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PART A 
INVITATION TO BID 

YOU ARE HEREBY INVITED TO BID FOR REQUIREMENTS OF THE INGONYAMA TRUST BOARD 

BID NUMBER: ITB/15/10/2026 CLOSING DATE: 30/10/2026 CLOSING TIME: 14h00 

DESCRIPTION 
APPOINTMENT OF A SERVICE PROVIDER FOR THE PROVISION OF DATA VALIDATION, CAPTURING OF LEASE 
INFORMATION ON LEASE PORTAL AND DEBT COLLECTION SERVICES. 

BID RESPONSE MUST BE EMAILED TO 

melody.ngubo@ingonyamatrust.org.za  

 

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

CONTACT PERSON Ms. M Ngubo CONTACT PERSON Mr S Mkhize 

TELEPHONE NUMBER 033 846 9958/ 071 882 9592 TELEPHONE NUMBER 033 846 9961/ 069 007 4747 

FACSIMILE NUMBER  FACSIMILE NUMBER  

E-MAIL ADDRESS melody.ngubo@ingonyamatrust.org.za E-MAIL ADDRESS sanele.mkhize@ingonyamatrust.org.za 

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  

SUPPLIER 
COMPLIANCE 
STATUS 

TAX 
COMPLIANCE 
SYSTEM PIN: 

 

OR 

CENTRAL 
SUPPLIER 
DATABASE 
No:  MAAA 

B-BBEE STATUS 
LEVEL VERIFICATION 
CERTIFICATE 
 

TICK APPLICABLE BOX] 
 
 

 Yes                      No 
 

B-BBEE STATUS LEVEL 
SWORN AFFIDAVIT   
 
 

[TICK APPLICABLE BOX] 
 
 

 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 THE 
QUESTIONNAIRE BELOW ] 
 

QUESTIONNAIRE TO BIDDING FOREIGN SUPPLIERS 

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

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

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

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

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 BELOW.  
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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 IN THE MANNER 
PRESCRIBED IN THE BID DOCUMENT. 

1.3. THIS BID IS SUBJECT TO THE PREFERENTIAL PROCUREMENT POLICY FRAMEWORK ACT, 2000 AND THE PREFERENTIAL 
PROCUREMENT REGULATIONS, THE GENERAL CONDITIONS OF CONTRACT (GCC) AND, IF APPLICABLE, ANY OTHER 
SPECIAL CONDITIONS OF CONTRACT. 

1.4. THE SUCCESSFUL BIDDER WILL BE REQUIRED TO FILL IN AND SIGN A WRITTEN CONTRACT FORM (SBD7). 

 
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 VERIFY THE TAXPAYER’S PROFILE AND TAX STATUS. 

2.3 APPLICATION FOR TAX COMPLIANCE STATUS (TCS) PIN MAY BE MADE VIA E-FILING THROUGH THE SARS WEBSITE 
WWW.SARS.GOV.ZA. 

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

2.5 IN BIDS WHERE CONSORTIA / JOINT VENTURES / SUB-CONTRACTORS ARE INVOLVED, EACH PARTY MUST SUBMIT A 
SEPARATE   TCS CERTIFICATE / PIN / CSD NUMBER. 

2.6 WHERE NO TCS PIN IS AVAILABLE BUT THE BIDDER IS REGISTERED ON THE CENTRAL SUPPLIER DATABASE (CSD), A CSD 
NUMBER MUST BE PROVIDED.  

2.7 NO BIDS WILL BE CONSIDERED FROM PERSONS IN THE SERVICE OF THE STATE, COMPANIES WITH DIRECTORS WHO ARE 
PERSONS IN THE SERVICE OF THE STATE, OR CLOSE CORPORATIONS WITH MEMBERS PERSONS IN THE SERVICE OF THE 
STATE.” 

 

NB: FAILURE TO PROVIDE / OR COMPLY WITH ANY OF THE ABOVE PARTICULARS MAY RENDER THE BID INVALID. 
 

SIGNATURE OF BIDDER:     …………………………………………… 
 
CAPACITY UNDER WHICH THIS BID IS SIGNED:  …………………………………………… 
(Proof of authority must be submitted e.g. company resolution) 
 
DATE:        …………………………………………... 
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PRICING SCHEDULE 
 

 

 
NAME OF BIDDER: ……………………………………………………………………………………………………. 

 
BID NO.:  ITB/15/10/2026                    CLOSING DATE: 30/10/2026                     CLOSING TIME: 14H00 PM  

 
OFFER TO BE VALID FOR 60 DAYS FROM THE CLOSING DATE OF BID. 
 

 

DESCRIPITION & PRICE DETAILS OF SERVICE REQUIRED 
 

APPOINTMENT OF A SERVICE PROVIDER TO ASSIST WITH DATA VALIDATION AND 

CAPTURING OF LEASE INFORMATION INTO THE LEASE PORTAL. 

 

NO. DESCRIPTION TOTAL 

1. Contract One: Data Cleansing, Lease Verification and Revenue Data 
Integrity. 
(as per specification) 

 

2. Contract Two: Debt Collection, Debtor Account Resolution and 
Revenue Recovery. 
(as per specification) 

 

SUB-TOTAL  

VAT @ 15%  

TOTAL  

 

 
Amount in words. ____________________________________________________________ 
 

___________________________________________________________________________ 

 

 
I (full name) , in my capacity as  , the 

duly authorized representative of  (business name) hereby declares 

that the offer is in accordance with the attached specification, notes to suppliers & accepts all conditions/clauses contained in the 

said documents. 

 

Signature of duly authorised representative 

 

Date:  

 

 

NB: failure to sign this price page will invalidate the bid/quote. 
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BIDDER’S DISCLOSURE 
 
1. PURPOSE OF THE FORM 
 
1.1 Any person (natural or juristic) may make an offer or offers in terms of this invitation to bid. In 

line with the principles of transparency, accountability, impartiality, and ethics as enshrined in 
the Constitution of the Republic of South Africa, 1996 (Constitution), and further expressed in 
the various applicable legislation, it is required for the bidder to make this declaration in 
respect of the details required hereunder. 
 

1.2 If a person is listed in the Register for Tender Defaulters and/or the List of Restricted 
Suppliers, that person will automatically be disqualified from the bid process.  

 
2. DECLARATION ON EMPLOYMENT BY ORGAN OF STATE 

 
2.1 Is the bidder, or any of the directors / trustees / shareholders / members / partners of the 

bidder employed by an organ of state, as defined in section 239 of the Constitution? 
 YES/NO  

 
2.2  If YES, furnish particulars of the names, individual identity numbers, in the table below: 
 
  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
2.3 Do you, or any person connected with the bidder, have a relationship with any person who is 

employed by the procuring institution? YES/NO 
 

2.3.1 If so, furnish particulars: 
 
…………………………………………………………………………………………………………
…………………………………………………………………………………………………………
………………………………… 

Full Name Identity Number Name of organ of 
state  
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2.4 Does the bidder or any of its directors/trustees/shareholders members/partners or any person 

having a controlling interest in the enterprise have any interest in any other related enterprise, 
whether or not they are bidding for this contract?    YES/NO 

 
2.4.1 If so, indicate all companies registered in the CSD in the table below: 

 
Supplier registration number 
(MAAA) 

Status (active/inactive/deleted) 

  
  
  
  
  

 
Failure to disclose all CSD-registered active companies linked to all Directors will lead to 
disqualification. 

 
3 GENERAL DECLARATION 

 
I, ……………………………………………………................................., the undersigned, in 
submitting the accompanying bid, do hereby make the following statements that I certify to be 
true and complete in every respect: 

 
3.1 I have read and I understand the contents of this disclosure. 
 
3.2 I understand that the accompanying bid will be disqualified if this disclosure is found to be false. 
 
3.3 The bidder has arrived at the accompanying bid independently from, and without consultation, 

communication, agreement or arrangement with any competitor.  
 

3.4 In addition, there have been no consultations, communications, agreements or arrangements 
with any competitor regarding the quality, quantity, specifications, prices, including methods, 
factors or formulas used to calculate prices, market allocation, the intention or decision to 
submit or not to submit the bid, bidding with the intention not to win the bid and conditions or 
delivery particulars of the products or services to which this bid invitation relates. 

 
3.5 The terms of the accompanying bid have not been, and will not be, disclosed by the bidder, 

directly or indirectly, to any competitor, prior to the date and time of the official bid opening or 
of the awarding of the contract. 

 
3.6 There have been no consultations, communications, agreements or arrangements made by 

the bidder with any official of the procuring institution in relation to this procurement process 
prior to and during the bidding process except to provide clarification on the bid submitted 
where so required by the institution; and the bidder was not involved in the drafting of the 
specifications or terms of reference for this bid. 

 
3.7 I am aware that, in addition and without prejudice to any other remedy provided to combat any 

restrictive practices related to bids and contracts, bids that are suspicious will be reported to 
the Competition Commission for investigation and possible imposition of administrative 
penalties in terms of section 59 of the Competition Act, 1998 (Act No. 89 of 1998) and or may 
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be referred to law enforcement agencies for criminal investigation and or may be restricted 
from conducting business with the state for a period not exceeding 10 years in terms of the 
Prevention and Combating of Corrupt Activities Act, 2004 (Act No. 12 of 2004) or any other 
applicable legislation. 

 
    I CERTIFY THAT THE ABOVE IS CORRECT. 

  
I ACCEPT THAT THE PROCURING INSTITUTION MAY REJECT THE BID OR TAKE 

APPROPRIATE ACTION AGAINST ME IF THIS DECLARATION IS FALSE.   

 
 
………………………………  ………………………………………… 
            Signature                                                        Date 
 
 
………………………………       ………………………………………... 
 Designation Name of bidder 
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                       SBD 6.1 
 

PREFERENCE POINTS CLAIM FORM IN TERMS OF THE PREFERENTIAL PROCUREMENT 
REGULATIONS 2022 

 
 

This preference form must form part of all tenders invited.  It contains general information and 
serves as a claim form for preference points for specific goals.  
 
NB: BEFORE COMPLETING THIS FORM, TENDERERS MUST STUDY THE GENERAL 

CONDITIONS, DEFINITIONS AND DIRECTIVES APPLICABLE IN RESPECT OF THE 
TENDER AND PREFERENTIAL PROCUREMENT REGULATIONS, 2022 

 

 
1. GENERAL CONDITIONS 

1.1 The following preference point systems are applicable to invitations to tender: 

- the 80/20 system for requirements with a Rand value of up to R50 000 000 (all 
applicable taxes included); and  

- the 90/10 system for requirements with a Rand value above R50 000 000 (all applicable 
taxes included). 

 
1.2 To be completed by the organ of state 

a) The applicable preference point system for this tender is the 80/20 preference point 
system. 
 

1.3 Points for this tender (even in the case of a tender for income-generating contracts) shall 
be awarded for:  

(a) Price; and 

(b) Specific Goals. 

1.4 To be completed by the organ of state: 

The maximum points for this tender are allocated as follows: 

 POINTS 

PRICE 80 

SPECIFIC GOALS 20 

Total points for Price and SPECIFIC 
GOALS  

100 

 

1.5 Failure on the part of a tenderer to submit proof or documentation required in terms of this 
tender to claim points for specific goals with the tender, will be interpreted to mean that 
preference points for specific goals are not claimed. 

 

1.6 The organ of state reserves the right to require of a tenderer, either before a tender is 
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adjudicated or at any time subsequently, to substantiate any claim regarding preferences, in 
any manner required by the organ of state. 

 

2. DEFINITIONS 

(a)  “tender” means a written offer in the form determined by an organ of state in response to 
an invitation to provide goods or services through price quotations, competitive tendering 
process or any other method envisaged in legislation.  

(b) “price” means an amount of money tendered for goods or services and includes all 
applicable taxes less all unconditional discounts.  

(c) “Rand value” means the total estimated value of a contract in Rand, calculated at the time 
of bid invitation, and includes all applicable taxes.  

(d) “tender for income-generating contracts” means a written offer in the form determined by 
an organ of state in response to an invitation for the origination of income-generating 
contracts through any method envisaged in legislation that will result in a legal agreement 
between the organ of state and a third party that produces revenue for the organ of state, and 
includes, but is not limited to, leasing and disposal of assets and concession contracts, 
excluding direct sales and disposal of assets through public auctions; and  

(e) “the Act” means the Preferential Procurement Policy Framework Act, 2000 (Act No. 5 of 
2000).   

 

3. FORMULAE FOR PROCUREMENT OF GOODS AND SERVICES 

 

3.1. POINTS AWARDED FOR PRICE 
 

3.1.1   THE 80/20 OR 90/10 PREFERENCE POINT SYSTEMS  

 A maximum of 80 or 90 points is allocated for price on the following basis: 
 
  80/20 or 90/10  
 

 𝑷𝒔 = 𝟖𝟎(𝟏 −
𝑷𝒕−𝑷𝒎𝒊𝒏

𝑷𝒎𝒊𝒏
) or 𝑷𝒔 = 𝟗𝟎(𝟏 −

𝑷𝒕−𝑷𝒎𝒊𝒏

𝑷𝒎𝒊𝒏
) 

 Where 

 Ps = Points scored for price of tender under consideration 

 Pt = Price of tender under consideration 

 Pmin = Price of lowest acceptable tender 

 

 

4. POINTS AWARDED FOR SPECIFIC GOALS  

 

4.1. In terms of Regulation 4(2); 5(2); 6(2) and 7(2) of the Preferential Procurement Regulations, 
preference points must be awarded for specific goals stated in the tender. For the purposes 
of this tender the tenderer will be allocated points based on the goals stated in table 1 below 
as may be supported by proof/ documentation stated in the conditions of this tender:  
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4.2. In cases where organs of state intend to use Regulation 3(2) of the Regulations, which states 
that, if it is unclear whether the 80/20 or 90/10 preference point system applies, an organ of 
state must, in the tender documents, stipulate in the case of—  

(a) an invitation for tender for income-generating contracts, that either the 80/20 or 90/10 
preference point system will apply and that the highest acceptable tender will be used 
to determine the applicable preference point system: or 
  

(b) any other invitation for tender, that either the 80/20 or 90/10 preference point system 
will apply and that the lowest acceptable tender will be used to determine the 
applicable preference point system,   

then the organ of state must indicate the points allocated for specific goals for both the 90/10 
and 80/20 preference point system.  

Table 1: Specific goals for the tender and points claimed are indicated per the table below.  

(Note to organs of state: Where either the 90/10 or 80/20 preference point system is 
applicable, corresponding points must also be indicated as such.  

Note to tenderers: The tenderer must indicate how they claim points for each preference 
point system.)   

The specific goals allocated points 
in terms of this tender 

Number of points 

allocated 

(80/20 system) 

(To be completed 
by the organ of 

state) 

Number of points 
claimed (80/20 

system) 

(To be completed 
by the tenderer) 

100% black ownership. 20  

 

REQUIRED PROOF. 

1. CSD report not older than two (2) month showing ownership details. 
2. Company Registration document 
3. ID copy of director(s) 

 

 DECLARATION WITH REGARD TO COMPANY/FIRM 
 
4.3. Name of company/firm……………………………………………………………………. 

4.4. Company registration number: …………………………………………………………... 

4.5. TYPE OF COMPANY/ FIRM 

 Partnership/Joint Venture / Consortium 

 One-person business/sole propriety 

 Close corporation 

 Public Company 

 Personal Liability Company 

 (Pty) Limited  

 Non-Profit Company 
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 State Owned Company 
[TICK APPLICABLE BOX] 

 
4.6. I, the undersigned, who is duly authorised to do so on behalf of the company/firm, certify 

that the points claimed, based on the specific goals as advised in the tender, qualifies the 

company/ firm for the preference(s) shown and I acknowledge that: 

i) The information furnished is true and correct. 

ii) The preference points claimed are in accordance with the General Conditions as 
indicated in paragraph 1 of this form. 

iii) In the event of a contract being awarded as a result of points claimed as shown in 
paragraphs 1.4 and 4.2, the contractor may be required to furnish documentary proof to 
the satisfaction of the organ of state that the claims are correct.  

iv) If the specific goals have been claimed or obtained on a fraudulent basis or any of the 
conditions of contract have not been fulfilled, the organ of state may, in addition to any 
other remedy it may have – 

 
(a) Disqualify the person from the tendering process. 

(b) Recover costs, losses, or damages it has incurred or suffered as a result 
of that person’s conduct. 

(c) Cancel the contract and claim any damages which it has suffered as a 
result of having to make less favourable arrangements due to such 
cancellation. 

(d) Recommend that the tenderer or contractor, its shareholders, and 
directors, or only the shareholders and directors who acted on a fraudulent 
basis, be restricted from obtaining business from any organ of state for a 
period not exceeding 10 years, after the audi alteram partem (hear the 
other side) rule has been applied; and 

(e) Forward the matter for criminal prosecution, if deemed necessary. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 

 
………………………………………. 

SIGNATURE(S) OF TENDERER(S) 
 
SURNAME AND NAME:  ………………………………………………………. 
DATE:   ……………………………………………………… 

ADDRESS:  ……………………………………………………… 

   ……………………………………………………… 

  ……………………………………………………… 
  ……………………………………………………… 
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          SBD 7.1 

CONTRACT FORM - PURCHASE OF GOODS/WORKS 
 

THIS FORM MUST BE FILLED IN DUPLICATE BY BOTH THE SUCCESSFUL BIDDER (PART 

1) AND THE PURCHASER (PART 2).  BOTH FORMS MUST BE SIGNED IN THE ORIGINAL SO 

THAT THE SUCCESSFUL BIDDER AND THE PURCHASER WOULD BE IN POSSESSION OF 

ORIGINALLY SIGNED CONTRACTS FOR THEIR RESPECTIVE RECORDS. 

 

PART 1 (TO BE FILLED IN BY THE BIDDER) 
 

1. I hereby undertake to supply all or any of the goods and/or works described in the attached bidding 

documents to (name of institution)………..…………………………. in accordance with the 

requirements and specifications stipulated in bid number………..……….. at the price/s quoted.  My 

offer/s remain binding upon me and open for acceptance by the purchaser during the validity period 

indicated and calculated from the closing time of bid. 

 

2. The following documents shall be deemed to form and be read and construed as part of this agreement: 

 

(i) Bidding documents, viz 

- Invitation to bid; 

- Proof of tax compliance status; 

- Pricing schedule(s); 

- Technical Specification(s); 

- Preference claim form for Preferential Procurement in terms of the Preferential 

Procurement Regulations; 

- Bidder’s Disclosure form; 

- Special Conditions of Contract; 

(ii) General Conditions of Contract; and 

(iii) Other (specify) 

 

3. I confirm that I have satisfied myself as to the correctness and validity of my bid; that the price(s) and 

rate(s) quoted cover all the goods and/or works specified in the bidding documents; that the price(s) 

and rate(s) cover all my obligations and I accept that any mistakes regarding price(s) and rate(s) and 

calculations will be at my own risk. 

 

4. I accept full responsibility for the proper execution and fulfilment of all obligations and conditions 

devolving on me under this agreement as the principal liable for the due fulfillment of this contract. 

 

5. I declare that I have no participation in any collusive practices with any bidder or any other person 

regarding this or any other bid. 

 

6. I confirm that I am duly authorised to sign this contract. 

 

NAME (PRINT)  …………………………………………. 

 

CAPACITY              …………………………………………. 
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SIGNATURE             …………………………………………. 

 

NAME OF FIRM  …………………………………………. 

 

DATE               ………………………………………….. 
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INGONYAMA TRUST BOARD HEREBY INVITES INTERESTED SERVICE PROVIDERS TO 

QUOTE FOR THE DATA VALIDATION AND CAPTURING OF LEASE INFORMATION INTO THE 

LEASE PORTAL: 

 

BID NUMBER: ITB/15/10/2026 

CLOSING DATE: 30/10/2026 @14:00PM 

 

TERMS OF REFERENCE 

1. BACKGROUND AND MOTIVATION 

The recent audit process identified weaknesses in lease administration, the management of expired 

and terminated leases, debtor account verification, revenue billing and the assessment of 

outstanding receivables. These matters require focused intervention to improve the integrity of 

financial records and ensure that amounts due to the Trust are accurately identified, billed and 

actively pursued. 

The existing Finance team is responsible for essential operational functions, including invoicing, 

CASAC payment processing, allocation of debtor receipts, debtor administration, reconciliations and 

other routine financial activities. The additional work required to address historical data deficiencies 

and undertake sustained debt-collection activities cannot reasonably be accommodated within the 

existing capacity without potentially compromising these operational responsibilities. 

It is therefore necessary to obtain dedicated external capacity to undertake the required work within 

a defined period, with clear deliverables and measurable performance indicators. 

It is proposed that the work be divided into two contracts because data cleansing and debt collection 

are distinct but interdependent functions. Data cleansing focuses on establishing accurate, complete 

and reliable debtor and lease records, while debt collection focuses on pursuing outstanding 

amounts using verified account information. 
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2. CONTRACT 1: DATA CLEANSING, LEASE VERIFICATION AND REVENUE DATA 

INTEGRITY 

2.1 Objective 

The objective of this contract is to improve the completeness, accuracy, consistency and reliability 

of lease documentation, debtor master data and supporting financial records. The assignment will 

establish a reliable information base for billing, financial reporting, impairment assessments and debt 

collection. 

2.2  Scope of work 

The appointed service provider will be required to undertake the following activities: 

A. Lease documentation management 

• Retrieve physical and electronic lease agreements and supporting documentation from 

available records and archives. 

• Scan and upload available lease agreements and supporting documents onto the lease 

portal. 

• Ensure that documents are correctly indexed and linked to the relevant debtor, lessee, 

property and lease record. 

• Identify missing, unsigned, incomplete, expired and terminated lease agreements. 

• Maintain a comprehensive register of lease documents located, reviewed, uploaded, 

outstanding or unavailable. 

• Reconcile lease documentation on the portal against available Finance and Land 

Management records. 

B. Lease data verification and cleansing 

Verify the information recorded on the lease portal against the applicable lease agreement, 

supporting documentation and Finance records, including: 

• Lessee and debtor details, including available contact information. 

• Leased property and Traditional Council area. 

• Occupation status and current land use, where verifiable. 

• Lease commencement, expiry, renewal and termination dates. 

• Base rental, escalation provisions and turnover-rental terms. 

• Billing status and the consistency of lease information across relevant systems. 

Discrepancies must be recorded in an exception register and referred to the responsible Trust 

officials for validation and authorised correction. The service provider must not independently 

change contractual terms, approve lease renewals or make unauthorised adjustments to financial 

records. 
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C. Debtor master data and account cleansing 

• Review debtor master records to identify duplicate, incomplete, inaccurate or inconsistent 

information. 

• Identify accounts with missing supporting documentation, incorrect debtor classifications or 

unresolved account-identification issues. 

• Compare debtor master data with available lease records, billing records, receipts and 

supporting documentation. 

• Identify differences between the debtor subledger and the general ledger and prepare 

reconciliation schedules. 

• Investigate unexplained balances, unapplied receipts, billing inconsistencies and other 

exceptions affecting the accuracy of debtor accounts. 

• Prepare schedules of accounts requiring correction, reallocation, adjustment or further 

investigation. 

D. Turnover lease and billing verification 

• Identify and maintain a complete register of turnover-based leases. 

• Review financial information received and calculate turnover rental in accordance with the 

applicable contractual provisions. 

• Compare calculated turnover rental with the base rental already invoiced. 

• Quantify potential additional rental due and prepare supporting schedules for Finance to 

verify, approve and invoice. 

• Identify possible continued billing after lease expiry or termination, and other billing errors 

requiring investigation. 

• Reconcile the relevant lease information to the billing system and report unresolved 

discrepancies. 

2.3  Key deliverables 

The service provider will be required to submit: 

1. A comprehensive lease register and a register of lease documentation reviewed and 

uploaded. 

2. A schedule of missing, incomplete, expired and terminated lease agreements. 

3. A reconciled schedule of lease information requiring correction on the portal. 

4. A debtor master-data cleansing report identifying duplicates, omissions and inaccuracies. 

5. Debtor subledger and general ledger reconciliation schedules, with unresolved differences 

clearly identified. 

6. A turnover lease register and supporting calculations of potential additional rental. 

7. A schedule of billing exceptions, including potential continued billing and unbilled revenue. 

8. An exception register showing the nature of each discrepancy, its financial impact where 

quantifiable, the action required and the responsible official. 

9. A final report detailing corrections completed, items referred for approval, outstanding matters 

and recommendations for preventing recurrence. 
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2.4 Expected outcome 

The contract should result in more complete lease documentation, improved debtor master data, 

better-supported billing records and reliable schedules of outstanding exceptions. It should also 

provide a stronger evidential basis for assessing debtor balances, preparing annual financial 

statements and supporting audit responses. 

3. PROPOSED CONTRACT 2: DEBT COLLECTION, DEBTOR ACCOUNT RESOLUTION 

AND REVENUE RECOVERY 

3.1 Objective 

The objective of this contract is to strengthen the collection of outstanding debts, improve the 

resolution of overdue debtor accounts and maximise the recovery of amounts legally and 

contractually due to the Trust. 

The assignment will focus on active debt collection, particularly long-outstanding balances and 

accounts associated with expired or terminated leases, while supporting appropriate recoverability 

assessments for financial reporting purposes. 

3.2 Scope of work 

The appointed service provider will be required to undertake the following activities: 

A. Debtor portfolio assessment and prioritization 

• Review the outstanding debtor portfolio and prioritize accounts according to the value of debt, 

age of the balance, available supporting documentation, recovery prospects and risk of non-

recovery. 

• Develop a debtor collection plan with defined actions, deadlines and follow-up dates. 

• Identify high-value, long-outstanding and potentially recoverable accounts requiring urgent 

intervention. 

• Coordinate with the Data Cleansing service provider to obtain verified account information 

and resolve data-related obstacles to collection. 

B. Debtor engagement and collection activities 

• Issue or facilitate the issuing of statements, payment reminders and formal demands in 

accordance with approved Trust procedures. 

• Trace debtors and update available contact information through lawful and authorised 

processes. 

• Contact debtors to confirm outstanding balances, request payment and resolve disputes. 

• Maintain a record of all collection activities, correspondence, commitments and responses. 

• Follow up consistently on overdue accounts and escalate non-responsive debtors. 

• Negotiate proposed payment arrangements within the authority delegated by the Trust. 
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• Monitor compliance with approved payment arrangements and initiate further action where 

commitments are not honoured. 

C. Expired and terminated lease accounts 

• Review outstanding debts associated with expired and terminated leases. 

• Liaise with Land Management and Traditional Councils, where necessary, to confirm 

occupation, current land use and the status of lessees. 

• Distinguish between outstanding amounts arising before termination, amounts validly 

chargeable thereafter and balances requiring further investigation. 

• Identify accounts requiring legal review or other formal recovery action. 

• Recommend appropriate escalation measures for accounts where voluntary collection efforts 

have been unsuccessful. 

The service provider must not assume that the termination or expiry of a lease automatically 

extinguishes an outstanding debt. Equally, further billing must be supported by a valid contractual 

or other lawful basis and confirmed by authorised Trust officials. 

D. Turnover rental and other additional revenue recovery 

• Follow up on amounts identified by Finance through the turnover lease review. 

• Support the collection of additional rental after the Trust has verified the calculations and 

issued the relevant invoices. 

• Monitor the payment status of outstanding turnover rental and other approved charges. 

• Follow up on unpaid invoices and report disputed amounts requiring further investigation. 

E. Recoverability assessment and impairment support 

• Assess debtor accounts using available payment histories, ageing information, 

correspondence, payment commitments and evidence of collection efforts. 

• Categorise accounts according to their recovery status, including accounts under active 

collection, accounts subject to payment arrangements, disputed accounts, accounts requiring 

legal escalation and accounts with limited recovery prospects. 

• Prepare supporting schedules for the Finance Department's assessment of expected credit 

losses and the impairment provision. 

• Identify accounts requiring further evidence, specific review or consideration under the 

applicable accounting framework and approved accounting policies. 

• Provide documented recommendations on the appropriate next steps for unresolved and 

potentially irrecoverable balances. 

The service provider will provide evidence and recommendations to support the Trust's impairment 

assessment. Decisions on impairment, write-offs and accounting adjustments will remain with 

authorised Trust officials. 
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3.3 Key deliverables 

The service provider will be required to submit: 

1. A debtor collection strategy and prioritized collection register. 

2. A schedule of outstanding debt by age, value, debtor and recovery status. 

3. Records of statements, demands, calls, correspondence and other collection actions. 

4. A schedule of payment arrangements concluded, amounts committed, amounts collected and 

arrangements in default. 

5. A schedule of debts associated with expired and terminated leases, including actions taken 

and outstanding issues. 

6. A schedule of turnover rental and other verified additional revenue referred for collection. 

7. A record of amounts recovered during the contract, supported by evidence of receipts and 

allocation, where available. 

8. A schedule of disputed, untraceable, legally escalated and potentially irrecoverable accounts. 

9. Recoverability assessments and supporting evidence for use by the Finance Department in 

assessing impairment. 

10. A final report detailing collection performance, outstanding risks, unresolved accounts and 

recommendations for sustained debt recovery. 

3.4 Expected outcome 

The contract should improve collection follow-up, increase accountability for overdue accounts, 

support the recovery of outstanding amounts and strengthen the evidence available for assessing 

the recoverability of receivables. 

Actual collections will depend on debtor circumstances, the validity of the amounts due, the 

availability of supporting records and other factors outside the service provider's direct control. 

Performance should therefore be assessed using both financial outcomes and verified collection 

activities. 

4. CONTRACT PERIOD AND RESOURCE REQUIREMENTS 

Both contracts are proposed for the period 3 November 2026 to 02 March 2027, subject to 

completion of the applicable procurement and appointment processes. 

The Trust should invite suitably qualified service providers with demonstrable experience relevant 

to the respective assignments. The resource requirements should be tailored to each contract. 

For Contract 1, the proposed team should include, at a minimum: 

• One Senior Accountant with at least three years' relevant experience in annual financial 

statements, reconciliations, financial reporting and audit support. 

• One Junior Accountant with at least two years' relevant accounting experience, including data 

verification, account analysis, reconciliations and document management. 
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For Contract 2, the proposed team should include:  

• suitably experienced debt-collection and debtor-management personnel with demonstrated 

competence in debtor tracing, collection procedures, account resolution, payment 

arrangements, recoverability assessments and the preparation of supporting reports (3-5 

years’ experience) 

• Accounting and financial reporting expertise should be available to support impairment-

related work (3-5 years’ experience). 

Bidders should submit their proposed staffing structure, qualifications, relevant experience, 

availability, work plan, deliverables, performance measures and total fees for the four-month 

assignment. 

5. SUPERVISION, COORDINATION AND PERFORMANCE MONITORING 

The contracts will be administered by the Trust through the designated Finance management 

structures, with oversight by the Manager responsible for Debt Collection and other relevant officials, 

as appropriate. 

Each service provider must submit a weekly written progress report covering: 

• Work completed against the approved work plan. 

• Progress against agreed deliverables and performance indicators. 

• Exceptions identified and actions taken. 

• Amounts identified for billing or referred for collection. 

• Amounts collected and supported by available evidence. 

• Outstanding information, documents and decisions required from the Trust. 

• Risks, delays and matters requiring escalation. 

• Planned activities for the following week. 

A formal monthly performance review should be conducted to assess progress against agreed 

targets and resolve operational obstacles. A comprehensive close-out report must be submitted at 

the end of the contract. 

 

__________________________________________________________________________ 
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EVALUATION CRITERIA 

 
COMPLIANCE ASSESSMENT- EVALUATION CRITERIA 

 

1.Phase one: Compulsory returnable documents 

 

a. Duly completed SBD document 

b. Company Profile 

c. Three (3) contactable references where the company has performed the same of 

similar assignments. 

d. Proposed reform methodology 

e. Four-week work plan  

f. Proposed team with their CV’s (experience 3-5 years and above) 

g. Key outputs/outcomes 

h. Measurable deliverables 

i. Quality Control Arrangements 

j. Assumptions and Ingonyama Trust dependencies 

k. Financial Proposal 

l. Total Cost for each Contract 

m. CSD document not older that two (2) months from the closing date of quotation 

n. Valid Tax Compliant Status Pin issued by the South African Revenue Service. 

o. Company Registration Documents 

 

 

Failure to comply with the above requirements will result in disqualification, and the 

quotation will not be considered for further evaluation. 

 

2.Phase two: Pricing and specific goals (80/20 point system) 
 

During this process the service provider will be evaluated on the 80/20 Preference Point 
system: 

 

Price 
Points 

Specific Goals 
(20) 

Total Points 

 100% Black ownership  

80 20 100 

 
______________________________________________________________________________ 

SUBMITTING OF QUOTATION: 
 

• Prospective suppliers must be registered on Central Supplier Database. 

• Quotation must be emailed to melody.ngubo@ingonyamatrust.org.za 

• No late quotation after closing date and time will be accepted. 
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