
 

 

 

 
 

REQUEST FOR PROPOSAL (RFP) FOR OFFICE STATIONERY SUPPLIES AND 

REFRESHMENTS 

 

Siyanqoba Ngamandla Engineering Services is inviting proposals for office stationery and 

refreshments. Our organization values workplace efficiency, and we are looking for a 

supplier who can meet our needs. 

Reference: RFP/STATIONERY SUPPLIES  

RFP Issue Date: 20 February 2026  

RFP Closing Date: 06 March 2026 @ 17h00 (COB)  

 

Scope of Services 

The successful supplier will provide office stationery and refreshments, including but not 

limited to: 

Office Stationery Supply: 

Writing 
Instruments 

(pens, pencils, 
markers) 

Notebooks & 
Notepads 

Paper 
(printer paper, 

envelopes, sticky 
notes) 

File Organization 
Supplies 

(folders, binders) 

Office Equipment 
(staplers, tape 

dispensers, 
scissors) 

Desktop 
Accessories 
(rulers, clips, 

rubber bands) 

Highlighters & 
Correction 

Instruments 

Printer Cartridges 
& Toners 

Plastic Pocket 
Sleeves 

Poster Clips 
Laminating 
Pouches 

Whiteboard 
Markers 

Flip Charts Sticky Tabs Desk Organizers 
Scissors & Cutting 

Tools 
Adhesive & Glue 

Sticks 

Double AA & 
Triple AAA 
Batteries 

 

  



Refreshments Supply: 

Sugar Coffee Teabags Milk (Please specify UHT/Long Life for monthly delivery) 

The supplier may be requested to fulfil stationery orders for specific project sites, subject to 

formal order placement and agreed-upon lead times. 

Delivery and Logistics 

All supplies must be delivered to our headquarters: 10 Van Rensburg Avenue, Extension 

16, Klipfontein, Witbank, 1035. 

 Frequency: Deliveries will occur monthly, with potential for adjustments as needed. 

 Lead Time: Bidders must clearly outline their delivery schedule and lead times in the 

proposal. 

Cost Structure 

Proposals should include a detailed monthly fee structure based on a Bill of Quantities 

(BOQ). The BOQ must specify: 

 Itemized list of supplies including unit sizes, quantities, and unit prices. 

 Total estimated monthly cost. 

 Price Escalation: Proposed annual percentage increase for Year 2 and Year 3. 

 Payment Terms: (e.g., Net 30 days). 

Contract Duration 

The duration of this contract will be three (3) years, commencing from the date of agreement 

acceptance. 

  



Proposal Submission Requirements 

All proposals must be submitted electronically and should include: 

 Compliance: Proof of Company Registration (CIPC) and valid Tax Clearance Pin. 

 B-BBEE: Valid Certificate or Sworn Affidavit. 

 References: A minimum of three (3) signed reference letters from clients for similar 

services provided within the last 24 months. 

 Pricing Information: Detailed monthly fee proposal including the complete BOQ. 

Evaluation Criteria 

Proposals will be evaluated based on: 

 Compliance with submission requirements. 

 Product quality, cost-effectiveness, and price stability. 

 Supplier’s experience, reputation, and verified references. 

 Proposed delivery timelines. 

Submission Guidelines 

Submit proposals via email to procurement@siyanqobangamandla.co.za no later than 

March 6, 2026, by 17h00 (EOB). Late submissions will not be considered. Ensure the RFP 

reference number is quoted in the subject line. 

Additional Information 

Siyanqoba Ngamandla Engineering Services reserves the right to reject any or all proposals 

received and to negotiate terms and conditions with selected suppliers. 

 


