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1. PURPOSE AND PHILOSOPHY 
 

1.1 To implement a Supply Chain Management system in accordance with Section 217 of the Constitution, 
which is fair, equitable, transparent, competitive and cost effective;  

1.2 To ensure consistency with other applicable legislation and regulations thereto; 
1.3 To provide for procedures and processes for the procuring of goods, services or works;  
1.4 To give effect to the Preferential Procurement Policy objectives of the Playhouse; 
1.5 To ensure optimal service delivery by facilitating effective and efficient procurement; 
1.6 To ensure the efficient, effective and uniform procurement of all services and goods, required for the 

proper functioning of The Playhouse Company to maximize the benefits from its consolidated buying 
power in the marketplace whilst acting in a socially responsible manner in developing and supporting 
Historically Disadvantaged South Africans (HDSA 's) and small, medium and micro enterprises 
(SMME’s). 

 
 
2. SCOPE AND APPLICATION  

 
2.1 This policy regulates the procurement of goods and services in an appropriate and effective manner by 

The Playhouse Company in line with all legal instruments governing this scope of application to ensure 
compliance with procurement procedures and National Treasury guidelines.  
 

 
3. RESPONSIBILITY AND ACCOUNTABILITY 

  
3.1 The Chief Financial Officer is responsible and accountable for the implementation of the procurement 

policy and procedure in line with Section 38 of the PFMA. 
 

 
4. POLICY STATEMENT 

 
4.1 The Playhouse Company is committed in terms of the Constitution and its procurement policies to have 

a supply chain policy that is fair, equitable, transparent, competitive and cost effective and to combat 
irregular practices in the tendering process in order to acquire the best goods and services for the 
Playhouse. 

4.2 Section 217 (1) of the Constitution provides that when an organ of state contracts for goods and services, 
it must do so in accordance with a system which is fair, equitable, transparent, competitive  and cost-
effective. 

4.3 The policy aims to promote the utilisation of local or regional business (as per the specific goal i.e. the 
RDP and its sub-elements). Establish and maintain a database of appropriate vendors as well as 
accessing vendors from the Central Supplier Database (CSD). 

4.4 Execute all procurement activities in accordance with The Playhouse Company Delegation of Authority 
Matrix. 

4.5 Promote the principles of being fair, equitable, transparent, competitive and cost-effectiveness through 
all selection mechanisms and tender procedures. 

4.6 Comply with the following legal instruments: 
- The Constitution of the Republic of South Africa (Section 217) 
- The Preferential Procurement Policy Framework Act (PPPFA) (Act No. 5 of 2000) 
- Preferential Procurement Regulations (2022) 
- Broad-Based Black Economic Empowerment Act, 2003 (Act No. 53 of 2003) 
- The Public Finance Management Act (PFMA), Act 1 of 1999 as amended 
- Promotion of Access to Information Act (Act No. 2 of 2000) 
- Promotion of Administrative Justice Act (Act No. 3 of 2000) 
- Protected Disclosures Act (Act No. 26 of 2000) 
- Public Service Act, 1994 as amended 
- The Competition Act (Act 89 of 1998) 
- The Construction Industry Development Board Act, 2000, (Act 38 of 2000)  
- The National Small Enterprise Act (Act No. 102 of 1996) 
- The Prevention and Combating of Corrupt Activities Act (Act No. 12 of 2004) 
- Treasury Regulations 
- Treasury Practice Notes 
- The Supply Chain Management: A Guide to Accounting Offices/ Authorities.   
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4.7 Develop, promote and support Historically Disadvantaged South Africans as per Section 217 (2)(a) and 
(b) respectively, Small, Medium and Micro Enterprises as beneficiaries of economic transformation as 
provided for the in the national development growth plan and the RDP, in a responsible manner and in 
line with applicable legislation. 

 
 
5. PROTECTING AND DIVULGING INFORMATION 

  
5.1 Protection of Personal Information Act 

5.1.1 The Playhouse Company aims to comply with the Protection of Personal Information Act, 4 of 
2013 (POPIA), by ensuring that our Supplier’s personal and company information is dealt with 
in a reasonable manner that does not infringe the Supplier’s privacy.  

5.1.2 We honour our Supplier’s right to privacy and data protection, and we would never share or 
sell our Supplier’s personal information. The information is collected and processed only for 
the purpose it is intended for and in accordance with the provisions of POPI Act. 

5.1.3 All bidders must submit documented authorization for the use of any third-party personal 
information in their respective bids, especially information provided by third party individuals 
such as curriculum vitae (CVs), reference letters for past contracts from clients, and any other 
pertinent personal data. 

 
5.2 Access to Information 

 
5.2.1 Under the ambit of the Promotion of Access to Information Act 2 of 2000 (PAIA), The 

Playhouse Company will make available any information or record of decision to a requester 
in relation to a specific bid as directed by a tribunal or a competent court. 

 
 
5.3 Reason for a Decision 

 
5.3.1 Under the directive of the Promotion of Administrative Justice Act 3 of 2000, (PAJA) The 

Playhouse Company may upon request provide reasons for decisions made pertaining to any 
aspect of its Supply Chain Management and Procurement processes or a specific bid. 

 
 

6. ABBREVIATIONS and Glossary of Terms and Interpretation 
 

Accounting Authority a body or person mentioned in 49 of PFMA (Council) 

Accounting Officer a person mentioned in 36 of PFMA (CEO) 

All Applicable Taxes This entails incorporating payments such as pay-as-you-earn taxes, income 
tax, contributions to the unemployment insurance fund, and levies for skill 
development. 

BEE Black Economic Empowerment 

Black people (person) is a generic word which means Africans, Colored and Indians 
1. who are citizens of the Republic of South Africa by birth or descent; 

or 
2. who became citizens of the Republic of South Africa by 

naturalization- before 27 April 1994; or 
3. on or after 27 April 1994 and who would have been entitled to 

acquire citizenship by naturalization prior to that date. 
 

CEO Chief Executive Officer 

CFO Chief Financial Officer 

Chairperson the Chairperson of The Playhouse Company Council appointed in terms of 
section 5 of the Cultural Institutions Act 

Contract Participation Goal This signifies a specified percentage of the bid amount minus provisional 
sums, contingencies, and VAT. It denotes the worth of specific labour or 
business participation that a supplier must fulfil within a contract, such as 
part of the "Objective Criteria", if and when applicable. 
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CSD Central Supplier Database 

Disability This refers to an individual who meets the criteria as outlined and defined in 
Section 1 of the Employment Equity Act of 1998 (Act No. 55 of 1998). 

Enabling Act the Cultural Institutions Act, No. 119 of 1998 

Executive Authority the Minister of the Department of Sport, Arts and Culture 

Exempted Micro 

Enterprise (EME)  

 

Indicates a micro enterprise that has received an exemption according to the 
code of best practices for broad-based black economic empowerment, as 
published under section 9(1) of the Broad-Based Black Economic 
Empowerment Act. (EME’s will be required to provide proof of their status 
for purposes of substantiating their claims for preference points). 

Fronting Suggests a transaction, agreement, or any action or conduct that directly or 
indirectly obstructs the achievement of the goals outlined in the B-BBEE Act 
or the implementation of any of its provisions. 

Highest Acceptable 
Tender 

This denotes a tender that meets all tender specifications and conditions and 
has the highest price among other tenders. 

HDI Historically Disadvantaged Individual 

HDSA Historically Disadvantaged South-Africans 

PM Programme Manager 

LM Line Manager 

Lowest Acceptable Tender This refers to a tender that meets all specifications and conditions of tender 
and has the lowest price compared to other tenders. 

PFMA Public Finance Management Act, (Act I of 1999 as amended) 

PPPFA Preferential Procurement Policy Framework Act, (Act No 5 of 2000) 

Preferred Bidder This refers to a bidder with whom price negotiations and discussions can be 
conducted to establish the final terms of the contract. 

Preference Point System This signifies the "evaluation points," also referred to as points for pricing 
and points for specified goals, outlined in the Preferential Procurement 
Regulations of 2022. 

Price This refers to the sum of money offered for goods or services, encompassing 
all relevant taxes less any unconditional discounts. 

POPIA Protection of Personal Information Act 

Qualifying Small 
Enterprise (QSE) 

This refers to a small business that fulfils the criteria for black economic 
empowerment according to the Code of Good Practice published under 
section 9(1) of the Broad-Based Black Economic Empowerment Act of 2003 

Rand value Means the total estimated value of a contract in Rand, calculated at the time 
of the tender invitation. 

Register for Tender 
Defaulters 

Means an entity which has been listed in terms section 29 of the Prevention 
and Combating of Corrupt Activities Act (No 12 of 2004). 

RFQ Request for quotation 

Round Robin Resolution a resolution passed by either Council or a committee of the Council other 
than in a meeting of Council or a meeting of the committee of the Council 

SARS South African Revenue Services 

SCM Supply Chain Management that encompasses management of demand, 
acquisition, logistics, disposal, and supply chain performance. 

SCM unit Supply Chain Management Units in any government institution referred to in 
Treasury Regulation 16A4.1 

SMME Small Medium and Micro Enterprise as defined in Section 1 of the National 
Small Enterprise Act of 1996. 

Specific goals means specific goals as contemplated in section 2(1)(d) of the Act which 
may include contracting with persons, or categories of persons, historically 
disadvantaged by unfair discrimination on the basis of race, gender and 
disability including the implementation of programmes of the Reconstruction 
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and Development Programme as published in Government Gazette No. 
16085 dated 23 November 1994; 

Sub-contractor This refers to any individual who is assigned, leased, hired, or contracted by 
the main or primary provider to carry out work on their behalf during the 
duration of a contract. 

Supplier the individual or organisation providing goods or services to the public entity 

Tender This signifies a documented proposal in the format prescribed in reply to a 
request for goods or services, whether through price quotations, competitive 
tendering processes, or any other method specified in this policy. 

Tender for Income-
Generating Contracts 

This refers to a written proposal, as specified in response to an invitation for 
income-generating contracts through methods outlined in the PPR 2022. 
These contracts lead to a legal agreement between with a third party for 
purposes of generating revenue. Such contracts include leasing, asset 
disposal, and concession contracts, excluding direct sales and asset 
disposal via public auctions.   

The Playhouse Company The KwaZulu-Natal Performing Arts Company formed in terms of section 
3(1) of the Cultural Institutions Act, 1998 (Act No. 119 of 1998) 

 
 
7. PROCESS FOR REQUESTING QUOTATIONS 
7.1 The requester/user department submits a specification to SCM for goods or services needed. 
7.2 The specification must have the following characteristics: 

7.2.1 A clear description of the goods/services needed. 
7.2.2 The number of quantity/hours/days required. 
7.2.3 Where necessary, additional information to accompany the quotation, e.g. a rollout plan; and 
7.2.4 A deadline for receiving quotations. 

7.3 The turnaround time for advertising an RFQ is a minimum of 3 days. 
7.4 Depending on the nature, size or complexity of the work required, the requestor/user department must 

allow sufficiently reasonable time for interested suppliers to respond. 
 
 
8. ORDERING PROCESS 

 
8.1 Objectives  

• To ensure that the best quality goods and services are obtained at the most competitive price. 

• To ensure that orders are placed timeously and departments do not run out of stock. 
 
8.2 Staff involved in the process and authority levels: 

• Requester/ User 

• Buyer 

• Line Manager – greater than R 1 less than R 5 000 

• Programme Manager and CFO – greater than R 5 000 less than R 30 000 

• CEO and CFO – greater than R 30 000 

• Tender Committee – greater than R 1 000 000 less than R 3 500 000 

• Finance Committee – greater than R 3 500 000 less than R 5 000 000 

• Council – greater than R 5 000 000 
 

8.3 Documents utilized in the ordering process: 

• Requisition 

• Quotations / Deviation Letter 

• Order Form 

• Tender documents 
 
8.4 Procedures 
8.4.1 Orders are only placed with suppliers who are registered on the National Treasury Central Supplier 

Database. 
8.4.2 If it is not possible to obtain a price quotation from a list of perspective suppliers on the CSD, the 

process must be fully documented and submitted to the CFO for approval. The identified supplier(s) 
must be registered on the CSD before orders are processed or contracts entered. 

8.4.3 In respect of emergency, suppliers that have been contracted who are not on the CSD must be 
registered as soon as possible but not later than 7 days after the order has been issued. 
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8.4.4 The Line Manager keeps a requisition book. When goods or service are required by a department, the 

requester from the department completes the following details on the Requisition Forms: 

• Date 

• Department 

• Item description and product/part number 

• Quantity and 

• The cost allocation code for the department. 
 

8.4.5 The requester also signs the requisition as evidence of completing the Requisition Form. 
8.4.6 The Requisition Forms are pre numbered and have 4 copies. 
8.4.7 Once the Requisition Forms are completed, the requester forwards Copy 1 (White), 2 (Green) and 3 

(Yellow) to the Buyer. 
8.4.8 Copy 4 (light blue) book copy remains in the requisition book. 
8.4.9 The Buyer obtains quotes based on the specification provided by the requester/user department from 

the Suppliers on the database, or follows tender procedures depending on the value of the goods 
required as reflected in Annexure A. 

8.4.10 For all quotations received the Line Manager/Programme Manager must verify, that: 

• The quality, quantity and specification of the goods/services per the quote is the quality, 
quantity and specification required by the department. 

• There are enough funds in the department's budget. 

• The cost allocation is correct. 
8.4.11 The requestor may also email a detailed specification to the buyer to send a callout for 

quotations/proposals before completing the requisition form. 
8.4.12 Deviation from these procedures shall only be permitted for purchases from non- recognised Suppliers 

for items such as (costumes, accessories or props used by the Wardrobe Buyer or Production 
Manager). 

 
8.5 If the purchase is less than R 750 
8.5.1 The requester/user may fill in a petty cash voucher for all purchases that are R750 or less. 
8.5.2 The Programme/Line Manager must sign the petty cash voucher as evidence of approval. 
8.5.3 Deviations must be approved by the CFO 

 
8.6 If the purchase price is greater than R 750 and less than R 2 000 
8.6.1 The Buyer must obtain at least 1 verbal/written quote from the Suppliers on the database based on 

the specification provided by the requester/user department. 
8.6.2 The Buyer must enter the price per the verbal/written quote to the Requisition Form and forward it to 

the Line Manager. 
8.6.3 The Line Manager must also assess the reasonableness of the quote and agree the quote price to the 

price on the Requisition Form and then sign the Requisition Form as evidence of approval. 
8.6.4 Deviations must be approved by the CFO 

 
8.7 If the purchase price is greater than R 2 000 and less than R 1 000 000  
8.7.1 The Buyer must obtain at least 3 written quotations from the Suppliers on the database based on the 

specification provided by the requester/user department for purchases up to R 1 000 000. 
8.7.2 The Buyer must use the 80/20 Preferential Point System where 80 points are awarded to price and 20 

points are awarded for specific goal. 
8.7.3 The Supplier with the highest score must be awarded the work. 
8.7.4 The Buyer must attach the quotations, and score sheets to the 3 copies of the Requisition Forms and 

forward them to the Programme Manager and Line Manager for approval. 
8.7.5 The Programme Manager/Line Manager must also assess the reasonableness of the quote and agree 

the quote price to the price on the Requisition Form. 
8.7.6 The Programme Manager must then sign the Requisition Form as proof of approval and forward it to 

the CFO and CEO for further approval. 
8.7.7 The CFO must check that: 

• The cost allocation is correct, 

• There are sufficient funds in the department's budget, 

• There is a signature of the requester, the Buyer, the programme and Line Manager on the 
Requisition Form 

8.7.8 The CFO must also review the score sheets and agree the selected quote price to the price on the 
Requisition Form. 

8.7.9 The CFO must then sign on the Requisition Form as proof of approval, as per the delegated authority. 
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8.7.10 The CEO must then sign the Requisition Form as final authorisation, as per the delegated authority. 
8.7.11 Deviations must be approved by the CFO. 
 
8.8 If the purchase is greater than R 1 000 000 and less than of R50 million 
8.8.1 The Departmental Manager must prepare a proposal detailing the need to purchase the goods or 

service and must forward the proposal to the CFO for approval. 
8.8.2 The CFO must assess the proposal and approve it. 

 
8.8.3 When appointing the Tender Committees (Bid Specification, Bid Evaluation and Bid Adjudication 

Committees) the CFO must ensure that: 

• The Tender committees must have at least three members. 

• The Tender Committees shall be demographically representative in terms of race, gender and 
expertise. 

• The Programme Manager or Line Manager or Head of Department or Department representative 
requiring the goods / services must be part of the Bid Specification and Evaluation Committee. 

• Consultants may be engaged when the necessary skills and/or resources to execute the 
project/study are not available and Departments cannot be reasonably expected to either train 
or to recruit people in the time available. 

• Should any member appointed to a Tender Committee have any financial interest in the bid or 
in a company applying for a bid, this interest must be declared in advance, or he/she must excuse 
themselves. 

• The roles and responsibilities of the Tender Committees are detailed in the Bid Committee 
Structure and Functions Policy. 
 

8.8.4 SCM must prepare the tender documents and ensure that: 

• The standard bidding document issued by National Treasury is used. 

• Bid procedures are easy to interpret and clear. 

• Tenders are to be evaluated on functionality, price and specific goal. 

• Bids are advertised at least 21 days before closure in the Government Tender Bulletin, eTender 
Portal and The Playhouse website in English and IsiZulu. Adverts may also be placed in the 
Newspapers where necessary. 

• All potential bidders receive the same documentation and information. 

• All potential bidders are given the same amount of time to submit their bids. 

• The physical address where bids are to be lodged must be clearly indicated. 

• The permanent fixture bid boxes are established and are accessible to the public to hand in 
bidding documents 24 hours a day, seven days a week. 

• The venue and time for opening the bids is indicated on the bidding documents.  

• The bid closing date may only be postponed if the postponed date can be advertised before the 
original closing date. 

• Bidders list must be published within 10 working days of open competitive bid closing date. 

• Award information must be published within 10 working days of successful bidder accepting the 
bid award. 

• Bid cancellation information and bid amendments must be published at least 10 working days 
before the bid closes. 
 

8.8.5 When the prospective Suppliers collect the tender documents from the Playhouse Company, they 
must pay a set fee. 

8.8.6 The fee should be reasonable and reflect only the cost for the printing and delivery to prospective 
Suppliers. 

8.8.7 Tender documents are uploaded on eTender portal and are available for download free of charge. 
8.8.8 When the delegated individual receives the fee from the prospective Supplier, he/she must complete 

a pre-numbered triplicate receipt: 

• Copy 1 (white)is given to the prospective Supplier. 

• Copy 2 (yellow) goes with banking and receipting to Cash Receipts Clerk. 

• Copy 3 (Green fast copy) remains in receipt book. 
8.8.9 At the end of the day, the delegated individual must reconcile the receipts to the cash received and 

deposit the money into the Playhouse banking account. 
8.8.10 The bid box must be closed at 11h00 on the closing day. 
8.8.11 A bid submission register must be kept with security and filled by everyone who is dropping a bid 

document inside the tender box. 
8.8.12 SCM, member/s of specification committee and security personnel must be invited to witness the 

opening of the bid box. 
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8.8.13 Only the names of the bidders are called out during the opening of the tender box. 
8.8.14 A bid price register detailing the bidders and their total prices must be maintained. 
8.8.15 The tender documents must then be kept in a locked office/cupboard or safe until they are requested 

by the Tender Committees. 
8.8.16 The bids must be evaluated in terms of the bid criteria stipulated in the bidding documents only. 
8.8.17 Bids who score below the quality and functionality threshold and are disqualified must be justified. 
8.8.18 The Bid Evaluation Committee must score each bid in terms of the 80 / 20 Preferential Point System 

where 80 points are awarded to price and 20 points are awarded for Specific goal. 
8.8.19 The Bid Evaluation Committee makes a recommendation of award to the Bid Adjudication Committee 

based on the highest points scored. 
8.8.20 The Bid Adjudication Committee must then review the report of the Bid Evaluation Committee. 
8.8.21 The recommendation of the Bid Evaluation Committee must be minuted and forwarded to the Bid 

Adjudication Committee, then to the Finance Committee and Council for an approval, depending on 
the value of the tender. 

8.8.22 Bidders must be notified in writing whether they have been successful or unsuccessful. 
8.8.23 A Service Level Agreement between the successful bidder and the Playhouse must be concluded and 

signed. 
8.8.24 The requesting/user department must prepare a requisition form, have it approved as per the delegate 

matrix. 
8.8.25 SCM must ensure that the bidder is tax compliant at the date of issuing the order number to the 

successful bidder. 
 

8.9 If the purchase exceeds R50 million 
8.9.1 The tender process followed is similar to that listed in paragraph 8.8 except that: 
8.9.2 The Bid Evaluation Committee must score each bid in terms of the 90/10 Preferential Point System 

where 90 points are awarded to price and 10 points are awarded for specific goal. 
8.9.3 The recommendation of the Bid Evaluation and Bid Adjudication Committees must be minuted and 

forwarded to the Finance Committee and/or Council for final approval, as per the delegated authority. 
 
 

9. IF THE DEPARTMENT BUDGET IS EXCEEDED 
9.1 If the purchase will result in the budget being exceeded: 

• The requisition form must be sent to the CFO for approval irrespective of the value threshold. 

• Programme/Line Managers must provide reasons for variance to their budgets monthly. 
 

10 RECORDING OF REQUISITION ON THE PROCUREMENT MODULE 
10.1 The Buyer records the following information from the Requisition Form to the Procurement Module: 

• Item description, 

• Quantity, 

• Originating department cost code, 

• Unit cost 

• Date 

• Supplier name 
 

10.2 If the budget is exceeded, the requisition is forwarded to the accountant to override and then forward 
to the buyer to place the order. The CFO has to approve the overspending on the original requisition. 

10.3 The Buyer converts the electronic requisition to an order.  The order number is generated on pastel 
automatically, and is then printed, signed and dated. 

10.4 The order number is then provided to the Supplier via fax or email. 
 
11 RECEIVING OF GOODS 
11.1 Objectives 

• To ensure that only the goods ordered are received. 

• To ensure that the goods received are of the appropriate quality, specification and in good 
condition. 

11.2 Staff involved in the process: 

• Buyer 

• Store man 
 

11.3 Documents utilized in the receiving process: 

• Goods Received Note 

• Goods Returned Note  
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• Invoice/ Delivery Note 

• Requisition Form 

• Stock cards 

• Order Form 
 

11.4 Procedures 
11.4.1 When the Supplier representative delivers the goods, the security guard at the entrance must request 

the Supplier representative to sign the following details on the register: 

• Name of person delivering goods 

• Name of company 

• Purpose of visit 

• Contact details 
 

11.4.2 The security guard must inform the relevant Buyer /Store man that the delivery has arrived. 
11.4.3 The Buyer / Store man must inspect the delivery note to ensure that: 

• It has the name and address of the Playhouse Company 

• The official company Order Number appears on the Invoice. 

• The goods delivered agree on quantity, description and price to the delivery note/invoice, order 
form and requisition form. 
 

11.4.4 The Buyer/Store man must also inspect the goods to ensure that no goods are damaged and that the 
goods are of the required quality and must not accept goods that are damaged or goods that are not 
of the required quality. 

11.4.5 If the Supplier has short delivered, the Buyer/Store man must record such short delivery on the delivery 
note/Invoice and on the Order Form. The Buyer/Store man and the Supplier representative must sign 
the amended delivery note. 

 
11.4.6 Stock items are then recorded manually on stock cards. The Store man must enter the following details 

on the stock card: 

• Date received. 

• Quantity received. 

• Order Number. 

• Description of goods received. 
 

11.4.7 The Buyer records the goods received on the goods received voucher.  This is done electronically via 
the procurement module. The system automatically generates a sequential GRV number. 

11.4.8 The GRV is then printed and attached to the requisition, order, delivery note and invoice. 
11.4.9 The order documents are submitted to the user department for approval by the Programme manager 

and then returned to the SCM Department. 
11.4.10 Once approved by the Programme Manager, the Buyer forwards the order documents to the Creditors 

Clerk. 
11.4.11 On a daily basis, The Buyer must review and follow-up on long outstanding orders or short deliveries. 
11.4.12 If for any reason, goods need to be returned to the Supplier: The Store man must complete a Goods 

Returned Note which is in triplicate and pre-numbered. 
 
 

12 EMERGENCY PROCUREMENT PROCEDURE 
12.1 In the event of an emergency a call is logged to the first available supplier to resolve the problem 

 immediately. 
12.2 Requisition should then immediately follow within the next working day with a letter of motivation 

 approved by the respective programme manager and CFO. 
12.3 The Buyer then generates the order and GRV and attaches these to the invoice for approval and 

 payment. 
 

13 RECORDING OF ACQUISITIONS 
13.1 Objectives 

• To ensure that all goods received are recorded. 

• Only valid and arithmetically correct purchase Invoices are processed in the accounting 
records. 

13.2 Staff involved in the process: 

• Creditors Clerk 
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13.3 Procedure 
13.3.1 The Creditors Clerk receives a copy of the Goods Received Notes, copy of the Order Form, copy of 

the Requisition Form and the Supplier Invoice, as well as copy of the Goods Returned Note (if 
applicable). 

13.3.2 The Creditors Clerk must agree Invoice details to the Order Form, the Requisition Form and Goods 
Received Note. 

13.3.3 The Creditors Clerk must check accuracy of casts, extensions, discounts and VAT on the Invoice. 
13.3.4 The Creditors Clerk must also check that the Requisition Form has a signature of the Line Manager, 

Programme Manager, CFO and CEO (sent to the latter if the cost exceeds R 30,000). 
13.3.5 The Creditors Clerk must stamp and sign these Invoices as proof of performing the above checks. 
13.3.6 The Creditors Clerk must also check the cost allocation code per the Requisition Form on the GRV. 
13.3.7 The Creditors Clerk captures the following information onto the Procurement system: 

• Date per the Invoice 

• Invoice number 

• Invoice amount including vat (If different from GRV) 
13.3.8 Once the above information is captured, the Creditors Clerk stamps Invoices 'CAPTURED', initials and 

dates the Invoice. 
13.3.9 If a Goods Returned Note is attached to the Invoice, the Creditors Clerk captures the Goods Returned 

Note as a credit note. 
13.3.10 The system automatically processes the Invoice/ Good Returned note and immediately updates the 

general ledger. 
 

14 PAYMENTS TO SUPPLIERS 
14.1 Objectives 

• To ensure that all payments made are valid, accurate and complete. 

• To ensure that payments are made duteously and within 30 days from date of invoice. 
 

14.2 Staff involved in the process: 

• Creditors Clerk 

• Authorised signatories 
 

14.3 Documents utilized in the payment process: 

• Requisition Form 

• Quotes 

• Deviation Letter 

• Order Form  

• Goods Returned Note  

• Goods Received Voucher 

• Invoice / Delivery Note 

• Accounts payable transaction report 

• EFT Requisition Form / EFT schedule 
 

14.4 Procedure 
14.4.1 The Creditors Clerk completes the following information on the EFT Requisition Form: 

• EFT number 

• Date 

• Name of the Supplier (or Payee) 

• Amount per Invoice 
14.4.2 The Creditors Clerk completes and sign the EFT requisition form and attaches it to the order 

documents, accounts payable transaction report and the Supplier Invoice. 
14.4.3 The Creditors Clerk must forward these documents to two authorised signatories for approval. 
14.4.4 The authorized bank signatories appointed by the Council and are: 

• CEO 

• CFO 

• Facilities Manager 

• Administration Manager 
 
14.4.5 The authorized EFT signatories appointed by the Council and are: 

• CEO 

• CFO 

• Facilities Manager 
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• Administration Manager 

• HR Manager 
 

14.4.6 The authorized signatories must perform the following checks: 

• Agree amount per EFT requisition form to the Supplier Invoice and transaction report. 

• Agree details per Invoice to EFT requisition Form, Goods Received Note, Order Fort, and Goods 
Returned Note. 

14.4.7 Once the 2 authorised signatories have performed these checks, they must sign the EFT requisition 
and EFT schedule. The authorized signatories must then forward all documentation to the Creditors 
Clerk. 

14.4.8 The Creditors Clerk captures the payments on the cashbook from the accounts payable module. 
14.4.9 The Creditors Clerk then stamps 'PAID' on the Invoice and supporting documentation and file the 

documents accordingly. 
 
 

15 DEBIT ORDER PAYMENTS 
 

15.1 Objectives  

• To ensure that all payments made are valid, accurate and complete. 
 

15.2 Staff involved in the process: 

• Buyer/Stores Controller 

• Creditors Clerk 

• Programme Managers 

• CFO 

• CEO 
 

15.3 Documents utilized in the debit order payments process: 

• Invoice 

• Bank statement 

• Transaction listing 

• Requisition 

• Order 

• GRV 
 

15.4 Procedure 
15.4.1 The requisition is completed for one financial year and order’s generated monthly per due date. 
15.4.2 Invoices are received by the Creditors Clerk and submitted to SCM Department. 
15.4.3 The Buyer generates a GRV, attaches the Invoice, Requisition and Order and submits these to the 

User Department for authorization. 
15.4.4 Upon receipt of the authorized documents, the invoice is forwarded to creditor’s department for 

processing via the procurement module. 
 

16 CREDITORS RECONCILIATION 
16.1 Objectives 

• To ensure the accounts payable and all the payments are valid, accurate and complete. 
 

16.2 Staff involved in the process: 

• Creditors Clerk 

• CFO 
 

16.3 Documents utilized in the recording of acquisition process: 

• Invoice / Stores Requisition / Order / Goods Received Note / Goods Returned Note 
 

16.4 Procedure 
16.4.1 At the end of each month, the Creditors Clerk receives the various creditors’ statements. 
16.4.2 The Creditors Clerk must then print out the creditors’ ledger. 
16.4.3 The Creditors Clerk prepares a formal creditor's reconciliation by preparing a schedule indicating: 

• Balance per creditors statement 

• Less: previous payment not reflected on the statement 

• Less: Invoices or credit notes not yet processed 
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• Other adjustments 

• Balance per ledger 
 

16.4.4 The reconciliation must then be forwarded to the CFO for review and the CFO must sign the creditor’s 
reconciliation as proof of review. 
 

17 SUPPLIER DATABASE 
17.1 Objectives 

• To ensure that all suppliers are registered in the National Treasury Central Supplier Database 

• If it is not possible to obtain price quotations from the list of prospective suppliers recorded on 
the CSD, the institution will conduct a market analysis to identify possible suppliers, record the 
process and submit to the accounting officer or accounting authority or the CFO for approval. 
The identified supplier should be registered on the CSD before orders are processed. 

 
17.2 Supplier evaluation 
17.2.1 The Buyer must evaluate the Supplier based on the turnaround time to respond to the request, deliver 

the goods/services, account management and ability to deal with any other related issues. 
17.2.2 User departments must access the quality and functionality of the goods/services provided by the 

supplier and informs the Procurement section regarding any dissatisfaction or concerns. 
17.2.3 New suppliers are evaluated based on previous experience relevant to the industry or field, references, 

financial capability, quality and functionality of their goods or services. 
17.2.4 New suppliers may be asked to do a presentation or demonstrate their product to the user department 

and Buyer to access the quality and functionality of their goods or services. 
 
17.3 Supplier blacklisting 
17.3.1 Individual or entity identified on National Treasury’s Register for Tender Defaulters and/or the List of 

Restricted Suppliers will be automatically disqualified from participating in the bidding process. 
17.3.2 The Playhouse Company will follow due process to request National Treasury to list a supplier based 

on its own internal investigations prompting such a request for blacklisting. 
 
17.3.3 The National Treasury‘s Central Supplier Database flags all the restricted suppliers on the CSD. 
17.3.4 It is the responsibility of the Buyer to download the latest CSD reports and view the status of the 

suppliers. 
17.3.5 The Buyer must notify the Accountant of any blacklisted suppliers and the Accountant must deactivate 

them on the Pastel system. 
 

18 SUPPLIER COMPLAINT PROCEDURE 
18.1 Departments should complete a Supplier Complaint Form to report any supplier complaints.  
18.2 A detailed explanation of the complaint and evidence must be attached to the complaint form i.e. 

 photos, delivery note, email communications, etc. 
18.3 All complaints should be reported to the Supply Chain Management Unit as soon as possible, so 

 appropriate action can be taken. 
18.4 The Supply Chain Management Unit must assess the complaint as well as evidence and take 

 appropriate action within 48 hours of receiving the complaint form. 
18.5 Escalations must be brought up to the CFO for intervention. 

 
19 IDENTIFICATION OF PREFERENCE POINT SYSTEM 
19.1 The Playhouse Company will in line with the directives of the Preferential Procurement Regulations of 

2022 (PPR) amongst other things, determine and stipulate in the tender documents the preference point 
systems applicable to any bid. 

19.2 An invitation to bid may therefore allocate points to any of the following specific goals, i.e.;- 
19.2.1 Race 
19.2.2 Gender 
19.2.3 Disability 
19.2.4 Programmes of the RDP:- 

(a) The promotion of South African owned enterprises; 
 
(b) The promotion of export orientated production to create jobs; 
 
(c) The promotion of SMMEs; 
 
(d) The creation of new jobs or the intensification of labour absorption; 
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(e) The promotion of enterprises located in a specific province for work to be done or services to 
 be rendered in that province; 
 
(f) The promotion of enterprises located in a specific region for work to be done or services to be  
 rendered in that region; 
 
(g) The promotion of enterprises located in a specific municipal area for work to be done or  
 services to be rendered in that municipal area; 

 
(h) The promotion of enterprises located in rural areas; 

 
(i) The empowerment of the work force by standardising the level of skill and knowledge of 
 workers; 

 
(j) The development of human resources, including by assisting in tertiary and other advanced 
 training programmes, in line with key indicators such as percentage of wage bill spent on 
 education and training and improvement of management skills; and 

 
(k) The upliftment of communities through, but not limited to, housing, transport, schools, 
 infrastructure donations, and charity organisations. 
  

19.3 All specific goals listed in an invitation to bid must be measurable and quantifiable and all awarded 
contracts will be monitored during execution to ensure that specific goals are met and sustained by the 
supplier.  

19.4 The B-BBEE Scorecard of a bidder shall not be used for purposes of allocating preference points as a 
specific goal. 

19.5 The specific goal in the invitation to submit the tender for which a point may be awarded, and the number 
of points that will be awarded to each goal, and proof of the claim for such goal. 

19.6 If it is unclear which preference point system will be applicable, either the 80/20 or 90/10 preference 
point system will apply and the lowest acceptable tender will be used to determine the applicable 
preference point system. 

19.7 If it is unclear whether the 80/20 or 90/10 preference point system applies, an organ of state must, in 
the tender documents, stipulate in the case of –  

(a) an invitation for tender for income-generating contracts, that either the 80/20 or 90/10 
 preference point system will apply and that the highest acceptable tender will be used to 
 determine the applicable preference point system: or  
(b) any other invitation for tender, that either the 80/20 or 90/10 preference point system will apply 
 and that the lowest acceptable tender will be used to determine the applicable preference 
 point system. 
 

20 TENDERS TO BE EVALUATED ON FUNCTIONALITY 
20.1 Specific invitations to bid may undergo evaluation for Functionality, which entails assessing the quality,  

reliability, viability, and durability of the products or services, along with the technical proficiency and 
capability of the tenderer to fulfill the contract. 

20.2 The evaluation criteria employed for assessing functionality must be unbiased. 
20.3 The “Elements” of the B-BBEE Scorecard and the specific objectives outlined in Section 2(1)(d)(i) and  

(ii) of the Act cannot be used as functionality criteria, as they do not represent weightings over a 
supplier's ability to perform in line with their tender. 

20.4 Invitations to bid, which will be evaluated based on functionality will at all times be subject to a two- 
stage process, where the functionality-based criteria must be considered first (stage one), and then 
will tenders be evaluated in accordance with the 80/20 or 90/10 preference point systems outlined in 
the Preferential Procurement Regulations (stage two). 

20.5 The Playhouse Company must state in the tender documents if the tender will be evaluated on 
functionality. 

20.6 The evaluation criteria for measuring functionality must be objective. 
20.7 The tender documents must specify: 

a) The evaluation criteria for measuring functionality. 
b) The points for each criteria and, if any, each sub-criterion; and 
c) The minimum qualifying score for functionality. 

20.8 The minimum qualifying score for functionality for a tender to be considered further: 
a) Must be determined separately for each tender; and 
b) May not be so: 

I. Low that it may jeopardize the quality of the required goods or services; or 
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II. High that it is unreasonably restrictive. 
20.9 Points scored for functionality must be rounded off to the nearest two decimal places. 
20.10 A tender that fails to obtain the minimum qualifying score for the functionality as indicated in the tender 

documents is not an acceptable tender. 
20.11 Each tender that obtained the minimum qualifying score for functionality must be evaluated further in 

terms of price and the preference point system and any applicable objective criteria. 
 
 
21 CLARIFICATION OF TENDER OFFER, OR ADDITIONAL INFORMATION, AFTER SUBMISSION 

 
21.1 Bidders may be requested to provide clarification of a tender offer, or additional information, in 

 response to a written request to do so from the Playhouse Company during the evaluation of tender 
 offers within the time period stated in such request. No change in the competitive position of tenderers 
 or substance of the tender offer is sought, offered, or permitted. 
 
 Note: This clause does not preclude the negotiation of the final terms of the contract with a preferred 
 tenderer following a competitive selection process, should the Playhouse Company elect to do so. 
 

21.2 Failure, or refusal, to provide such clarification or additional information within the time for submission 
 stated in the written request may render the tender non-responsive. 
 
 

22 CRITERIA UTILISED FOR THE AWARDING OF PREFERENCE POINTS 
 

22.1 The following preference point systems are applicable to all bids: 
a) the 80/20 system for requirements with a Rand value of up to R50 000 000 (all applicable taxes 

included); and  
b) the 90/10 system for requirements with a Rand value above R50 000 000 (all applicable taxes 

included). 
22.2 The maximum preference points for bids are allocated as follows: 

 POINTS 
 PRICE 80/90 
 SPECIFIC GOALS 20/10 
 Total points for Price and Specific goal must not exceed  100  
 
 
23 ADJUDICATION USING A POINT SYSTEM 

 
23.1 The bidder obtaining the highest number of points will be awarded the contract. 
23.2 Preference points shall be calculated after prices inclusive of all taxes have been brought to a 
 comparative basis taking into account all factors of non-firm prices and all unconditional discounts and 
 whereas conditional discounts must not be considered for evaluation purposes but should be 
 implemented when payment is affected. 
23.3 Points scored will be rounded off to 2 decimal places. 
23.4 If two or more tenderers score an equal total number of points, the contract must be awarded to the 
  tenderer that scored the highest points for Specific goals. 
23.5 Should two or more bids be equal in all respects, the award shall be decided by the drawing of lots. 
23.6 If the price offered by a tenderer scoring the highest points is not market related and/or within the 

budget allocated, The Playhouse Company may not award the contract to that tenderer. 
23.7 The Playhouse Company may: 

a) Stipulate in any bid that it reserves the right to enter price negotiations with bidders on the short-list 
post the tender award. 

b) Negotiate a market-related and/or budget price with the tenderer scoring the highest points or cancel 
the tender. 

c) If the tenderer does not agree to a market-related and/or budget price, negotiate a market-related 
and/or budget price with the tenderer scoring the second highest points or cancel the tender 

d) If the tenderer scoring the second highest points does not agree to a market-related and/or budget 
price, negotiate a market-related and/or budget price with the tenderer scoring the third highest points 
or cancel the tender. 

e) If a market-related and/or budget price is not agreed as envisaged in paragraph 23.7(d), The 
Playhouse Company must cancel the tender. 

f) In general, all negotiations should not give any specific tenderer a second or unfair chance; 
disadvantage any other tenderer; and for a bidder to achieve a higher price than its original bid. 
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g) Negotiations should also not significantly alter the tender specifications, requirements or the terms and 
conditions of contract, including the tenderer's tasks or responsibilities 

h) All bidders who are invited to participate in the discussions must be treated equally, and no 
commercially sensitive material or the intellectual property of any bidder may be shared with another 
bidder without that bidder's prior written consent 

i) It is prohibited to use information from one bidder to improve another bidder's tender or proposal, 
improve their technical solution, or combine two or more technical solutions into one that is most 
effective. 

23.8 All bid invitations must explicitly mention the possibility of price negotiations with preferred tenderers 
 before the tender is ultimately awarded. 

23.9 The Bid Evaluation Committee (BEC) is required to make a recommendation in their report to the Bid 
Adjudication Committee (BAC) that, following an objective market analysis, the prices offered exceeds 
the market-related and/or budget price despite factoring in the premium based on the preferential point 
system. The recommendation to the BAC is to award subject to price negotiations with the top three 
preferred tenderers (ranked from first to third highest points). In the instance where the BAC disagrees 
with the report of the BEC, a decision must be made, and the reasons must be included in the BAC 
report. 

23.10 If it is within the BAC’s delegated mandate to make a resolution on the award of the tender, the BAC 
has the authority to award the tender subject to the price being negotiated with the successful tenderer. 
The BAC will appoint a task team to engage in price negotiations with the top three preferred tenderers 
(ranked from first to third highest points) before making an award. 

23.11 After receiving clearance to negotiate, the cross-functional negotiating team, with one member elected 
as the team leader must implement points 23.7 (c) to (e) above. 

23.12 The negotiating team leader is accountable for ensuring that all team members are briefed on the 
 negotiation strategy and objectives. 

23.13 Negotiations must be conducted fairly and objectively, ensuring that neither the highest scoring nor 
 any other tenderer is unfairly prejudiced. 

23.14 Members of the negotiating team must maintain ethical conduct throughout discussions and afterward, 
 refraining from disclosing any negotiation-related information to third parties without prior approval 
 from the accounting officer. 

23.15 Before proceeding to negotiate with the next preferred tenderer, all discussions must be formally 
 concluded with a resolution communicated and agreed upon by all parties involved. 

23.16 If it is not within the BAC’s delegated mandate to make a resolution on the award of the tender, the 
BAC must make a recommendation to FINCO and/or Council, depending on the level of delegation, 
that the recommendation from the BAC is to award subject to acceptable price negotiations with the 
top three preferred tenderers (ranked from first to third highest points). 

23.17 FINCO and/or Council will then make a resolution that the award is subject to price negotiations and 
acceptance of a price within the market-related and/or budget price. 

23.18 The processes indicated in 23.11 to 23.15 above must then be implemented accordingly. 
 

24 REMEDIES 
 

24.1 If an organ of state is of the view that a tenderer submitted false information regarding a specific goal, 
 it must— 
 (a) inform the tenderer accordingly; and 

(b) give the tenderer an opportunity to make representations within 14 days as to why the tender may 
not be disqualified or, if the tender has already been awarded to the tenderer, the contract should not 
be terminated in whole or in part. 

24.2 After considering the representations referred to in paragraph 24.1 (b), the Playhouse may, if it 
 concludes that such information is false— 
 (a) disqualify the tenderer or terminate the contract in whole or in part; and 
 (b) if applicable, claim damages from the tenderer. 
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25 POINTS AWARDED FOR PRICE AND SPECIFIC GOALS 
 

25.1 THE 80/20 OR 90/10 PREFERENCE POINT SYSTEMS  
 A maximum of 80 or 90 points is allocated for price on the following basis: 
 
   80/20 or 90/10  
    

    or  
 Where 
 Ps = Points scored for comparative price of bid under consideration 
 Pt = Comparative price of bid under consideration 
 Pmin = Comparative price of lowest acceptable bid 
 
 
25.2 POINTS AWARDED FOR SPECIFIC GOAL 

A maximum of 20 points (80/20 preference points system) or 10 (90/10) preference points 
system), may be allocated as following. The Playhouse Company reserves the right to change 
the points allocated below to cater for specific goals detailed under 19.2 above 

 

The specific goals 
allocated points in 
terms of this tender 

Number of 
points 

allocated 
(80/20 system) 

 
(To be 

completed by 
Playhouse) 

Number of 
points 

allocated 
(90/10 

system) 
 

(To be 
completed by 
Playhouse) 

Percentage 
owned 

 
(To be 

completed by 
the Tenderer) 

Number of 
points 

claimed 
(80/20 

system) 
 

(To be 
completed by 
the tenderer) 

 
*Number of 

points 
multiplied by 
Percentage 

owned 

Number of 
points 

claimed 
(90/10 

system) 
 

(To be 
completed by 
the tenderer) 

 
*Number of 

points 
multiplied by 
Percentage 

owned 

Owned by Black 
people 

4 2    

Owned by Women 4 2    

Owned by Youth 4 2    

Owned by Disabled 
people 

4 2    

Owned by SMME’S- 
QSE and EME 

4 2    

Total Points 20 10    

 
NB: Whilst (2) (1) (d) of the PPPFA lists the specific goals which may be used and if used, it must be listed in 
a tender (2) (1) (e), The Playhouse Company may use any other specific goals which is not listed in 2 (1) (d) 
for purposes of points allocation. 
 
25.3 The verification sources for the specific goals detailed above could include amongst other things, 

 certified copies of identity documents not older than three (3) months,  a share certificate proving the 
 ownership structure of a bidding entity in relations to its HDI ownership inclusive of race, gender and 
 disability;  a certificate issued by a professional doctor to prove a shareholder’s disability, the 
 Companies and Intellectual Property Commission registration document (CIPC), a full summary of the 
 CSD report and a relevant industry/sector specific B-BBEE Affidavit, of which the latter must be signed 
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 by the person/bidder in the presence of the commissioner of oaths on the same date of it being 
 commissioned and a failure to do so would result in the document not being considered as proof of 
 ownership and The Playhouse will be obliged to report such a bidder for fronting to the B-BBEE 
 Commissioner, a B-BBEE Certificate of the tendering entity, a Consolidated B-BBEE Certificate, if the 
 tendering entity is a Consortium, Joint Venture, or Trust (Issued by verification agency accredited by 
 the South African Accreditation System) or Agreement for a Consortium, Joint Venture, or Trust. 
 

25.4 The Playhouse Company will endeavour to also include the implementation of programmes of the  
Reconstruction and Development Programme as published in Government Gazette No. 16085 dated 
23 November 1994, as and when it deems it appropriate and reasonable. 

 
26 AWARD OF CONTRACTS TO TENDERERS NOT SCORING THE HIGHEST POINTS 

 
26.1 A contract may be awarded to a tenderer that did not score the highest points only in accordance with 

 section 2(1)(f) of the PPPFA. 
26.2 If The Playhouse Company intends to apply objective criteria in terms of section 2(1)(f), in addition to 

the criteria stipulated in 2(1)(d) and 2(1)(e) of the Act, it must stipulate the objective criteria in the 
tender documents. 

26.3 Due diligence, Financial and Risk Analysis 
a) Functionality and any B-BBEE Scorecard of a bidder may not be used as an objective- criteria.  
b) Any additional criteria than those listed in Section 2(1) (d) and (e) of the PPPFA, as deemed 

reasonable, legal and fit by The Playhouse Company. 
 
 
27 CANCELLATION OF TENDER 

 
27.1 The Playhouse Company’s Accounting Officer (AO) or Accounting Authority (AA) or Delegated official  

may, before the award of a tender, cancel a tender invitation if: 
a) Due to changed circumstances, there is no longer a need for the goods or services specified in the 

invitation. 
b) Funds are no longer available to cover the total envisaged expenditure. 
c) No acceptable tender is received; or 
d) There is a material irregularity in the tender process. 
e) Negotiating a fair market and/or budget price has failed. 

27.2 The decision to cancel a tender invitation in terms of paragraph 27.1 must be published in the same 
 manner in which the original tender invitation was advertised. 
 
 

28 UNSOLICITED OFFERS 
 

28.1 An unsolicited offer means proposals received from interested parties outside the procurement  
process. 

28.2 The CEO may decide to consider an unsolicited offer, only if: 
a) The product or service offered in terms of the offer is a demonstrably or proven unique innovative 

concept. 
b) The product or service will be exceptionally beneficial or have exceptional cost advantages. 
c) The person who made the offer is the sole provider of the product or service. 

28.3 If the CEO decides to consider an unsolicited offer, the decision must be made public and must: 
a) Provide reasons as to why the offer should not be open to other competitors. 
b) Provide an explanation of the potential benefits if the unsolicited offer were accepted; and 
c) Extend an invitation to the public or other potential suppliers to submit their comments within 30 

days of the notice. 
d) The Bids Adjudication Committee must consider the unsolicited offer and make a recommendation 

to accept or reject the offer to the CEO. 
 

29  ARTISTIC DEVIATION 
29.1 As per the Treasury Regulations issued in terms of the Public Finance Management Act of 1999, 

 National Treasury has made provisions for instances when it is impractical to invite competitive bids. 
29.2 Paragraph 16A6.4 of the Treasury Regulations states: 

 If in a specific case it is impractical to invite competitive bids, the accounting officer or accounting 
 authority may procure the required goods or services by other means, provided that the reasons for 
 deviating from inviting competitive bids must be recorded and approved by the accounting officer or 
 accounting authority. 
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29.3 It is the main business of the Playhouse Company to host specific productions as per our mandate. 
29.4 In fulfilling its primary mandate, the core business/ purpose of The Playhouse Company is: 

a) To present and produce local, continental and international artistic programming in a manner that 
is entertaining and educative; 

b) To host events and programmes in an accessible environment;  
c) To be a theatre of artistic excellence that seeks to be relevant through diverse programmes that 

address various communities through music, drama and dance; 
d) To act as responsible custodian of The Playhouse as a treasure and historic landmark of the 

KwaZulu-Natal Province 
 

29.5 To adhere to our mandate, vision, and mission, it is not practical to invite competitive bids for the 
 procurement of: 

i. production fees,  
ii. professional services such as artists, designers, camera operators, sound engineers, lighting 

engineers, editors and  
iii. band performances held at the Playhouse Company. 

 
 
30 CONTROL OVER DOCUMENTS 
30.1 Archiving and Retention of Documents 

a) The Finance Department is responsible for the safe keeping, processing and retention of all 
documentation relating to purchase orders, payments and service contracts. 

b) Documents are retained for 5 years and safely destroyed afterwards. 
c) Supplier information is collected and processed only for the purpose it is intended for and in 

accordance with the POPIA conditions. Suppliers may request, where necessary, the correction, 
destruction, or deletion of their personal information by emailing the SCM Department. 

 
31 SUMMARY 

 
 

FRAMEWORK 

Intervals 
Incl. VAT 

Transaction type Approval Additional 
Approval 

Additional 
Approval 

Additional 
Approval 

R0 – R 750 Petty Cash Float Request  Line 
Manager 

   

R751 – R 2 000 1 verbal / written quote 
required 

Line 
Manager 

   

R2 001 – R 3 000 3 written quotes required  
 
80/20 procurement process  

Line 
Manager 

   

R 3 001 – R 5 000 Line 
Manager 

 CFO  

R 5 001 – R 30 000 Line 
Manager 

Programme 
Manager 

CFO  

R 30 001 – R 
1 000 000  

Line 
Manager 

Program 
Manager 

CFO CEO 

Greater than R 
1 000 000, Less than 
– R3.5m 

Tender procedures apply 
 
80/20 procurement process  

Evaluation 
Committee 

Adjudication 
Committee 

  

Greater than R3.5m, 
less than R5m 

Evaluation 
Committee 

Adjudication 
Committee 

Finance 
Committee 

 

Greater than R5m, 
less than R50m 

- Tender procedures apply. 
- 80/20 procurement process 

Evaluation 
Committee 

Adjudication 
Committee 

Finance 
Committee 

Council 

Greater than R50m - Tender procedures apply.  
- 90/10 procurement process 

Evaluation 
Committee 

Adjudication 
Committee 

Finance 
Committee 

Council 

Please note that Program Managers reserve the right to counter sign where delegation is made to a Line 
Manager 

 
 


