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BID CHECKLIST 

This list is aimed at assisting all bidders to submit complete bid documents. 

Bidders are to check the following points before the submission of their bid document and to complete 

YES/NO next to each item as an indication that the bidder has complied with the provision of the item 

concerned.  

ITEM DESCRIPTION YES NO 

1. Bidder must attach the Central Supplier Database (CSD) 

registration report. 

  

2. Copies of ID’s for company/entity directors   

3. The bidding entity and its director(s) must submit Municipal Rates 
and Taxes account which is not older than three (3) months / ninety 
(90) days in arrears at the time of the closing date. 

  

4. If the bidding entity and its director(s) does not have a Municipal 
Rates and Taxes account, it must submit a Municipal Service 
Charges Statement (water statement or electricity statement or 
refuse removal statement or sewerage statement).   

  

5. If the bidding entity and its director(s) does not own a property it 
must submit a valid lease agreement which has the address of the 
business or Rental Statement which is in the name of the business. 

  

6. If the Bidding Entity and its director(s) operates from Informal 
settlement and does not have a Municipal Rates Account, 

❖ the bidder must submit Confirmation on Municipality / Metro 
letterhead signed and stamped by the ward Councillor / 
delegate with contact details and not older than three (3) 
months. 

❖ An original letter from a tribal authority not older than three (3) 
months indicating that the business is operating on tribal land. 
 

  

7. If the bidding entity and its director(s) operates from parents’ place 
or any other place and is not responsible for Municipal account / 
Services. 

❖ The bidding entity must submit an original Sworn Affidavit by 
the property owner. 

  

8. If the bidding entity and its director(s) is in the process of acquiring 
new property, which property has not yet been transferred to its 
name, a letter from the conveyancing attorney(s) must be 
submitted. 

  

9. If the bidding entity and its director(s) submit a Municipal Account 
which is in the name of the Trust Account, and original Sworn 
Affidavit from the Trustees must be furnished explaining that factor. 

  

10. If the bidding entity’s director(s) submit a Municipal Account in the 
name of the other spouse, an original Sworn Affidavit explaining the 
fact must be submitted. 

  

11. 

 

All pages of the bid document have been read by the bidder and the 

returnable schedules and MBD ‘s forms duly completed and signed. 

e.g.  MBD1, MBD 4, MBD 6.1, MBD 8 AND MBD 9. 
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12. All pages requiring information have been completed in full and in 

black ink. 

  

13. Bids must be submitted in original document.    

14. No pages removed from the tender document   

15.  A copy of the resolution of your Board of Directors, similar to the 
attached specimen, authorizing the signatory to sign the tender and 
the subsequent contracts, has been attached and signed. 

  

16. JV agreement has been attached and signed (if applicable)   

17. Pricing Schedule must be completed and signed    

18. In case of any amendments made, must be initialed in each 
alteration by the authorized signatory?  

Please note that the use of tipp-ex will lead to immediate 
disqualification. 

  

19. Please declare any interest as required in terms of MBD - 4 
truthfully and correctly as incorrect declarations are considered a 
criminal offence. 

▪ Personal Tax Numbers included 
▪ State Employee Number / Persal Number  
▪ Identity number 
▪ Name 

  

20. Please take note of the functionality evaluation criteria that will be applied to your 
submission in order to ensure that your company has the necessary capacity and 
capability to successfully execute this tender, if appointed.  

Ensure that sufficient information is included in your submission to ensure successful 
evaluation of your bid. 

PLEASE NOTE: 

❖ No contract will be awarded to a service provider, if the service provider or its directors are in 
arrears with their municipal accounts for more than three (3) months. 
 

❖ In case of a Joint Venture, please note that individual documents have to be submitted for all 
parties in the JV, such as, municipal accounts, CSD, etc. 
 

❖ No communication with Mogale City Municipal officials is allowed after the closing date of the 
tender. 
 

❖ The only authorized form of communication will be through the Supply Chain Management 
Office email address at SCMEnquiries@mogalecity.gov.za 
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