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INTRODUCTION AND GUIDELINES

The registration application form was specifically designed for the registration of suppliers on the
Northern Cape Provincial Legislature Supplier Database. In order to ensure that suppliers are
considered legitimate, it is imperative that the following are adhered to.

Applicants must complete pages 2 to 13. Failure by an applicant to provide ALL __ relevant
information and documents required will result in n on-registration. If the information
required is not applicable to your business; clearl y insert the symbols “N/A” in the
appropriate space. If the space provided is left b lank, it will be regarded as information
that is still outstanding and you WILL NOT ___ be registered.

Applicants are advised that only ORIGINAL registration application forms or PHOTOSTAT copies
thereof will be processed. Any document that has been retyped or redrafted will be disregarded.

It is imperative that only documents with an ORIGINAL signature be submitted.

All signatures on the documents must be commissioned by an authorised Commissioner of Oath.
Failure to do so will result in the applicant not qualifying for registration.

Suppliers registered on the Supplier Database MUST notify the Supply Chain Management Office
of any changes to information provided in the initial registration application form. Failure to do so
may result in such a supplier being removed from the Supplier Database and/or the cancellation
of contracts awarded to the supplier, on the basis of misrepresentation.

Suppliers providing information incorrectly or fraudulently in their registration application form will
be disqualified from tendering/bidding, quoting and removed from the Supplier Database, in
addition to any other action the Northern Cape Provincial Legislature may institute against such a
supplier. Further, in the event of the Northern Cape Provincial Legislature being prejudiced
financially, it reserves the right to take to take legal action against the supplier.

Any alterations made by the Supplier must be initialled. The use of correcting fluid is prohibited
and the use thereof will lead to non-registration of the applicant business.

Electronic forms are available on the website: www.ncpleg.gov.za




(The following information must be filled in by the applicant. Failure to submit ALL __ the
required information may lead to non-registration o f the applicant business)

1. BUSINESS PARTICULARS:

1.1 Name of Business as registered with the Registrar of Companies/Close Corporations

1.2 Name of business used for TRADING purposes, if different from 1.1 or name of business
if business is not registered with the Registrar (Sole Proprietor)

1.3 Registration Number as registered with the Registrar of companies/close corporations (if
applicable):

1.4 Postal address

Postal Code:

Physical address

Postal Code:

Telephone no.: ( ) Fax no. :( )

Cell No.:

E-mail address: (if applicable):

Website address: (if applicable):

Preferred method of Communications: Emailo Fax o Post o

1.5 Contact person:

1.6 Physical location of Head Office (if applicable)

1.7 Unemployment Insurance Fund no. (if applicable):

1.8 Compensation Commissioner registration no.:

1.9 Income Tax Reference Number:
(Original certificate/s to be attached)

NB.*Insert a Personal Income Tax No, if trading as a one person business (Sole Proprietor)
and Personal Income Tax Numbers of all partners in a partnership. If there is insufficient
space kindly attaches the information with original signature.

1.10 P.A.Y.E. Number (if applicable)
1.11 NHBRC Number (if applicable)
1.12 PSIRA Number (if applicable)

N.B. COPIES OF REGISTRATION CERTIFICATES FOR 1.7 TO 1.12 OR PROOF OF
REGISTRATION MUST BE SUPPLIED.



2. BANKING DETAILS

2.1 Name of banking institution:

Branch Name:

2.3 Town/City:

2.4 Banking account number:

2.5 Account Holder(Account name & business trading name must be the same)

NB. A COPY OR ORIGINAL BANK STATEMENT NOT OLDER THA N 60 DAYS MUST BE

SUPPLIED

3. TYPE OF BUSINESS.

3.1 Tick whichever block is applicable to your business or firm and attach the certified copy.

PUBLIC LAW LTD

CERTIFIED COPY OF CERTIFICATE OF
INCORPORATION(CM3)

PRIVATE COMPANY(PTY) LTD

CERTIFIED COPY OF CERTIFICATE OF
INCORPORATION(CM3)

CLOSE CORPORATION CC

CERTIFIED COPY OF CK1 DOCUMENT
AND CK2

SOLE PROPRIETOR

CERTIFIED COPY OF I.D. DOCUMENT

PARTNERSHIP

CERTIFIED COPY OF PARTNERSHIP
AGREEMENT

TRUST

CERTIFIED COPY OF TRUST DOCUMENT

CO-OPERATIVE

CERTIFIED COPY OF PROOF OF
REGISTRATION WITH THE DIRECTORATE
CO-OPERATIVES

VOLUNTARY ASSOCIATIONS

CERTIFIED COPY OF CONSTITUTION

NONPROFIT ORGANIZATION (NPO)

CERTIFIED COPY OF REGISTRATION

NON-GOVERNMENTAL ORGANIZATION
(NGO)

CERTIFIED COPY OF REGISTRATION

4. PREVIOUS BUSINESS INFORMATION

4.1 Did your business exist under a previous name? Yes or no

4.2 If “yes” what was the previous business name?

4.3 Why was the name changed?

4.4 Previous Suppliers Database registration number:

4.5 Who were the owners, partners, members or shareholders?

NAME

TITLE




5. CLASSIFICATION OF BUSINESS

5.1 CLASSIFICATION FOR NCPL SUPPLIER DATABASE(MANDA TORY)
In order to assist with the classification process, a short summary of your core business
and key products and services must be provided.

Our core business is:

Products/Services:

5.2 INDICATE VALUE FOR THE FOLLOWING BASED ON THE L ATEST FINANCIAL
STATEMENT

5.2.1 Total Fixed Assets @ Book Value (e.g. land, plant, equipment,
Vehicles) R

5.2.2 Vehicles @ Book value R

Number of vehicles

5.2.3 Average stock on hand R

5.2.4  Cost of goods produced annually R

Quantity produced annually

Units of measure (e.g. tons, kilolitres)

5.2.5 Total Current assets (e.g. stock, debtors, cash) R

Total Current liabilities (e.g. creditors, bank overdraft) R




6. BUSINESS INFORMATION

THE FOLLOWING TABLE MUST BE COMPLETED IN ORDER TO E STABLISH WHETHER A BUSINESS CAN BE CLASSIFIED AS AN SMME IN
TERMS OF NATIONAL SMALL BUSINESS ACT 102 OF 1996. SELECT THE SECTOR AND TICK THE APPROPRIATE BLOCKS | N COLOUMN 2, 3
AND 4.

COLOUMN 1 COLOUMN 2 COLOUMN 3 COLOUMN 4

Sector or sub-sectors in Total full time of paid Total annual turnover Total gross asset value (fixed
accordance with the Standard employees TICK WHERE TICK WHERE APPLICABLE property excluded). TICK

Industrial Council

APPLICABLE

WHERE APPLICABLE

Agriculture

MORE THAN 100

MORE THAN R5m

MORE THAN R5m

LESS THAN 100

LESS THAN R5m

LESS THAN R5m

Mining and Quarrying

MORE THAN 200

MORE THAN R39m

MORE THAN R23m

LESS THAN 200

LESS THAN R39m

LESS THAN R23m

Manufacturing

MORE THAN 200

MORE THAN R51m

MORE THAN R19m

LESS THAN 200

LESS THAN R51m

LESS THAN R19m

Electricity, Gas and Water

MORE THAN 200

MORE THAN R51m

MORE THAN R19m

LESS HAN 200

LESS THAN R51m

LESS THAN R19m

Construction

MORE THAN 200

MORE THAN R26m

MORE THAN R5m

LESS THAN 200

MORE THAN R26m

LESS THAN R5m

Retail, Motor Trade and Repair
Services

MORE THAN 100

MORE THAN R39m

MORE THAN R6m

LESS THAN 100

LESS THAN R39m

LESS THAN R6m

Wholesale Trade, Commercial
Agents & Allied Services

MORE THAN 100

MORE THAN R64m

MORE THAN R10m

LESS THAN 100

LESS THAN R64m

LESS THAN R10m

Catering, accommodation & other
Trade

MORE THAN100

MORE THAN R13m

MORE THAN R3m

LESS THAN 100

LESS THAN R13m

LESS THAN R3m

Transport, Storage and
Communications

MORE THAN 100

MORE THAN R26m

MORE TAN R6m

LESS THAN 100

LESS THAN R26m

LESS THAN R6m

Finance and Business Services

MORE THAN 100

MORE THAN R26m

MORE THAN R5m

LESS THAN 100

LESS THAN R26m

LESS THAN R5m

Community, Social & Personal
Services

MORE THAN 100

MORE THAN R13m

MORE THAN R6m

LESS THAN 100

LESS THAN R13m

LESS THAN R6m




7. PROPRIETORS/SHAREHOLDERS/PARTNERS/SOLE PROPRIETO RS/TRUSTEES/BENEFICIARIES(OWNER)

a. Listall persons who are OWNERS (as listed above), in the business/trust, and indicate their involvement in the management/operations of
the business/trust.

b. If insufficient space, kindly attach a copy/copies of this page to this Registration Application Form (RAF), signed by the same person who
signs on behalf of the business/trust on page 8 hereof.

FULL NAME ID NUMBER SA CAPACITY: MEMBER/PARTNER/ %
CITIZEN PROPRIERTOR/SHARE OWNERSIP/
YES/NO HOLDER/TRUSTEE/ BENEFICIARY PARTNERSHIP/

TRUST/ INTEREST




8. PREVIOUS EXPERIENCE (IF APPLICABLE)

List the last 4 contracts awarded to you (the supplier) or other previous experience
related to your core business.

EMPLOYER/ CONTACT PERSON & CONTRACT COMPLETED YEAR
DEPARTMENT TELEPHONE NUMBERS | VALUE IN SUCCESSFULLY
RAND YES/NO
9. PLEASE INDICATE ANY OWNER WHO HAS A CONTROLLING
OWNERSHIP INTEREST IN ANOTHER BUSINESS
NAME OF OWNER NAME & ADDRESS OF POSITION % OF TYPE OF
OTHER BUSINESS HELD OWNERSHIP BUSINESS

10. IDENTIFY BY NAME AND LENGTH OF SERVICE, THOSE

INDIVIDUALS IN THE FIRM (INCLUDING OWNERS AND NON

OWNERS) RESPONSIBLE FOR DAY TO DAY MANAGEMENT AND

BUSINESS DECISIONS

NAME

(YEARS)

LENGTH OF SERVICE

CHEQUE SIGNING

SIGNING AND CO-SIGNING FOR

LOANS

BUSINESS FINANCING(overdratft,

lease agreement)

SURETIES

APPROVAL MAJOR PURCHASES FOR

ACQUISITIONS

SIGNING CONTRACTS




11.

DECLARATION OF INTEREST

11.1 Any legal person, including persons employed by the Northern Cape Provincial

Legislature, or persons who act on behalf of the Northern Cape Provincial Legislature
or persons having a kinship with persons employed by the Northern Cape Provincial
Legislature, including a blood relationship, may make an offer or offers in terms of this
invitation to bid. In view of possible allegations of favouritism, should the resulting bid,
or part thereof, be awarded to persons employed by the Northern Cape Provincial
Legislature, or to persons who act on behalf of the Northern Cape Provincial
Legislature, or to persons connected with or related to them, it is required that the
bidder or his authorised representative shall declare his position vis- a-vis the
evaluating authority and/or take an  oath declaring his interest, where —

The bidder is employed by the Northern Cape Provincial Legislature or acts on behalf
of the Northern Cape Provincial Legislature; and/or

The legal person on whose behalf the bidding document is signed, has a relationship
with persons/a person who are/is involved with the evaluation of the bid(s), or where it
is known that such a relationship exists between the person or persons for or on whose
behalf the declarant acts and persons who are involved with the evaluation of the bid.

In order to give effect to the above, the following questionnaire shall be completed and
submitted with the bid.

11.1.1 Are you; as the bidder or any other person connected with the bid have a
relationship (brother/sister/family/friend/other) with someone employed by the
Northern Cape Provincial Legislature.

YES/NO
If so, state particulars.

11.1.2 Do you, or any person connected with the bidder, have any relationship
(brother, sister/family, friend, other) with a person employed by the Northern
Cape Provincial Legislature concerned and who may be involved with the
evaluation or adjudication of this bid?
YES/NO
If so, state particulars

11.1.3 Are you, as the bidder or any other person connected with the bid involved
with the evaluation or adjudication of bids within the Northern Cape Provincial
Legislature?

YES/NO
If so, state particulars

11.2 DECLARATION OF TRUTH

, identity number, , declare

that, to my best knowledge, all the information provided by me in this document is the
truth and that no omission is made purposefully on my part. | regard this declaration as
binding on my conscience.

Signed in at on this day
of

Witness: Date:

Witness : Date:




12.

Mandatory Documents

Prospective suppliers/service providers are requested to submit the following mandatory
documents with their completed and signed applications. Failure to submit the mandatory
documents shall disqualify your applications.

1.

2.

3.

10.

11.

12.

Copy of Business Registration Certificate
Copy of Business Profile including details of current/previous work executed;
An original Valid Tax Clearance Certificate

Written confirmation from the relevant municipality/copy of municipal rates, taxes
and services account;

Copy of CIDB Registration Certificate, if applicable;

Copy of registration Certificate with PSIRA, if applicable

Copy Registration Certificate with NHBRC, if applicable

Copy of Professional Registration Certificate, if applicable; and
Certificate copies of Identity Documents of members/shareholders
In case of partnership all partners to submit the above;

Joint Ventures (JV's) to submit Mandatory documents per supplier/Company/CC
etc.

B-BBEE Verification Certificate
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13. ENTITY MAINTENANCE AND CREDIT ORDER INSTRUCT ION

(Please complete or mark with a “X’ in black ink where applicable.) A bank stamp is required to
verify your banking details. In case of cheque acco unt a cancelled cheque must be
included.

I/lWe hereby request and authorise you to pay any amounts which may accrue to me/us to the
credit of my/our account with the mentioned bank.

I/lWe understand that the credit transfers hereby authorised will be processed by computer
through a system known as the “ACB ELECTRONIC FUND TRANSFER SERVICE”, and I/We
also understand that no additional advice of payment will be provided by my/our bank, but details
of each payment will be printed on my/our bank statement or any accompanying voucher. (This
does not apply where it is not customary for banks to furnish bank statements).

I/lWe understand that a payment advice will be supplied by the Department in the Normal way,
and that it will indicate the date on which funds will be available in my/our account. This authority
may be cancelled by me/us by giving thirty days notice by prepaid registered post.

Initial and Surname Initial and Surname

[ [/ 1 [ [/

Date: dd/mml/yy

Name of Bank:

Name of Branch:

Branch Code:

Account Number:

Type of Account: Current Account

Savings Account

Transmission Account

Date stamp of Bank
Bank Account Particulars Certified as Correct Address to sent the Payment Stub to
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3.

COMMODITY GROUPS

Tick the box next to the commodity codes that you are capable of providing. Note: Certain commodity groups do not have sub-commodity groups.
(PLEASE NOTE: NOT MORE THAN FOUR (4) SERVICES FROM DIFFERENT COMMODITY GROUPS CAN BE SELECTED)

TICK CODE COMMODITY GROUPS AND SUB-COMMODITY GROUPS TICK CODE COMMODITY GROUPS AND SUB-COMMODITY GROUPS

ADMINISTRATIVE SERVICES CLEANING EQUIPMENT AND SUPPLIES

O C0101 Asset Disposal O C0501 Brooms and mops and brushes and accessories

O C0102 | Billing Services O C0502 | Cleaning and disinfecting solutions

O C0103 | Clerical Services O C0503 | Cleaning kits

O C0104 | Data archiving services O C0504 | Cleaning rags and cloths and wipes

O C0105 | Debt Collection O C0505 | Cleaning Trolleys

O C0106 | Payroll Services O C0506 | Restroom supplies

O C0107 | Posting and Courier Services COMPUTER HARDWARE AND SOFTWARE

O C0108 | Stock Taking O C0601 Computer Equipment and Accessories

O C0201 | Advertising COMPUTER SERVICES

O C0202 | Creative Design Services O C0701 Computer Cable Installation and Maintenance

O C0203 | Newspaper Subscriptions O C0702 | Computer Network Installation and Maintenance

O C0204 | Photographic Services O C0703 | Data Management Services

O C0205 | Reproduction Services (including photocopying and binding) O C0704 | Hardware Maintenance

O C0206 | Signage and Accessories O C0705 | Information Retrieval Systems

O C0207 | Transcribing Services O C0706 | Internet Services

O C0208 | Translation Services O C0707 | Management Information Systems (MIS)

O C0209 | Video Services O C0708 | Software Installation, maintenance & support

O C0300 | ARTS AND PAINTINGS CORPORATE CLOTHING
ggg-\lljlngGs AND CONSTRUCTION AND MAINTENANCE O 0801 | Caps

O C0401* | Air conditioning installation / maintenance / repair services O C0802 | Jackets

O C0402 | Blinds and shades O C0803 | Overalls and coveralls

O C0403* | Bricklaying O C0804 | Shirts and blouses

O C0404 | Building Hardware O C0805 | Slacks, trousers, skirts and shorts

O C0405* | Burglar Proofing O C0806 | T-Shirts

O C0406* | Carpentry O C0807 | Uniforms

O C0407 | Carpet Installation and Maintenance DOMESTIC KITCHENWARE

O C0408* | Concrete Facing O C0901 Cutlery

O C0409* | Dampproofing O C0902 | Electrical Appliances

O C0410* | Electrical Services O C0903 | Water Coolers

O C0411* | Fireproofing of Buildings EDUCATION AND TRAINING SERVICES

O C0412* | General Building Construction O C1001 Alternative educational systems

O C0413* | Grounds Maintenance Service O C1002 | Educational Facilities

O C0414* | Heavy Duty Precast Walling O C1003 | Educational Institutions

O C0415* | Interior Finishing O C1004 | Research Services

O C0416* | Lifts (installation, commissioning and maintenance) O C1005 | Specialized Educational Services

O C0417 | Locksmith Services O C1006 | Vocational Training

O C0418 | Marble or Stone or Tile Installation O C1100 | EMERGENCY MEDICAL SERVICES AND FIRST AID KITS

O C0419 | Painting and paper hanging ENVIROMENTAL SERVICES

O C0420* | Palisade Fencing O C1201 | Environmental Impact Assessment

O C0421* | Partitioning and Dry Walling O C1202 | Environmental Management

O C0422* | Plumbing system maintenance or repair O C1203 | Environmental Protection

O C0423* | Retaining wall construction O C1204 | 1SO 14001 Compliance Evaluation and Implementation

O C0424* | Waterproofing O C1205 | Pollutants tracking, monitoring and rehabilitation services
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TICK CODE COMMODITY GROUPS AND SUB-COMMODITY GROUPS TICK CODE COMMODITY GROUPS AND SUB-COMMODITY GROUPS
EVENT MANAGEMENT O C2302 | Vehicle Leasing
O C1301 Event Management Services O C2303 | Vehicle Renting
O C1302 | Sound and Music System/Equipment Hire PROFESSIONAL SERVICES
FINANCIAL SERVICES O C2401 | Architects
O C1401 Audit Services O C2402 | Auction Services
O C1402 | Taxation issues and preparation O C2403 | Civil Engineering
;IKIE;ERS;EgEION Sl B el LD O C2404 | Corporate Objectives or Policy Development
O C1501 | Fire Detecting Systems O C2405 | Electrical Engineering
O C1502 | Fire extinguishers O C2406 | ERP Services
O C1503 | Fire Hydrants O C2407 | Information Technology Consultation Services
O C1504 | Sprinklers O C2408 | Land Surveying
O C1600 | FLORISTS m} C2409 | Mechanical Engineering
HOTEL, TRAVEL AND CATERING O C2410 | Project Management
O C1701 | Catering Equipment Hire O C2411 | Quantity Surveying
O C1702 | Catering Services O C2412 | Strategic Planning Consultation/Facilitation Services
O C1703 | Conference and Meeting Facilities O C2413 | Supply Chain Management and Services
O C1704 | Hotels, Bed and Breakfast and Inns O C2414 | Town Planning
O C1705 | Travel Facilitation PROTECTIVE CLOTHING
HUMAN RESOURCE SERVICES O C2501 | Face and Head Protection
0 1801 ggnmsirlltir:;ource and Human Resource Development o C2502 | Hearing Protection
O C1802 | Industrial Relations O C2503 | Respiratory Protection
O C1803 | Labour Training and Development O C2504 | Safety Apparel
O C1804 | Labour Brokering Services O C2505 | Safety Footwear
O C1805 | Personnel Recruitment O C2506 | Vision Protection and Accessories
O C1806 | Temporary Personnel Services SALES AND MARKETING SERVICES
KITCHEN SUPPLIES O C2601 | Corporate Gifts
O C1901 | Beverages O C2602 | Market Research
O C1902 | Confectionery O C2603 | Sales and Business Promotion Activities
O C1903 | Fresh Milk or Butter Products SECURITY AND SURVEILLANCE SERVICES
O C1904 | Groceries O C2701* | Access Controls
O C1905 | Shelf Stable Milk or Butter Products O C2702* | Armed Response Services
O C1906 | Sweetening Products O C2703* | Cashin Transit Services
LEGAL SERVICES O C2704* | Guard Services
O C2001 | Civil Litigation O C2705* | Locks and Security Hardware and Accessories
O C2002 | Competition Law O C2706* | Security Systems Services
O C2003 | Contractual Law O C2707* | Surveillance, Monitoring and Detection Equipment
O C2004 | Corporate Law O C2708* | Vehicle Tracking Equipment and Services
O C2005 | Environmental Law SPORTS AWARDS
O C2006 | Intellectual Property Law O C2801 | Medals
O C2007 | Labour Law O C2802 | Trophies
O C2008 | Labour Relations Law O C2900 | STATIONERY AND COMPUTER CONSUMABLES
O C2009 | Local Government Law TELECOMMUNICATIONS
O C2010 | Taxation Law O C3001 | Analogue Telephones
aim.:riﬁg:‘léPEMENT, ACCESSORIES, SUPPLIES AND O C3002 | Answering Machines
O C2101 Audio Visual Equipment, supply, installation and maintenance O C3003 | Cell Routers
O C2102 | Office and Desk Accessories m} C3004 ggé?éfsngﬂgﬁ: Cordless Telecommunications DECT
O C2103 | Office Machine Maintenance O C3005 | Digital Telephones
O C2104 | Office Machine and their supplies and accessories O C3006 | Mobile Phones
O C2200 | OFFICE FURNITURE O C3007 | Telecommunication Maintenance
PASSENGER VEHICLE HIRE O C3008 | Telecommunication Supply and Installation
O C2301 | Chartered Bus Services
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