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Terms of Reference for Registration onto Department of Public Works Built Environment Professional Services Supplier Register
1. TERMS OF REFERENCE 
1.1 Department of Public Works Built Environment Service Provider Registration
The Department of Public Works has implemented a Built Environment Professional Services Supplier Register to ensure access to sufficient appropriately qualified service providers to provide the Department with professional services required in the built environment.
1.2 Definitions
1.2.1
Branch office means an office of a service provider, other than the head office, which is under the full-time control and supervision of at least one resident registered professional and is not located in the same town as another office or the head office of the service provider.

1.2.2
Department means the National Department of Public Works in the Government of the Republic of South Africa.

1.2.3
Head office means the sole office of a service provider or the office nominated by a service provider with multiple offices to be regarded as its main office.
1.2.4
Office means a head office or branch office of a service provider.

1.2.5
Principal means a person who owns and controls the service provider by virtue of his shareholding and voting power in the entity, except in cases where the entity is a listed public company, where it will mean duly appointed Directors in the company.
1.2.6
Professional services supplier register means the register compiled by the Department to be used for the appointment of a service provider for services with an estimated fee value not exceeding R500 000.00.

1.2.7
Resident registered professional means the full time presence, in the office, of a person professionally registered by the relevant statutory council in the discipline of the service provider for which it claims competence in one or more service categories.

1.2.8
Service means a professional service provided by a service provider for which prescribed qualifications and registration is required for the persons performing the service in terms of that profession.

1.2.9
Service categories mean the categories of services in which a service provider is competent to perform. The categories are attached as Annexure 2.

1.2.10
Service provider means any one of the following:

(i) A legal entity, partnership or sole proprietary performing work as an architectural practice which is owned and controlled by at least a percentage determined by the South African Council for the Architectural Profession, in terms of number, shareholding and voting power, registered professional architects, registered in terms of the Architectural Profession Act, 2000 (Act no 44 of 2000)

(ii) A legal entity, partnership or sole proprietary performing work as a landscape architectural practice which is owned and controlled by at least a percentage determined by the South African Council for the Landscape Architectural Profession, in terms of number, shareholding and voting power, registered professional landscape architects, registered in terms of the Landscape Architectural Profession Act, 2000 (Act no 45 of 2000)
(iii) A legal entity, partnership or sole proprietary performing work as an engineering business undertaking which is owned and controlled by at least a percentage determined by the Engineering Council of South Africa, in terms of number, shareholding and voting power, registered professionals, registered in terms of the Engineering Profession Act, 2000 (Act no 46 of 2000)
(iv) A legal entity, partnership or sole proprietary performing work as a property valuers practice which is owned and controlled by at least a percentage determined by the South African Council for the Property Valuers Profession, in terms of number, shareholding and voting power, registered professional valuers, registered in terms of the Property Valuers Profession Act, 2000 (Act no 47 of 2000)
(v) A legal entity, partnership or sole proprietary performing work as a project and construction management  and/or construction mentoring practice which is owned and controlled by at least a percentage determined by the South African Council for the Project and Construction Management Profession, in terms of number, shareholding and voting power, registered professional project and construction managers, registered in terms of the Project and Construction Management Profession Act, 2000 (Act no 48 of 2000)
(vi) A legal entity, partnership or sole proprietary performing work as a quantity surveying practice which is owned and controlled by at least a percentage determined by the South African Council for the Quantity Surveying Profession, in terms of number, shareholding and voting power, registered professional quantity surveyors, registered in terms of the Quantity Surveying Profession Act, 2000 (Act no 49 of 2000)
(vii) A legal entity, partnership or sole proprietary performing work as a town and regional planning practice which is owned and controlled by at least a percentage determined by the South African Council for the Planners Profession, in terms of number, shareholding and voting power, registered professional town and regional planners, registered in terms of the planning Profession Act, 2002 (Act no 36 of 2002)
(viii) A legal entity, partnership or sole proprietary performing work as Agent in terms of Construction Regulations: 2003, owned and controlled by principals registered by the Board of Registration for Occupational Hygiene, Safety and associated Professionals as Occupational Safety Practitioner or which employs staff registered as such.
(ix) A legal entity, partnership or sole proprietary performing work as a multi-disciplinary professional practice, (i.e. that practices two or more of the built environment professions), through registered professionals registered in terms of either of the following and meeting the requirements of the relevant professional councils:
a. Architectural Profession Act, 2000 (Act no 44 of 2000)

b. Landscape Architectural Profession Act, 2000 (Act no 45 of 2000)

c. Engineering Profession Act, 2000 (Act no 46 of 2000)

d. Property Valuers Profession Act, 2000 (Act no 47 of 2000)

e. Project and Construction Management Profession Act, 2000 (Act no 48 of 2000)
f. Quantity Surveying Profession Act, 2000 (Act no 49 of 2000)

g. Town and Regional Planners Profession Act, 2002 (Act no 36 of 2002)

(x) In the event of any legal entity, as meant in (i) to (viii) above, being a listed public Company on the stock exchange, the percentages related to ownership and control referred to in said paragraphs are to be made relevant to persons duly appointed as Directors of such entities.
1.2.11
Town means a town within the Republic of South Africa as listed in the document attached as Annexure 1.

1.3 Key principles of the Professional Services Supplier Register
The professional services supplier register will be used on a rotational basis for the invitation of quotations from at least the top most three service providers indicating that they can supply a particular service in the town where the service is required. The professional services supplier register may also be used on a rotational basis for negotiation-, nomination- or shopping procedures. 
Although the selection process from the professional services supplier register will identify the office indicating that they can supply a particular service in the town where the service is required, the eventual award of the quotation and the contract to be entered into will be with the legal entity who owns the office. Notwithstanding the afore-cited legal requirement, read with 1.2.1 above, it is an express term hereof that, the office selected in this process, performs all or at least a part of the service in the service category for the execution of the service.

The professional services supplier register will operate as a centralized database to be used by the Department in its head office as well as its regional offices.

Registration of an office of a service provider on the professional services supplier register does not guarantee that the said service provider will be nominated and / or awarded any contract by the Department.

The professional services supplier register will categorize the different service categories for service providers within the built environment and service providers will register, and supply sufficient information, in the respective service categories or category applied for.

Offices of service providers registered on the professional services supplier register must be compliant with all relevant local legal and statutory requirements.
1.4 Service Provider Registration onto the Professional Services Supplier Register

Applications for registration as a service provider, as defined in 1.2.10 above, is a specific requirement to qualify for placement on the professional services supplier register.

Service providers that wish to register onto the professional services supplier register should complete this application form (PA-24: Application for Registration as a Service Provider of Professional Services onto the Professional Services Supplier Register) in full, together with all annexures if so required, and signed by the authorized representative.

Service providers must ensure that all details, as required in the application form, are complete, that the furnished information is correct and that the required returnable documents are attached to the application form. Incomplete applications will not be considered for registration on the professional services supplier register and will be returned to the applicant. 

Service providers with multiple offices must complete a separate application form for a head office and for each branch office. The resident registered professional at each branch office must sign, in the space provided, the application form for the specific branch.

Applications for service providers will be vetted through a validation process to determine that all criteria are met and that all information provided is correct. Acceptable professional registration of principal(s) / employed staff is a pre-determined criterion for the service category applied for. Applicants herein consent to any investigation the Department deems necessary in validating any particulars presented in this application. If the Department is of the opinion, after a vetting process by its professional services division, that the service provider is not sufficiently capacitated to perform services within a specific service category, the service provider will be registered without such service category and be informed of such omission.
Offices of service providers will be registered on the professional services supplier register per province and per town within a province, as per the attached list of towns (see Annexure 1).

Service providers will only be registered on the professional services supplier register for a specific town if they have an office in that town.

Where a service provider has an office in a town that does not appear on the Department’s list of towns, registration on the professional services supplier register will be in the town that does appear on the Department’s list of towns closest to the office.

Offices of service providers will be registered on the professional services supplier register against the different service categories applied for and verified by the Department.

Service providers qualifying to be placed on the professional services supplier register will initially, at the cut-off date announced in the advertisement, be placed at random by the computer system. Any applications received thereafter will be placed at the bottom of the professional services supplier register on a date received basis.
Registration of service providers onto the professional services supplier register will be valid for a period of 2 years. The Department will issue an instruction on the re-application for the registration process.  The Department reserves the right to accept or reject any application. A target date will be stipulated for the initial random placement on the professional services supplier register, where after all further applications will be added to the bottom thereof. In case of applications for construction mentorship service category only, such application will be placed accordingly as and when received. Compulsory 2-yearly re-applications will keep their positions on the professional services supplier register if such re-application is successful. If not successful, the service provider may submit a new application, which will be dealt with on procedures applicable to new applications (i.e. placed at the bottom of the professional services supplier register).
1.5 Application Forms
(i) Composition of application form

The application form comprises of:
a) The application form  (PA-24: Application for Registration as a Service Provider of Professional Services onto the Professional Services Supplier Register)
b) Annexure 1 - (List of Towns)

c) Annexure 2 - (Service Categories)
d) Annexure 3 - (Supplier Maintenance and Banking details)
(ii) Availability of application forms
Application forms are available electronically on the Department’s website and from the Department’s Head Office and Regional Offices. 
(iii) Electronic application forms
Service providers that wish to complete the application form electronically may download it from the Department’s website http://www.publicworks.gov.za/Forms.asp. 

Service providers may complete the application form electronically but should ensure that they submit a signed printed application form together with all the required returnable documents to the Department.  Applicants must print clearly and in block letters when completing the application form by hand.

Service providers may not alter the application form in any way. Only the original application form will be accepted for registration.

(iv) Application form submissions

Service provider registration onto the professional services supplier register will take place at the Department’s Head Office.  Service providers should therefore ensure that they submit their application forms to the address below:

	Postal Address 
	Hand Delivery 

	The Director-General 

Department of Public Works
Private Bag X65

Pretoria
0001
Attention: Deputy Director: Supplier Register
 
(Note: Post application form by Registered Mail)
	The Deputy Director: Supplier Register

Department of Public Works

Public Works House, Room  D-100(Ground floor)

Supplier Register Helpdesk

Cnr Bosman  and Church Streets

Pretoria

0002



No faxed or e-mailed applications will be accepted.
(v) Head office and branch office application forms
Service providers with multiple offices must complete a separate application form for a head office and for each branch office. Particulars regarding staffing listed by the service provider, of each office applying, must pertain to that specific office. Duplication of resident registered professionals between offices will render the application invalid.
1.6 Maintenance of the Professional Services Supplier Register
The Department’s Head Office will update service provider information on an ongoing basis. Service providers that have registered onto the professional services supplier register should ensure that they furnish the Department with any change to the status of the information initially provided, as and when the information changes. It is the service provider’s responsibility to ensure that the information reflected on the professional services supplier register is correct and up to date at all times.
A service provider will be removed from the professional services supplier register if the required professional registration is not maintained, or for any other reason that causes the service provider to have become ineligible after having been placed on the professional services supplier register.
Service providers may re-apply upon having remedied the deficiency which caused its removal from the professional services supplier register in the first place. Such applications will be dealt with on procedures applicable for new applications.
Those service providers who fail to renew their formal registration every two years upon such notification will be removed from the professional services supplier register. Upon re-application, and if successful, the service provider will be placed at the bottom of the professional services supplier register. Service providers, who duly renew their formal registration after two years and upon such notification, will, however, retain their positions on the professional services supplier register.
1.7 Service Provider Performance Monitoring
Service providers that have registered onto the professional services supplier register will be continuously monitored for their performance on work awarded to them by the Department. The continued monitoring process will evaluate the performance and form the basis for the ongoing development of the service provider’s track-record. Any forms of mal-practice, default or unprofessional conduct may render service providers eligible for removal from the professional services supplier register and for placement on a list of defaulters, affecting their opportunities to contract with the Department for a specified period of time.
1.8 Confidentiality
All information provided by service providers for registration purposes will remain confidential and will only be of use by the Department unless otherwise required by law. 

1.9 Support at Department of Public Works


Any queries regarding registration can be directed to: 
Helpdesk:   (012) 337 2641/ (012) 337 2787

E-mail address: Helpdesk2.procurement@dpw.gov.za
1.10 Responsiveness Criteria

Service providers that do not meet the responsiveness criteria will not qualify to be registered onto the professional services supplier register until full registration requirements are met. Deficient applications will be returned to the applicant. 

The Responsiveness Criteria for service providers to be registered onto the professional services supplier register is stated below: 
Responsiveness Criteria for Service Providers of Professional Services:
(i) Service providers must have a valid Physical Business Address

(ii) Service providers must have a valid Postal Address

(iii) Service providers must have a valid Telephone and Fax Number 

(Cellular phone or other mobile device numbers will not be acceptable)
(iv) Service providers must submit a Business Profile together with the Application Form
(v) Service providers must provide the Department of Public Works with valid Banking details (Company Bank Statement) 
· Personal banking details will not be acceptable except in the case where the service provider is a Sole Proprietor or Partners in a Partnership
(vi) Service providers must submit a valid Original Tax Clearance Certificate 
· Personal Tax Clearance Certificates will not be acceptable except in the case where the service provider is a Sole Proprietor
(vii) Service providers must submit a VAT Registration Certificate
(viii) Service providers must ensure that all the required returnable documents and annexures are submitted together with the Application Form, fully completed and signed as required
(ix) Applicant satisfies the criteria of a service provider as defined in 1.2.10 above
(x) Certified copies of certificates or other documentation clearly proving current professional registration with the relevant council, including registration numbers, of all the registered principals mentioned in 1.2.10 above and of all registered professionals names as competent persons against services categories in section 8 of application form have all been submitted.
2. IMPORTANT GUIDELINES 

2.1 General
Ensure that all applicable sections in the application form are complete, as incomplete application forms will not be processed for registration onto the professional services supplier register and will be returned to the applicant.

Ensure that you indicate sections that are not applicable to your practice / business undertaking with a N/A.
2.2 Mandatory Fields
Ensure that all sections that have been indicated as mandatory are completed, as incomplete application forms will not be processed for registration onto the professional services supplier register and will be returned to the applicant.
2.3 Required Documents

Ensure that all required documents listed in section 10.5 (Returnable Documents) are submitted together with the application form, as incomplete applications will not be processed for registration onto the professional services supplier register and will be returned to the applicant.
2.4 Verification

Verification of information provided by service providers will be checked against third party sources such as SARS, professional councils, etc. Incorrect information will render the application invalid and such applications will not be processed for registration onto the professional services supplier register and will be returned to the applicant. 

2.5 Application Form sections explained
The application form consists of 11 sections and all details are explained below: 
2.5.1 Section 1 – Service Provider’s Base Data
This section requires that service providers provide general information pertaining to their practice / business undertaking

In the event of an application for registration is for a branch office, the particulars of the head office must be provided as well.
Service providers must select the option applicable to the type of Entity of their practice / business undertaking in 1.5 of section 1A or 1B and ensure that the appropriate documentary proof pertaining to the type of Entity is attached and submitted together with the application form. 

View below for the required documentary proof: 

	Legal Status of Service Provider :

If the Service Provider is:
	Documentation to be submitted with the application form:

	a.

A Close Corporation, incorporated under the Close Corporation Act, 1984, Act 69 of 1984
	Certified copies of the Founding Statement – CK1

	b.

A private Company having share capital, incorporated under the Companies Act, 1973, Act 61 of 1973

[including Companies incorporated under Art 53(b)]
	Certified copies of: 

i.) Certificate of Incorporation – CM1, and

ii.) Shareholders Certificates of all Members of the Company, plus a signed statement of the Company’s Auditor, certifying each Member’s ownership /shareholding percentage relative to the total.

	c.

A private Company having share capital, incorporated under the Companies Act, 1973, Act 61 of 1973, in which any, or all, shares are held by another Close Corporation or Company with, or without, share capital 
	Certified copies of documents referred to in a. and/or b. above in respect of all such Close Corporation(s) and/or Company (ies).

	d.

A public Company having share capital, incorporated under the Companies Act, 1973, Act 61 of 1973

[including Companies  incorporated under Art 21]
	A signed statement of the Company’s Secretary confirming that the Company is a public Company.

	e.

A natural person or a Partnership
	Certified copy of the Identity Document of:

i.) such natural person, or

ii.) each of the Partners to the Partnership  


Refer to Annexure 1 (List of Towns) when completing 1.8 of section 1A and 1B on the application form.
2.5.2 Section 2 – Authorized Representative Details 
This section requires that service providers provide details pertaining to the authorized representative in their practice / business undertaking. Applications must be supported by a completed Resolution (section 11 hereof). (Resolution is not applicable to sole proprietors). 

The authorized representative would be the individual the Department would contact pertaining to quotations, signing of documents, and other queries / liaison.
2.5.3 Section 3 – Shareholder Information
This section requires that service providers provide information pertaining to the service provider’s shareholding, equity and HDI Status.
Complete all fields for every shareholder listed on the form.

Ensure that the percentage ownership claimed totals 100%.
Ensure that a Medical Certificate is attached and submitted together with the application form for all individuals claiming disability.
JSE Listed Companies are not required to provide information pertaining to their HDI statuses as they will not be awarded preference points when nominated to provide quotations.
Should the space provided in this section not be enough for the required information, ensure that an adequate number of copies are made of this section, complete same and submit it together with the application form.
2.5.4 Section 4 – Summary of the Service Provider’s HDI Status
This section requires that service providers provide information pertaining to the HDI Status of their practice / business undertaking.

Ensure that the percentages stated correspond with the information provided in section 3.

2.5.5 Section 5 – Towns and Provinces where Services can be provided
This section requires that service providers indicate in which towns and provinces they would be able to provide services. (When indicating towns it must be noted that traveling and subsistence costs will form part of the quotations and will not be remunerated separately.)
Service providers must complete Annexure 1 and ensure that it is submitted together with the application form.

2.5.6 Section 6 – List of Registered Professionals in the Office
This section requires that service providers provide information pertaining to all registered professionals in the office applying herein.

Should the space provided in this section not be enough for the required information, ensure that an adequate number of copies are made of this section, complete same and submit it together with the application form.

 2.5.7 Section 7 – List of Registered Technologists in the Office

This section requires that service providers provide information pertaining to all registered technologists in the office applying herein.

Should the space provided in this section not be enough for the required information, ensure that an adequate number of copies are made of this section, complete same and submit it together with the application form.


2.5.8 Section 8 – Service Categories and References
This section requires that service providers provide information pertaining to the categories of services in which service providers are competent to perform in the office applying herein, as well as information pertaining to any previous contract work or experience the office applying herein may have.
Refer to Annexure 2 (Service Categories) for codes of service categories. Applicants must refer to the specific codes when completing  section 8 – general and own formulated wording will not be accepted.
Should the space provided in this section not be enough for the required information, ensure that an adequate number of copies are made of this section, complete same and submit it together with the application form.

2.5.9 Section 9 – Supplier Maintenance: Banking Information Details

This section requires that service providers provide their banking details.

Refer to Annexure 3 (Supplier Maintenance and Banking details) attached to this application form. Ensure that details furnished in this document are correct and that the document is stamped by the service provider’s bank. This information will be used by the Department when making payments. 

Ensure that this document (Annexure 3) is submitted together with the application form. Ensure that all fields have been completed and signatures placed where required.
Service providers must ensure that they furnish the Department with any updates to or change of information pertaining to banking details as and when such change occurs.

2.5.10 Section 10 – Declaration
This section requires that service providers sign a declaration that the information provided is true and correct. 
Documentary proof is required to ensure successful registration onto the professional services supplier register. Ensure that all required returnable documents as listed in 10.5 are attached and submitted together with the application form.
2.5.11 Section 11 – Details of person(s) authorized to act on behalf of the Service Provider

This section requires that service providers provide details pertaining to the individual that the service provider authorized to submit and sign the application form on its behalf.  
Should the service provider authorize more than one individual to submit and sign the application form on its behalf, ensure that a copy is made of this section, complete it and submit it together with the application form.
3. EXPLANATION OF FIELDS IN THE APPLICATION FORM
	Field Name 
	Description 



	Documentary proof of Entity’s registration  
	Company registration documents applicable to your practice / business undertaking

	HDI
	Historically Disadvantaged Individual (HDI)

means a South African citizen -

i)        who, due to the apartheid policy that had been in place, had no franchise in national elections, prior to the introduction of the Constitution of the Republic of South Africa, 1983 (Act No 110 of 1983) or the Constitution of the Republic of South Africa, 1993 (Act No 200 of 1993) ('the Interim Constitution"); and/or

ii)        who is a female; and/or

iii)       who has a disability:

Provided that a person who obtained South African citizenship on or after the coming to effect of the Interim Constitution, is deemed not to be an HDI.

	Disability
	In respect of a person, a permanent impairment of a physical, intellectual, or sensory function which results in restricted, or lack of, ability to perform an activity in the manner, or within the range, considered normal for a human being;



	Date of Ownership 
	The Date of Ownership in the Entity

	% Owned 
	The shareholding percentage owned as declared in the Entity’s registration documents

	% Voting 
	The voting percentage as declared in the mission statement of the Entity

	JSE
	Johannesburg Stock Exchange 




APPLICATION DATA:
This application for registration as a service provider of professional services onto the professional services supplier register is for a (tick applicable box):
 FORMCHECKBOX 
 Head office

 FORMCHECKBOX 
 Branch office
1. SERVICE PROVIDER’S  BASE DATA: (Mandatory)
1A. BASE DATA OF OFFICE APPLYING HEREIN:

	1.1
	Name of Service Provider (legal entity name):   
	     

	1.2
	Trading As:
	     

	1.3
	Holding Company Name (if applicable):
	     

	1.4
	Company Registration Number: 
	     
(CC or Company registration number)

	1.5
	Type of Entity (Tick applicable box and provide documentary proof): 
	 FORMCHECKBOX 
 Partnership

 FORMCHECKBOX 
 Sole proprietor
 FORMCHECKBOX 
 Private Company registered in terms of the SA Companies Act, 1973 (Act no 61 of 1973) including Companies incorporated under Art 53 (b)
 FORMCHECKBOX 
 Close corporation registered in terms of the Close Corporation Act, 1984 (Act no 69 of 1984)
 FORMCHECKBOX 
  Public Company [(Pty) Limited] registered in terms of the SA Companies Act, 1973 (Act no 61 of 1973) including Companies incorporated under Art 21
 FORMCHECKBOX 
 Other: (Specify)       

	1.6
	Telephone Number: 
	     

	1.7
	Fax Number: 
	     

	1.8
	Business Physical Address:  
	     
     
     

	
	
	Town:      
(Select from Annexure 1 and complete this field)

	1.9
	Postal Address:  
	     
     
     

	
	
	Postal Code:      

	1.10
	Select the Province where the Office is based from the list below: 

 FORMCHECKBOX 
 Eastern Cape        FORMCHECKBOX 
 Free State              FORMCHECKBOX 
 Gauteng                FORMCHECKBOX 
 KwaZulu-Natal      FORMCHECKBOX 
 Limpopo
 FORMCHECKBOX 
 Mpumalanga         FORMCHECKBOX 
 North West            FORMCHECKBOX 
 Northern Cape      FORMCHECKBOX 
 Western Cape



	1.11
	Date Established:
	     

	1.12
	VAT Registration Number: 
	     

	1.13
	E-mail Address:
	     

	1.14
	Tax Clearance Certificate
	Number: 
	     

	
	
	Approved Date: 
	     

	
	
	Expiry Date: 
	     

	1.15
	Signature of resident registered professional at branch office, if applicable:

	
	
	
	
	

	
	Signature
	Full Name
	Capacity
	Date


1B. HEAD OFFICE BASE DATA (if not same office as above):
	1.1
	Name of Service Provider (legal entity name):   
	     

	1.2
	Trading As:
	     

	1.3
	Holding Company Name (if applicable):
	     

	1.4
	Company Registration Number: 
	     
(CC or Company registration number)

	1.5
	Type of Entity (Tick applicable box and provide documentary proof): 
	 FORMCHECKBOX 
 Partnership

 FORMCHECKBOX 
 Sole proprietor
 FORMCHECKBOX 
 Private Company registered in terms of the SA Companies Act, 1973 (Act no 61 of 1973) including Companies incorporated under Art 53 (b)
 FORMCHECKBOX 
 Close corporation registered in terms of the Close Corporation Act, 1984 (Act no 69 of 1984)
 FORMCHECKBOX 
  Public Company [(Pty) Limited] registered in terms of the SA Companies Act, 1973 (Act no 61 of 1973) including Companies incorporated under Art 21
 FORMCHECKBOX 
 Other: (Specify)       

	1.6
	Telephone Number: 
	     

	1.7
	Fax Number: 
	     

	1.8
	Business Physical Address:  
	     
     
     
     

	
	
	Town:      
(Select from Annexure 1 and complete this field)

	1.9
	Postal Address:  
	     
     
     
     

	
	
	Postal Code:      

	1.10
	Select the Province where the Office is based from the list below: 

 FORMCHECKBOX 
 Eastern Cape        FORMCHECKBOX 
 Free State              FORMCHECKBOX 
 Gauteng                FORMCHECKBOX 
 KwaZulu-Natal      FORMCHECKBOX 
 Limpopo
 FORMCHECKBOX 
 Mpumalanga         FORMCHECKBOX 
 North West            FORMCHECKBOX 
 Northern Cape      FORMCHECKBOX 
 Western Cape



	1.11
	Date Established:
	     

	1.12
	VAT Registration Number: 
	     

	1.13
	E-mail Address:
	     

	1.14
	Tax Clearance Certificate
	Number: 
	     

	
	
	Approved Date: 
	     

	
	
	Expiry Date: 
	     

	1.15
	Number of branch offices and locations:
	     


2. AUTHORIZED REPRESENTATIVE DETAILS: (Complete for at least two Persons – Preferably Management) (Mandatory)
	
	AUTHORIZED REPRESENTATIVE 1
	AUTHORIZED REPRESENTATIVE

 2

	2.1
	Person Name:
	     
	     

	2.2
	Job Title:
	     
	     

	2.3
	Telephone Number:
	     
	     

	2.4
	Fax Number:
	     
	     

	2.5
	Cellular Number:
	     
	     

	2.6
	E-mail Address:
	     
	     


3. DETAIL OF ALL PARTNERS, PROPRIETORS AND/OR SHAREHOLDERS OF THE SERVICE PROVIDER: (Mandatory)
	Full Name (*)
	ID Number
	Citizenship (**)
	HDI Status (***)
	Date of Ownership
	%Owned
	% Voting

	
	
	
	Qualify as HDI by virtue of not having had any franchise in elections prior to 1983 and 1994
	Qualify as HDI by virtue of being female
	Qualify as HDI by virtue of having a disability
	
	
	

	     
	     
	     
	Yes  FORMCHECKBOX 
 No  FORMCHECKBOX 

	Yes  FORMCHECKBOX 
 No  FORMCHECKBOX 

	Yes  FORMCHECKBOX 
 No  FORMCHECKBOX 

	     
	     
	     

	     
	     
	     
	Yes  FORMCHECKBOX 
 No  FORMCHECKBOX 

	Yes  FORMCHECKBOX 
 No  FORMCHECKBOX 

	Yes  FORMCHECKBOX 
 No  FORMCHECKBOX 

	     
	     
	     

	     
	     
	     
	Yes  FORMCHECKBOX 
 No  FORMCHECKBOX 

	Yes  FORMCHECKBOX 
 No  FORMCHECKBOX 

	Yes  FORMCHECKBOX 
 No  FORMCHECKBOX 

	     
	     
	     

	     
	     
	     
	Yes  FORMCHECKBOX 
 No  FORMCHECKBOX 

	Yes  FORMCHECKBOX 
 No  FORMCHECKBOX 

	Yes  FORMCHECKBOX 
 No  FORMCHECKBOX 

	     
	     
	     

	     
	     
	     
	Yes  FORMCHECKBOX 
 No  FORMCHECKBOX 

	Yes  FORMCHECKBOX 
 No  FORMCHECKBOX 

	Yes  FORMCHECKBOX 
 No  FORMCHECKBOX 

	     
	     
	     

	     
	     
	     
	Yes  FORMCHECKBOX 
 No  FORMCHECKBOX 

	Yes  FORMCHECKBOX 
 No  FORMCHECKBOX 

	Yes  FORMCHECKBOX 
 No  FORMCHECKBOX 

	     
	     
	     

	     
	     
	     
	Yes  FORMCHECKBOX 
 No  FORMCHECKBOX 

	Yes  FORMCHECKBOX 
 No  FORMCHECKBOX 

	Yes  FORMCHECKBOX 
 No  FORMCHECKBOX 

	     
	     
	     

	     
	     
	     
	Yes  FORMCHECKBOX 
 No  FORMCHECKBOX 

	Yes  FORMCHECKBOX 
 No  FORMCHECKBOX 

	Yes  FORMCHECKBOX 
 No  FORMCHECKBOX 

	     
	     
	     

	     
	     
	     
	Yes  FORMCHECKBOX 
 No  FORMCHECKBOX 

	Yes  FORMCHECKBOX 
 No  FORMCHECKBOX 

	Yes  FORMCHECKBOX 
 No  FORMCHECKBOX 

	     
	     
	     

	     
	     
	     
	Yes  FORMCHECKBOX 
 No  FORMCHECKBOX 

	Yes  FORMCHECKBOX 
 No  FORMCHECKBOX 

	Yes  FORMCHECKBOX 
 No  FORMCHECKBOX 

	     
	     
	     

	     
	     
	     
	Yes  FORMCHECKBOX 
 No  FORMCHECKBOX 

	Yes  FORMCHECKBOX 
 No  FORMCHECKBOX 

	Yes  FORMCHECKBOX 
 No  FORMCHECKBOX 

	     
	     
	     

	Totals: 
	100  %
	100  %


(*)

Where owners are themselves a Company, Close Corporation, Partnership etc, identify the ownership of the Holding Company, together with registration number

(**)

State date of South African citizenship obtained

(***)

Tick “Yes” or “No” (Refer to definitions contained in the PPPF Act, 2000 (Act 5 of 2000) and the Preferential Procurement regulations, 2001)
4. SUMMARY OF THE SERVICE PROVIDER’S HDI STATUS (Tick applicable box and complete relevant percentage for all Partners, Proprietors and/or Shareholders) 

	4.1
	 FORMCHECKBOX 
 Qualify as HDI by virtue of not having had any franchise in elections prior to 1983 and 1994 
	    %

	4.2
	 FORMCHECKBOX 
 Qualify as HDI by virtue of being female
	    %

	4.3
	 FORMCHECKBOX 
 Qualify as HDI by virtue of having a disability
	    %

	4.4
	 FORMCHECKBOX 
 Non HDI
	    %

	4.5
	Is the Service Provider listed on the JSE? (*)
	                                         Yes   FORMCHECKBOX 
   No   FORMCHECKBOX 




(*)

Tick “Yes” or “No”
5.
TOWNS AND PROVINCES WHERE SERVICES CAN BE PROVIDED: (Mandatory)
	Complete Annexure 1 (List of Towns) and submit together with this application form





6.
LIST THE FOLLOWING IN RESPECT OF ALL REGISTERED PROFESSIONALS IN THE OFFICE APPLYING HEREIN: (Mandatory)

	Full Name
	Identity Number
	Professional Registration
	Principal

(Yes/No)

	
	
	Number
	Type*
	

	     
     
	     
	     
	     
	     

	     
     
	     
	     
	     
	     

	     
     
	     
	     
	     
	     

	     
     
	     
	     
	     
	     

	     
     
	     
	     
	     
	     

	     
     
	     
	     
	     
	     

	     
     
	     
	     
	     
	     

	     
     
	     
	     
	     
	     

	     
     
	     
	     
	     
	     

	     
     
	     
	     
	     
	     

	     
     
	     
	     
	     
	     

	     
     
	     
	     
	     
	     

	     
     
	     
	     
	     
	     

	     
     
	     
	     
	     
	     

	     
     
	     
	     
	     
	     





(*)

Insert one of the following symbols:





“A”
for architectural




“LA” for landscape architectural





“E” for engineering





“PV” for property valuer





“PM” for project and construction management





“QS” for quantity surveying





“TP” for town and regional planner




“CM” for construction mentorship




“Agent’’ for agent in terms of construction regulation 2003


7.
LIST THE FOLLOWING IN RESPECT OF ALL REGISTERED TECHNOLOGISTS IN THE OFFICE APPLYING HEREIN: (Mandatory)

	Full Name
	Identity Number
	Technologists Registration
	Principal

(Yes/No)

	
	
	Number
	Type*
	

	     
     
	     
	     
	     
	     

	     
     
	     
	     
	     
	     

	     
     
	     
	     
	     
	     

	     
     
	     
	     
	     
	     

	     
     
	     
	     
	     
	     

	     
     
	     
	     
	     
	     

	     
     
	     
	     
	     
	     

	     
     
	     
	     
	     
	     

	     
     
	     
	     
	     
	     

	     
     
	     
	     
	     
	     

	     
     
	     
	     
	     
	     

	     
     
	     
	     
	     
	     

	     
     
	     
	     
	     
	     

	     
     
	     
	     
	     
	     

	     
     
	     
	     
	     
	     





(*)

Insert one of the following symbols:






“A”
for architectural





“LA” for landscape architectural





“E” for engineering





“PV” for property valuer





“PM” for project and construction management





“QS” for quantity surveying





“TP” for town and regional planner




“CM” for construction mentorship




“Agent’’ for agent in terms of construction regulation 2003

8.
SERVICE CATEGORIES AND REFERENCES: (Mandatory)

(i) Select / specify code of service category from Annexure 2 and insert below

(ii) List a maximum of 3 contracts per person competent in each service category, which the office applying herein has been engaged in for the last 2 years
	Service Category claimed
	Person competent in service category
	Contract Description
	Location
	Client
	Client Telephone Number
	Contract Amount
	Completion / Expected Completion Date

	     
	     
	     
	     
	     
	     
	     
	     

	
	
	     
	     
	     
	     
	     
	     

	
	
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     
	     

	
	
	     
	     
	     
	     
	     
	     

	
	
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     
	     

	
	
	     
	     
	     
	     
	     
	     

	
	
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     
	     

	
	
	     
	     
	     
	     
	     
	     

	
	
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     
	     

	
	
	     
	     
	     
	     
	     
	     

	
	
	     
	     
	     
	     
	     
	     


	Service Category claimed
	Person competent in service category
	Contract Description
	Location
	Client
	Client Telephone Number
	Contract Amount
	Completion / Expected Completion Date

	     
	     
	     
	     
	     
	     
	     
	     

	
	
	     
	     
	     
	     
	     
	     

	
	
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     
	     

	
	
	     
	     
	     
	     
	     
	     

	
	
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     
	     

	
	
	     
	     
	     
	     
	     
	     

	
	
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     
	     

	
	
	     
	     
	     
	     
	     
	     

	
	
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     
	     

	
	
	     
	     
	     
	     
	     
	     

	
	
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     
	     

	
	
	     
	     
	     
	     
	     
	     

	
	
	     
	     
	     
	     
	     
	     


9.
SUPPLIER MAINTENANCE – SUPPLIER MAINTENANCE AND BANKING DETAILS: (Mandatory)
	Complete Annexure 3 (Supplier Maintenance and Banking Details) and submit together with this application form



10.
DECLARATION:


By completing this application form, the service provider declares that:

10.1 
All the information supplied in this application is true and correct.

10.2 
The service provider will, if requested to do so, supply further information and documentary evidence for scrutiny.

10.3 
The service provider will update its registration particulars whenever a significant change in its details occurs.

10.4 
The service provider acknowledges that any false information provided can lead to disqualification from the professional services supplier register and being listed on Department of Public Works non-preferred service provider list.
10.5
All required returnable documents are attached and submitted together with the application form.

RETURNABLE DOCUMENTS (Certified copies are acceptable) (Mandatory)
	General:
	Yes
	No 
	N/A

	(i)
	Documentary Proof of Service Provider’s Registration (Refer to Important Guidelines 2.5.10 above) 
	   
	   
	   

	(ii)
	Business Profile
	
	
	

	(iii)
	Tax Clearance Certificate (Original and valid for a minimum of 12 months)
	   
	   
	   

	(iv)
	VAT Registration Certificate 
	   
	   
	   

	(v)
	Professional registration certificate/s (Refer to Terms of Reference 1.2.10 & Responsiveness Criteria 1.10(x))
	   
	   
	   

	(vi)
	Medical Certificate (For Disability Status)
	   
	   
	   

	(vii)
	List of Towns where services can be provided (Annexure 1)
	   
	   
	   

	(viii)
	Supplier Maintenance: Banking Information Details (Annexure 3)
	   
	   
	   


	Is there any relationship between your organization and any Department of Public Works employees?

	Yes         FORMCHECKBOX 

	No      FORMCHECKBOX 


	If yes, please specify nature of relationship and name of person   

	Family    FORMCHECKBOX 

	Friend    FORMCHECKBOX 

	Business Partner    FORMCHECKBOX 


	Full Name:

	Full Name :


	Full Name :




Duly authorized to sign on behalf of: ________________________________________________ (Name of Service Provider)

The undersigned who warrants that he / she is duly authorized to do so on behalf of the service provider, confirms that the contents of the application are within his/her personal knowledge and are to the best of his/her belief both true and correct.
	
	
	
	

	Signature
	Full Name
	Capacity
	Date


11.
Details of Person(s) authorized to act on behalf oF the SERVICE PROVIDER (Mandatory)

RESOLUTION OF OWNERS/DIRECTORS/ MEMBERS/PARTNERS
RESOLUTION of a meeting of the Board of *Directors / Members / Partners/ Owners of:

___________________________________________________________________________

___________________________________________________________________________

(Legally correct full name and registration number of the Enterprise, if applicable)

Held at ______________________________________________ (Place)

On _________________________________________________ (Date)

RESOLVED that:

1. The Service Provider submits an application to the Department of Public Works for registration on DPW's Professional Services Supplier Register.
2. *Mr/Mrs/Ms:  ____________________________________________________________________
in *his/her Capacity as:  __________________________________________ (Position in the Enterprise) 
and who will sign as follows: ___________________________________________________________

be, and is hereby, authorised to sign any documents and/or correspondence in connection with and relating to the Application Form  as well as to sign any Contract, and any and all documentation on behalf of the Entity.

	
	Name
	Capacity
	Signature

	1
	
	
	

	2
	
	
	

	3
	
	
	

	4
	
	
	

	5
	
	
	

	6
	
	
	


	Note:
	
	ENTERPRISE STAMP

	1.
*  Delete which is not applicable

2.
NB. This resolution must be signed by all the Directors / Members / Partners and Owners of the Service Provider
3.
Should the number of  Directors / Members/Partners and Owners exceed the space available above, additional names and signatures must be supplied on a separate page
	
	





PA-24: APPLICATION FOR REGISTRATION AS A SERVICE PROVIDER OF PROFESSIONAL SERVICES IN THE BUILT ENVIRONMENT ONTO THE DPW PROFESSIONAL SERVICES SUPPLIER REGISTER r\REGISTER











Name of Service Provider: __________________________________________________________________





*Name of Authorized representative: __________________________________________________________________





Tel No:  _________________________________________        





* Duly authorized to represent the service provider, supported by a completed Resolution – Section 11 hereof





For office use only





Received on: DD ______ MM ______ YY ______ 





Received by (print full name) 





_____________________________________________________________





Signature: _________________     Journal Number: _________________         





Service Provider Registration Code:  ________________ 





Verified by Chief Directorate/Professional Services:








Name: _________________ Signature: _____________ Date: __________
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