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APPLICATION TO REGISTER ON MUNICIPAL DATABASE REGISTER 
Interested consultants and other service providers will be required to complete the appli-
cation form, accompanied by the following documents: 
 

 Attach proof of Detailed Central Supplier Database (CSD) report. 
 Recently certified copies of qualifications, 
 Recently certified proof of registration with relevant professional body and regis-

tration number, 
 Recently certified proof of professional indemnity insurance, 
 Copy of company certificate registration,  
 (Accompanied by recently certified ID copies of directors/owners of company) 
 Original valid tax clearance certificate and/or Pin number  
 Company profile (proof of work experience must be attached), 
 Recent copy of municipal rates and taxes account / proof of residence from the 

traditional council / valid lease agreement accompanied by recent proof of munic-
ipal rates and taxes account of the lessor), and 

 Valid BBBEE verification Certificate (original / certified copy) 
 
Application forms will be available at the Supply Chain Management office, Greater Let-
aba Municipality, Civic Centre, 44 Botha Street. 
 
Enquiries can be directed to Ms Kgatla M.P contract no 087 086 7471 
 
Completed forms and the necessary attachments can be delivered to the Supply Chain 
Management Office for the attention of Ms Kgatla M.P, Greater Letaba Municipality, P.O 
Box 36, Modjadjiskloof, 0835. 
 
 
 
 
 
 
 
 
REGISTERING COMPANY  
 
NAME:...………….…………………………………………….………………………………..... 
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BUSINESS INFORMATION 

 
Registered name of company: ...……………………………………………..………………… 
               
Full names of Director 1 & Id no: ……………………………………..………………………… 
 
ID number of Director: ……………………………………..……………………………………. 
 
Trading name/s if any: ………………………………….……………………………………….. 
               
Type of service/Business: ……………………………………………………………………….. 
 
Contact person: …………….…………………………………………………………………….. 
 
Postal address: 
……………………………………………………………………………………………………… 
               
Street address: 
……………………………………………………………………………………………………… 
                  
Telephone no.:….………………………………………………………………………………… 
 
Fax no.: .....……………………………………………………………………………................. 
 
Cell no.:...………………………………………………………………………………................. 
 
E-mail: …………...……………………………………………………………………….............. 
 
Date company established:……………………………………………………………………… 
 
VAT Certificate no. If applicable: ………………………………………………………………. 
 
Bank: ……………………………………………………………………………………………… 
 
Account Type:(savings, cheque) 
Branch Name: …..………………………………………………………………………………… 
 
Branch code:.……………………………………………………………………………………… 
 
Acc. No.: …………………………...……………………………………………………………… 
 
 
 
COMPANY STRUCTURE:  PLEASE STATE TOTAL OF DIRECTORSHIP AND PER-
CENTAGE OF SHAREHOLDERS 

 
DESCRIPTION TOTAL Shareholders % 

1.Directors / members   

2.Company situated in the Greater Letaba Municipal area Yes No 
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Please tick the relevant answer 
PLEASE STATE CATEGORY OF SERVICES 

1 General supply Yes No 

2 Sole supplier (certain goods) Yes No 
3 Appointed agent for area Yes No 

4 Manufacturer Yes No 

5 Service and maintenance  Yes No 
6 Consultants / Professional services Yes No 
 
DECLARATION 

I hereby certify that all information is correct 

 
Date: ………………………………………………………. 

 
Print name: …………………………………………………………………………………………. 

 
Signature: …………………………………………………………………………………………… 

 
LIST OF GOODS AND SERVICES 

Please state type of business – supply / services 
List three categories (As listed in annexure) 
 
DESCRIPTION SUPPLY SERVICE 

1   

   
2   

   
3   

   
 
CONDITIONS OF PURCHASES AND DELIVERY 

No purchases will be done without the necessary quotations. 
All purchases will be done on official orders. 
Delivery notes and (Tax) invoices must accompany the delivery of goods. 
All goods must be delivered at the stores, except where other arrangements have been 
made between the purchaser and suppliers. 
 
CONDITIONS OF PAYMENT 
A valid TAX INVOICE must be provided before any payment can be done as required 

by the ACT. 
All payments will be done by means of electronic banking (EFT). 
Payment will be made within 30 days of invoice date. 
 
VENDOR REQUIREMENTS 
In order for Council to obtain any goods or services from a vendor the following require-
ments must be met: 
The vendor must be registered with Council and a database with the relevant information 
will be submitted by the Financial Manager to the relevant departmental managers; 
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All vendors must supply the Council with their business addresses and a copy of their 
tax certificates; 
 
All vendors rendering goods and services to Council must comply with any labour legis-
lation or regulations promulgated, with special reference to the Basic Conditions of Em-
ployment, Act, Labour Relations Act, and the Occupation Health and Safety Act.  Where 
a vendor does not comply with above legislation the Council has the right to intervene, to 
correct the situation within available legal remedies. 
 
All vendors must declare their employment ratios and compliance with the Employment 
Equity Act. 
 
Council may require from vendors to enter into joint ventures with other vendors; 
 
Vendors must declare their business and family relationship with any person working for 
Council or their relation with a Councillor. 
 
Vendors may not be in arrears with their Municipal Accounts for more than 30 days.  Any 
outstanding balances for longer than 30 days will be set off against any money outstand-
ing to the vendor by Council; 
 
Vendor must indicate on their tender document how many jobs will be created or main-
tained when executing a tender; 
 
No tenders will be awarded to persons in the service of the state, therefore any person in 
the service of the state need not to register. 
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ANNEXURE C  
MBD 4 

 
DECLARATION OF INTEREST 
1. No bid will be accepted from persons in the service of the state¹. 
 
2 Any person, having a kinship with persons in the service of the state, including a blood 
relationship, may make an offer or offers in terms of this invitation to bid.  In view of pos-
sible allegations of favouritism, should the resulting bid, or part thereof, be awarded to 
persons connected with or related to persons in service of the state, it is required that 
the bidder or their authorised representative declare their position in relation to the eval-
uating/adjudicating authority.  
 
3 In order to give effect to the above, the following questionnaire must be completed and 
submitted with the bid. 
 
3.1 Full Name of bidder or his or her representative:………………………………………….  
 
3.2 Identity Number: ……………………………………………………………………………...  
 
3.3 Position occupied in the Company (director, trustee, shareholder²): 
 
      ………………………………………………………………………………………………….  
 
3.4 Company Registration Number: .…………………………………………………………..  
 
3.5 Tax Reference Number: …………………………………………………………………….  
 
3.6 VAT Registration Number:  …………………………………………………………........  
 
3.7 The names of all directors / trustees / shareholders members, their individual identity 
numbers and state employee numbers must be indicated in paragraph 4 below. 
 
3.8   Are you presently in the service of the state?                                              YES / NO 
 
3.8.1 If yes, furnish particulars. 
….…………………………………………………………………………………………………
……………………………………………………………………………………………………. 
 
¹MSCM Regulations: “in the service of the state” means to be a member of any munici-

pal council; any provincial legislature; or the national Assembly or the national Council of 
provinces; a member of the board of directors of any municipal entity; an official of any 
municipality or municipal entity; an employee of any national or provincial department, 
national or provincial public entity or constitutional institution within the meaning of the 
Public Finance Management Act, 1999 (Act No.1 of 1999); a member of the accounting 
authority of any national or provincial public entity; or an employee of Parliament or a 
provincial legislature. 
 
² Shareholder” means a person who owns shares in the company and is actively in-
volved in the management of the company or business and exercises control over the 
company. 



6 

 

 
3.9 Have you been in the service of the state for the past twelve months?         YES / NO 

 
3.9.1 If yes, furnish particulars.………………………………………………………………… 
 
………………………………………………………………………………………………………  
 
3.10 Do you have any relationship (family, friend, other) with persons in the service of 
the state and who may be involved with the evaluation and or adjudication of this bid?  
                                                                                                        YES / NO 

3.10.1 If yes, furnish particulars. 
……………………………………………………………………………………………………… 
……………………………………………………………………………………………………. 
 
3.11 Are you, aware of any relationship (family, friend, other) between any other bidder 
and any persons in the service of the state who may be involved with the evaluation and 
or adjudication of this bid?                                                                                   YES / NO 

 
3.11.1 If yes, furnish particulars 
……………………………………………………………………………….............................. 
……………………………….……......................................................................................... 
 
3.12   Are any of the company’s directors, trustees, managers, principle shareholders or 
stakeholders in service of the state?                                                                  YES / NO 

 
3.12.1 If yes, furnish particulars. 
……………………………………………………………………………………………………… 
……………………………………………………………………………………………………. 
 
3.13 Are any spouse, child or parent of the company’s director’s trustees, managers, 
principle shareholders or stakeholders in service of the state?                           YES / NO                                                                                                   

 
3.13.1 If yes, furnish particulars.  
……………………………………………………………………………………………………. 
……………………………………………………………………………………………………. 
  
3.14   Do you or any of the directors, trustees, managers, principle shareholders, or 
stakeholders of this company have any interest in any other related companies or busi-
ness whether or not they are bidding for this contract?                                      YES / NO                         

                                                                                   
3.14.1 If yes, furnish particulars: 
……………………………………………………………………………………………………. 
……………………………………………………………………………………………………. 
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4. Full details of directors / trustees / members / shareholders. 
 

Full Name Identity Number State Employee 
Number 

   
 

   
 

 
 

  

 
 

  

 
 
CERTIFICATION 
 

I, THE UNDERSIGNED (NAME)  
 
........…………………………………………………………………………………………………………... 

 
CERTIFY THAT THE INFORMATION FURNISHED ON THIS DECLARATION FORM IS COR-
RECT.  

 
I ACCEPT THAT THE MUNICIPALITY MAY ACT AGAINST ME SHOULD THIS DECLARA-
TION PROVE TO BE FALSE.   

 
 
…………………………………..                               …………………………………….. 
Signature                                                                                  Date 
 
 
……………………………………..                               …………………………………..… 
Capacity /Manager                                                               Name of Company (Bidder) 

 

 
1950 
 

Annexure   
SUPPLIER CATEGORIES 

    
 Accommodation and conference fa-

cilities 
 Architectural services 
 Financial Management Systems 

 Professional services, e.g. 
preparation of financial 
statements 

 Asset Management Systems 
 Education and Training services 
 Legal Services 
 Auctioneers 

 Consulting Engineering services 
 Civil construction works 
 Building Contractors 
 Bush and Tree Cutting 
 Carpentry services 
 Window and glass fittings 
 Welding works 
 Cleaning materials / chemicals 
 Clothing suppliers (Protective) 
 Corporate gifts 
 Electrical contractors 



8 

 

 Electronic Components and equip-
ment 

 Advertising services  

 Loud hailing services 
 Catering services 
 Event Management 

 Entertainment services 

 Flags and Maps 

 Decoration services  

 Tents and canvas goods 

 Industrial Equipment / Hire 
 General supplies of goods & ser-

vices 
 IT services and Solutions 
 Lock smiths 
 Maintenance e.g. painting, tilling 

etc. 

 Office equipment suppliers 

 Furniture suppliers 
 Pest control services 
 Plumbing contractors 
 Stationery & Printing services  
 Security services / suppliers / 

equipment 
 Telecoms services / equipment 

 Air conditioning services 

 Alarm systems and equip-
ment 

 Audio Visual Aids / Equip-
ment 

 Travel agencies 
 Transport services 

 Courier services 

 Vehicle tracking system
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