
     
 

 
 
 

REQUEST FOR QUOTATIONS (RFQ)  
 

DESCRIPTION OF WORK 
 
(Re-advertisement) FACILITATION OF BASIC ARCHIVES AND 
RECORDS MANAGEMENT TRAINING/WORKSHOP 
___________________________________________________ 
 

QUOTATION DETAILS 
 
QUOTATION NUMBER: RFQ00498-25/26  

  
CLOSING  Date:       28 October 2026  

 Time:      12:00 pm   
                     Issued:   26 October 2026  
  

 
Compulsory Briefing session: 

Yes  No X  

 
If Yes, Date and time of compulsory briefing 
session: 
 
Date: _______N/A_____________ Time: 10:00 am 
 

 

 
DETAILS OF RESPONDENT 

 
Name of bidder:  

 
Please indicated whether it is the original or copy, tick the applicable block 
 

ORIGINAL  COPY  
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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 (all applicable 

taxes included) will be used for this bid 
1.2. The value of this bid is estimated to not exceed R1 000 000.00 (all applicable taxes included) 
1.3. Fully comply with the scope of work / service or (Attached Scope of work / service) 
1.4. Quotations must be valid for a period of 30 days 
1.5. The bidder’s quotation to bear correct contact details and address 
1.6. Complete standard bidding documents (SBD4 and SBD6.1) 
1.7. The bidder must be registered on the Central Supplier Database (CSD) 
1.8. This bid will be evaluated on functionality 
 
  

2. SCOPE OF WORK  

 

NO. DESCRIPTION NUMBER OF 

EMPLOYEES 

01. FACILITION OF BASIC ARCHIVES AND RECORDS MANAGEMENT 

TRAINING/WORKSHOP  

10 

Note: MEGA will cater for the venue, equipment, catering and travelling costs for employees 

 

 

3. DETAILS OF THE REQUIRED TRAINING 

 

DETAILS  

 

a)         The programme on Basic Archives and Records Management Training/ Workshop must 

form part of a progressive three-stage series (Basic, Intermediate, and Advanced).  

b) Participants who complete all three programmes are to be credited with one module 

when enrolling for the Higher Certificate in Records Management offered by higher 

education institutions.   

c) The workshop should be recognised within the Higher Education Sector and should 

carry an equivalent of four (4) credits at the NQF level 5, offering both academic 

depth and practical application led by experienced records management practitioners. 

d) Training/Workshop should be a Face to Face, and the Course Content should cover: 

 i) Basic concepts and definitions. 

 ii) Records management Duties and responsibilities of the records manager. 

 iii) Characteristics, values and types of records. 

 iv) Record-keeping systems. 
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 v) Drafting and Implementing a Subject File Plan. 

 vi) Registries and records centres. 

 vii) Legal framework. 

e) Outcomes of the Training/Workshop 

After training, participants should be able to: 

i) Explain and define the concepts of records management. 

ii) Explain and define the concepts of archival management. 

iii) Understand records management principles. 

 

iv) Define and explain classification systems. 

 

v) Apply classification systems. 

 

vi) Demonstrate an understanding of the impact of statutory requirements on 

records and archives management. 

 

vii) Understand the repercussions of poor records management. 

 

f) Duration of the Training/Workshop to be four (4) days with assessed portfolio of evidence 

and issuing of certificate of competence on completion. 

g) Fees for the Training/Workshop should include all study materials, facilitation and 

certification. 

 

4. MANDATORY DOCUMENTS TO BE SUBMITTED: 

 

No. Description 

 

1 Quotation 

2 Proof of registration with the relevant body / accreditation 

3 CV and qualifications of the facilitator of the training 

4 Reference letters of the institution/company’s appointment on similar work 

5 Proof of CSD registration / CSD report 

6 Fully completed SBD forms 

 

 

5. EVALUATION CRITERIA 

 

Evaluation will be carried out on the Functionality and the Preferential Point System - Price 
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and Specific Goals (80/20) 

 

5.1. FUNCTIONALITY EVALUATION ASSESSMENT 

 

No. Criterion Expected Response 

 

Weight  

1. Qualifications of the 

facilitator 

A qualification in Records Management.  

 

NB: SAQA approved and registration with 

either South African Society of Archivists 

(SASA), Institute of Information management 

(IIM) Africa, and/or equivalent professional 

body which governs records and archives 

management. 

 

Diploma with professional registration: 20% 

Bachelor’s degree with professional 

registration: 30% 

Honours’ degree with professional 

registration: 40% 

Master’s degree and above with professional 

registration: 50% 

 

50% 

2. Training content and 

methodology 

An overview of the training material coverage 

and method of training facilitation 

20% 

3. Relevant experience 

of the company 

Reference letters of similar projects 

implemented by the institution. 

 

1-2 reference letters attached: 10% 

3-4 reference letters attached: 20% 

More than 4 reference letters: 30%  

30% 

Total 100% 

 

 

Bidders who score less than 70 points will NOT be evaluated further for price and specific goals. 

 

5.2 . PREFERENCIAL POINTS SYSTEM EVALUATION: 

 

Bidders who obtained 70 and above points will be further evaluated based on Price (80) and 

Specific goals (20). 
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5. CONDITIONS OF QUOTATION 

 

 Late or incomplete submissions will not be considered.  

 Quotations should include all relevant costs 

 The subject line on the submission email should be RFQ00498-25/26 

 

 

6. ENQUIRIES 

  

 All submissions and enquiries must be directed to:  

Supply Chain Management Unit: scm@mega.gov.za 




















