
 
 

 
 

 
 

REQUEST FOR QUOTATIONS (RFQ)/ PROPOSALS (RFP) 
PROCUREMENT OF GOODS AND SERVICES  

 
DESCRIPTION OF WORK: 

 
APPOINTMENT OF A SERVICE PROVIDER FOR THE LAYOUT AND 

DESIGN OF THE 2026/2027 CORPORATE PLAN AND REVISED 
STRATEGIC PLAN FOR 2025 - 2029 

 
 

QUOTATION NUMBER: RFQ00804-25/26  

  

CLOSING Date:  03 February 2026  

 Time:  12:00 
 

 

  

 
Compulsory Site Visit: 

Yes  No X  

 
If Yes, Date and time of compulsory briefing 
session: 
 
Date:  
Time:  
Venue:  
 

 

 

DETAILS OF RESPONDENT 
 
Name of bidder:  

 
CSD Registration 

Number:   
 

MAAA -  
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REQUEST FOR QUOTATIONS (RFQ)  
 

1. GENERAL CONDITIONS OF THE RFQ:  
 

1.1. The 80/20 evaluation criteria for requirements with a Rand value of up to R50 000 000.00 (all 
applicable taxes included) will be used for this bid. 

1.2. The value of this bid is estimated not to exceed R1 000 000.00 (all applicable taxes included). 
1.3. Submit proof of Central Suppliers Database registration 
1.4. Fully comply with the scope of work / service or (Attached Scope of work / service). 
1.5. Submit valid quotation with company details including price, company address, registration number, 

VAT number (if applicable) and pricing schedule 
1.6. Complete the attached declaration forms (SBD 4 & 6.1) 
1.7. This bid will be evaluated on functionality. 
 
  

2. SCOPE OF WORK / SERVICE(S) 
 

 
No. 

 
Item Description 

1 
LAYOUT AND DESIGN OF THE 2026/2027 CORPORATE PLAN AND REVISED 
STRATEGIC PLAN FOR 2025 - 2029 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

INITIALS AND SURNAME:  
 
 
SIGNATURE:   
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SECTION 2: TERMS OF REFERENCE   

 

1. Purpose of Tender 
 

1.1 The purpose of this project is to appoint a capable service provider for the layout 

and design of the Corporate Plan (Annual Performance Plan) for 2026/27 and 

the Revised Strategic Plan for 2025-2029 for publication in the MEGA website 

in line with the requirement by the Department of Planning, Monitoring and 

Evaluation (DPME). 

1.2 DPME requires government departments and entities to publish its statutory 

reports on their website so that it may be easily accessible to the public.  

 

2.  Key Deliverables / Scope 
 

2.1 The service provider will be required to deliver on the following:  

a) Production, design and Layout of the Corporate Plan for 2026/27 and the Revised 

Strategic Plan for 2025-2029, taking into account the specified theme and the MEGA 

corporate identity guidelines.  

b) Editing and proof-reading of the content to ensure consistency of language style and 

appropriate use of language. 

c) Packaging and production – including formatting and packaging of the report for 

electronic delivery.  

d) Design and Typesetting Design (layout): 

i. Two-word documents will be supplied by MEGA.  

ii. The successful bidder will be expected to thoroughly edit all the content 

provided. MEGA will be responsible for the final sign-off of the designed 

documents.  

iii. Design and Typesetting Design and typesetting will be done on edited and 

approved text, with at least three (2) alternative designs to be forwarded to 

MEGA. 

iv. A soft copy will be provided to MEGA for final approval.  

v. The following must be noted:  

• Final document to be in A4 size. 
• Successful service provider will be responsible for providing illustrative 

images whilst MEGA shall be responsible for supplying photos of the 
executives, board and its projects. 

• MEGA shall be responsible for providing its corporate identity manual and 
logo. 
 

vi. Electronic copy of the Final Documents to be supplied as follows: 

• Two digital PDF format for the MEGA website and other online platforms. 
• Two Reports in PDF Format (print ready). 
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3. Roles & Responsibilities  

 
3.1 The Head: Corporate Strategy is the project lead.  

3.2 The service provider will work with the project lead throughout the project 

implementation. 

3.3 Deliverables of the project and project sign off will be done by the project lead.  

 
4. Evaluation Criteria  

 
4.1 Evaluation will be carried out on the Functionality and the Preferential Point 

System (Specific Goals and Price). The following preference point systems 

are applicable to all bids:  

a) The 80/20 system for requirements with a Rand value of up to R1 000 000 

(all applicable taxes included).  

b) The 90/10 system for requirements with a Rand value above R1 000 000 (all 

applicable taxes included).  

4.2 The value of this bid is estimated not to exceed R1 000 000 (all applicable 

taxes included) and therefore the 80/20 system shall be applicable .  

4.3 The successful service provider shall also be expected to effect all changes 

received from the Head: Corporate Strategy from time to time until approval of 

final product.  

4.4 Bidders must factor in fourteen (14) drafts and one (1) final document. 

4.5 Adjudication Using a Point System:  

a) The bidder obtaining the highest number of total points will be awarded the 

contract.  

b) Points scored must be rounded off to the nearest 2 decimal places. 

c) In the event that two or more bids have scored equal total points, the 

successful bid must be the one scoring the highest number of preference 

points for Specific goals.  
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4.6 Evaluation of Proposal – Functionality Assessment 

 

EVALUATION OF CRITERIA WEIGHTING 

Recommendation letters from similar completed projects                     
(At least 2 completed projects weighing 20 points each) 

40% 

Included Artwork (only cover pages) from previous work completed 

(At least 2 Artwork samples weighing 20 points each) 

40% 

Project Approach and Methodology 20% 

TOTAL  100% 

 
Bidders need to score a minimum of 70 points (70%) to progress and be further evaluated on 

price and specific goals. 
 

4.7 PRICING STRUCTURE: 

 
Bidders are to follow the below costing structure: 

 

 

DURATION 

A formal Service Level Agreement (SLA) will be entered into with the appointed service 

provider, outlining the scope, deliverables, timelines, and obligations associated with the 

project. 

 

PREPARATION OF THE BID 

Language of documents 

The bid and all correspondence and documents related to the bid exchanged by the interested 

parties and MEGA shall be written in English. 

 

 

SCOPE No.   Rate    Total 

1.  Design and Layout of the 
Corporate for 2025/26  

 750 Hours R   R 

2. Design and Layout of the 
Strategic Plan for 2025-2029 

 750 Hours R   R 

 3.  Disbursements:     R 

  Sub-Total  R 

  VAT@15%  R 

  Grand Total  R 
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SUBMISSION OF THE BID 

All bids must be scanned and submitted through the email address below: 

scm@mega.gov.za 

 

Late submissions 

Bids are late if they are received after closing time and date.   

MEGA will not consider any late bid(s). 

 

 

 

 

 

 

mailto:scm@mega.gov.za



















