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

 

1. Organisational Background 

AFROSAI-E (African Organisation of English-speaking Supreme Audit Institutions) is seeking proposals 

from qualified shuttle service providers to deliver reliable transportation services for its delegates. This 

tender document outlines the terms, responsibilities, and expectations regarding shuttle services to be 

provided to AFROSAI-E. 

 

2. Scope of Work 

The scope of work for shuttle services includes, but is not limited to: 

• Transport between the OR Tambo International Airport and Pretoria-based hotels, or the 

AFROSAI-E premises. The address of the AFROSAI-E premises is:  

10 Hilden Road 

Lynnwood Manor 

Pretoria 

• Transport services may occasionally be required in and around Cape Town and Durban. Service 

providers wanting to subcontract this service in the other cities, are responsible for ensuring that 

the subcontractor meets the requirements of the main contractor. Supporting documentation for 

the subcontractor will be a condition of award. 

• Timely transportation of delegates to specified destinations. 

• Ensuring the safety and comfort of passengers during transit. 

 

3. Deliverables and General Requirements: 

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

• Timely and reliable shuttle transportation services. 

• Safety and comfort of passengers during transit. 

• Adherence to traffic laws, designated routes and pickup/drop-off points. 
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The successful bidder must meet the following general requirements: 

• Shuttle vehicles must be maintained and in good mechanical and physical condition throughout 

the contract period. 

• The shuttle service provider must appoint professional drivers with the necessary documentation 

in line with traffic regulations and other relevant legislation. 

• The shuttle service provider must have comprehensive motor insurance, third party liability 

insurance and passenger liability insurance. 

• The shuttle service provider must provide a company organogram indicating: 

o A key accounts manager responsible for all the operations and management of the account 

for the contract duration. 

o An administrative staff member who will execute all shuttle bookings, and 

o Professional drivers who hold the necessary documentation in line with traffic regulations 

and other relevant legislation. 

• The shuttle service provider shall provide an after-hours call service for the duration of the 

contract. 

 

4. Timeline 

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

three years. The contract period may be extended subject to a cost comparison and performance 

evaluation according to the SLA. The provider will be required to adhere to the agreed-upon deliverables 

and SLA. 

 

5. Evaluation Criteria 

Proposals will be evaluated based on the following criteria: 

• Experience of the service provider. 

• Fleet of available vehicles. 

• Experience of drivers. 

• Cost-effectiveness and value for money. 

 

6. Submission Requirements 

Interested shuttle service providers are requested to submit their proposals including: 

• Company profile and required supporting documentation. 

• Details of relevant experience and references. 
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• Proposed approach and methodology. Including description of available vehicles. 

• Cost estimate and pricing structure. 

 
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. 

• Annexure 2: Certificate of Intent to Submit a Bid. 

• Valid Professional Driving Permit (PrDP) and valid driver’s license of the drivers in the company's 

employ. 

 

Description 

 
Quantity 

Unit of 

Measure 
Rate Amount in ZAR 

Economy Sedan (5-seater) 50 Kilometres R R 

Luxury Sedan (5-seater) 50 Kilometres R R 

SUV (7-seater) 50 Kilometres R R 

Bus (22-seater) 50 Kilometres R R 

Passenger Bus (40-seater) 50 Kilometres R R 

Subtotal R 

VAT @ 15% R 

TOTAL** R 

** The above quantities are based on an estimate of a 50km distance travelled in one day. This is strictly for 

comparative purposes, and the total quantities over the contract duration will be much higher. Should you have an 

alternative offer, you must complete the above schedule and submit the alternative pricing schedule. 

 

7. Selection Process 

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

be required to provide proof of having the vehicular assets in their possession. 

 

8. Disclaimer 

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

negotiate with any qualified vendor, or to cancel the RFP process at any time without incurring any 

liability. Submission of a proposal implies acceptance of the terms and conditions outlined in this RFP 

document. 
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Submission Details: 

• Submission Deadline: 21 March 2025 at 11:00 

• Submission Address: Procurement@afrosai-e.org.za   

• Contact Person: Procurement Unit 

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

• The deadline for questions for clarity is 12 March 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 26 AFROSAI-E member 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 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 an 

AFROSAI-E employee? 

 

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

company. 

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

……………………………………………………………………………………………………………………………………………………………….. 
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d) 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: ___________________________________________________________ 
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Annexure 2 Certificate of Intent to Submit Bid  

 

CERTIFICATE OF INTENT TO SUBMIT BID: RFP FOR SHUTTLE SERVICES FOR AFROSAI-E 

 

Notes to Bidder: 

1. The duly completed certificate of intention to submit a bid must be submitted by whoever intends 

to respond to this particular bid at the latest 7 days after the bid advertisement. 

2. Late notification of intention to submit the certificate of intent may render the bidder non-

responsive and AFROSAI-E does not accept responsibility for any communication not received by 

the bidder timeously. 

3. Should you intend to submit a bid for this Request for Proposal, please complete and sign the 

certificate and email the completed document to procurement@afrosai-e.org.za. This will inform 

AFROSAI-E of whom to share any addenda or answers to questions of clarity during the bid 

advertisement period. 

4. AFROSAI-E shall send all correspondence only to the bidder’s email address as provided herein. 

 

 

This is to certify that I, …………………………………………………………………….representative of 

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

of 

(address)……………………………………………………………………………………………………………………………………………………

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

Telephone number: ………………………………………………………………………………………………………………………………. 

E-mail: …………………………………………………………………………………………………………………………………………………… 

Intends to submit a bid in response to the Request for Proposal for Shuttle Services February 2025. 

Signature: ______________________________________________________ 

 

Date: ___________________________________________________________ 
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