10.3 Checklist for compiling a tender document

	Task
	Person responsible
	Deadline date
	Additional information 
	Checked

	1. Cover sheet
	     
	     
	     
	 FORMCHECKBOX 


	2. Covering letter
	     
	     
	     
	 FORMCHECKBOX 


	3. Table of contents
	
	
	
	

	4. Scope of offer/executive summary
	     
	     
	     
	 FORMCHECKBOX 


	5. Tender returns
	     
	     
	     
	 FORMCHECKBOX 


	6. Bonds
	
	
	
	

	7. Commercial terms and conditions
	     
	     
	     
	

	7.1 History of tenderer
	     
	     
	     
	 FORMCHECKBOX 


	7.2 Company structure and BEE scorecard
	     
	     
	     
	 FORMCHECKBOX 


	7.3 Statement of compliance
	     
	     
	     
	 FORMCHECKBOX 


	7.4 Details of the parties involved
	     
	     
	     
	 FORMCHECKBOX 


	7.5 Timing/Implementation schedule
	     
	     
	     
	 FORMCHECKBOX 


	7.6 Testing and defects
	     
	     
	     
	 FORMCHECKBOX 


	7.7 Payment
	     
	     
	     
	 FORMCHECKBOX 


	7.8 Penalty clauses
	     
	     
	     
	 FORMCHECKBOX 


	7.9 Liabilities
	     
	     
	     
	 FORMCHECKBOX 


	7.10 Termination
	     
	     
	     
	 FORMCHECKBOX 


	7.11 Responsibility matrix
	
	
	
	 FORMCHECKBOX 


	7.12 Options clause
	     
	     
	     
	 FORMCHECKBOX 


	8. Technical requirements
	     
	     
	     
	 FORMCHECKBOX 


	8.1 Statement of compliance with the generic or equipment specifications 
	     
	     
	     
	 FORMCHECKBOX 


	8.2 Description of products
	     
	     
	     
	 FORMCHECKBOX 


	8.3 Support policy
	     
	     
	     
	 FORMCHECKBOX 


	8.4 Testing
	     
	     
	     
	 FORMCHECKBOX 


	8.5 Training
	     
	     
	     
	 FORMCHECKBOX 


	8.6 Module repair
	     
	     
	     
	 FORMCHECKBOX 


	8.7 Delivery
	     
	     
	     
	 FORMCHECKBOX 


	8.8 Evaluation
	     
	     
	     
	 FORMCHECKBOX 


	8.9 Product references
	     
	     
	     
	 FORMCHECKBOX 


	8.10 Product brochures or samples
	     
	     
	     
	 FORMCHECKBOX 


	8.11 References
	
	
	
	 FORMCHECKBOX 



