogram. 

• Details of relevant experience and references. 

• Cost estimate and pricing structure. This will be based on an average of 25 guests for 5 days per week. For 

example, see the pricing schedule below: 

Description Quantity Rate Unit of Measure Amount in ZAR 

Morning Tea 125  Per delegate R 

Hot Lunch including soft drink 125  Per delegate R 

Afternoon snack 125  Per delegate R 

Daily delivery costs 5  Per day R 

Subtotal R 

VAT @ 15% R 

TOTAL** R 

** The above quantities are based on an estimate of 25 delegates per training intervention over 5 days (one week). 

This is strictly for comparative purposes, and the total quantities over the contract duration will be much higher. 

 

The following documents are mandatory and failure to submit them may deem your bid non-responsive: 

 

• B-BBEE Certificate or Sworn Affidavit confirming B-BBEE status 

• Tax Compliance Pin 

• Annexure 1: Declaration of Interest 

 

9. Selection Process 

 

Proposals will be evaluated by a selection committee appointed by AFROSAI-E. Shortlisted candidates may be 

invited to present samples to further assess their suitability for the project. 
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Disclaimer: 

AFROSAI-E reserves the right to accept or reject any or all proposals received in response to this tender, to negotiate 

with any qualified vendor, or to cancel the tender process at any time without incurring any liability. Submission of 

a proposal implies acceptance of the terms and conditions outlined in this tender document. 

 

Submission Details: 

• Submission Deadline: 14 February 2025 at 11h00 

• Submission Format: to be submitted by e-mail 

• Contact Person: Procurement Unit 

• Contact Email: procurement@afrosai-e.org.za 

 

Note:   

• The deadline for questions for clarity is on 31 January 2025  
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Annexure 1 Declaration of Interest  

DECLARATION OF INTEREST FORM 

 

 

1. No contracts to provide goods or services to AFROSAI-E may be provided to the following 

categories: - AFROSAI-E Members or a person in the employ of AFROSAI-E or any entity in which 

a person mentioned above is a director or has a controlling or other substantial  

interest.  

 

2. The bidder is therefore requested to complete Sections a – d of the declaration below in 

substantiation. 

 

(a) Are you or any person connected with the bid, involved in any of the AFROSAI-E member 

countries Supreme Audit Institutions? 

 

If yes, state whether you are a director or have a Controlling or other substantial interest in the 

bidding company. 

…………………………………………………………………………………………………………………

…………………………….…………………………………………………………………………………

………………………………………………………........ 

 

(b) Are you or any person connected with the bidder, Employed by the AFROSAI-E?  

 

If yes, state whether you are a director or have a controlling or other substantial interest in the 

bidding company. 

…………………………………………………………………………………………………………………

…………………………………………………………………………………………………………………

…………………………………………………………………………………….. 

 

(c) Do you, or any person connected with the bidder, have any relationship (family, friend, other) 

with a person employed by AFROSAI-E  

If yes, state whether you are a director or have a controlling or other substantial interest in the 

bidding company. 

…………………………………………………………………………………………………………………

…………………………………………..……………………………………………………………………

…………………………………………………………………………………………. 
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I hereby agree that, in the event of false, incorrect or misleading information being provided in this 

declaration, AFROSAI-E shall have the right to: 

• recover any losses or damages sustained by AFROSAI-E under such agreement.  

• restrict the supplier from further business with AFROSAI-E depending on the materiality of 

the misrepresentation and the degree of prejudice suffered. 

 

 

 

Name of Representative: _______________________________________________ 

 

 

Identity number: ______________________________________________________ 

 

 

Signature: ___________________________________________________________ 

 

 


