
REQUEST FOR 
QUOTATIONS (RFQs) 
FUNCTIONALITY 
For Organs of State (OoS)

FACT SHEET





REQUEST FOR 
QUOTATIONS (RFQs) 
FUNCTIONALITY 
For Organs of State (OoS)

CONTENTS

1	 Background............................................................................4

2	 Roles Required......................................................................4

3	 RFQ Process Map...............................................................5

3.1 Process Description.......................................................... 6

4	 RFQ State Diagram.............................................................7

4.1 RFQ Statuses from OoS point of view.................. 8

5	 CSD Online RFQ Evaluation Functionality.............8

6	 Benefits...................................................................................10



R
EQ

U
ES

T 
FO

R
 Q

U
O
TA

TI
O
N
S
 F
U
N
C
TI

O
N
A
LI

T
Y
  |
  F

or
 O

rg
an

s 
of
 S
ta
te

4

1.	 BACKGROUND

The National Treasury continues to advance its 
automation initiatives, with the Central Supplier 
Database (CSD) processes moving toward full 
digitisation. The first milestone was the complete 
automation of the Request for Quotation (RFQ) 
process, enabling organs of state to issue RFQs 
electronically and allowing suppliers to submit their 
responses online.

This was followed by the digitisation of the document 
validation process and the scheduling of various 
committees via the CSD platform. Most recently, the 
online evaluation process has been automated to 
eliminate manual tasks and to improve transparency, 
accountability, efficiency, and fairness in the RFQ 
evaluation process.

Effective 1 April 2026, the CSD RFQ process includes 
online evaluation for RFQs that do not require an 
evaluation committee. The development of online 
evaluation functionality for RFQs requiring committees 
will follow once the adoption of the simplified online 
evaluation process has proven successful.

2.	ROLES REQUIRED	

In the spirit of segregation of duties, various roles are 
required to effectively utilise the CSD RFQ functionality. 
Access to the online RFQ functionality is granted 
by the CSD Call Centre following the successful 
completion of the system account application form, 
which is available on the OCPO website under the 
Buyers area. Application forms must be sent to 
CSDOoS.Support@treasury.gov.za.

The various roles and functions are outlined below:

•	 RFQ Capturer
	 Can search for potential suppliers, create and 

maintain (edit and/or cancel) RFQs, evaluate 
quotations, and capture the RFQ award.

•	 RFQ Authoriser
	 Decides to approve, reject, or request revision 

throughout the lifecycle of an RFQ (creation and 
award processes).

•	 RFQ Escalation Overview
	 Is notified when changes are made to RFQs after 

publication to ensure validity, and can view RFQs 
and RFQ reports.

•	 Cataloguer
	 Has access to manage item details and can create 

and remove items. 
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3.	RFQ PROCESS MAP

A standardised RFQ functionality was developed to 
enable organs of state that do not have an electronic 
system in place to distribute RFQs via the CSD to 
potential suppliers. Invited suppliers submit their 
quotations and returnables on the CSD, minimising 
the risk of responding to fraudulent RFQs.

Online evaluation of quotations is available for RFQs 
that do not require a committee. During the evaluation 
process, the CSD highlights compliance indicators 
(tax, BBBEE validity, restricted supplier, government 
employee status, proof of address status, and possible 
collusion) for all suppliers that submitted quotations 
timeously. CSD will recommend to whom the RFQ 
should be awarded. 

SEARCH FOR 
SUPPLIERS

Create
RFQ

Authoriser reviews 
and approves

CSD publishes & 
invite suppliers

Authoriser reviews 
and approves
Awarding RFQ

Supplier view and/
or highlight intent to 
respond to RFQ

CSD distributes award 
message to participating 
suppliers

Supplier submits 
quotation & supporting
documents on CSD

Evaluation (desk 
assessment)

CSD calculates Price, 
Preference points and total 
points. CSD recommends 
based on evaluation results

Review and 
Award RFQ
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Award notifications are distributed to participating 
suppliers. Various RFQ reports are available to 
promote transparent SCM practices and simplify the 
audit process related to RFQs.

3.1	 Process Description
•	 The RFQ Capturer can search for potential suppliers 

and create and maintain (edit and/or cancel) RFQs. 
Detailed line items can be added to specify exact 
items, quantities, and units of measure.  

•	 The RFQ Capturer manages the invitation list by 
adding or removing suppliers. Valid reasons must 
be provided for audit purposes.  This function is 
mainly required to RFQs related to a pre-approved 
panel of suppliers. Once the RFQ Capturer 
submitted the RFQ for review, the RFQ’s status 
changes from Draft to Created.

•	 The RFQ Authoriser can approve, request revision, 
or reject RFQs during the creation, maintenance, 
evaluation, or award stages.  Once approved, the 
status will change from Created to Authorised.

•	 When the open date and time are reached, RFQ 
notification emails are sent to all invited suppliers 
and the RFQ status changes from Authorised  
to Open. 

•	 Before closing date and time, the OoS may 
cancel an RFQ.  When an RFQ is cancelled and 
authorised, cancellation notifications are sent and 
the RFQ status is set to Cancelled. 

•	 Upon the closing date and time, the system 
automatically updates the RFQ status from Open 
to Closed. 

•	 Details of submitted quotations are only revealed 
after the closing date and time. 

•	 Online evaluations can be simple or complex 
(where a committee is required), depending on 
the RFQ details captured. Each evaluation passes 
through different gates that are controlled by the 
RFQ Capturer (for simple process) or Chairperson 
(for complex process).  Once the evaluation 
process commences, the status changes from 
Closed to Evaluation.

•	 During evaluation and award, the CSD highlights 
compliance indicators. RFQs will not be awarded 
to noncompliant suppliers. 

•	 After all quotes have been evaluated, the system  
will recommend to whom the RFQ should 
be awarded.  The RFQ Capturer confirms 
recommendation or selects alternative supplier 
with required motivation. RFQ status changes 
from Evaluation to Awarded.

•	 Automated reminders to award RFQs are sent 
after closure while still within the validity period.

•	 RFQ Authoriser accesses the detail of the 
evaluations and award.  Once approved, the RFQ 
status changes from Awarded to Award Authorised. 

•	 CSD can distribute award message to 
participating suppliers.

•	 All OoS RFQ users can request an RFQ Detail 
Report, which reflects the full process from 
inception to completion and serves as an audit trail. 

The following reports are available to an RFQ user 
and/or Reporting user:
•	 RFQ List report:  list all the RFQs created by an 

OoS during specific period.
•	 RFQ Detail report: reflect the process from 

inception to completionand acts as an audit trail 
for the RFQ process.

•	 Most Invited Supplier report: lists the suppliers 
that are most invited by an OoS to participate in 
the RFQs process for a specific period.  

•	 Quotation Administrative report:  is utlised during 
the evaluation process to assess the compliance 
status of the suppliers that submitted quotations.

•	 Quotation Price report: is utlised during the 
evaluation process to compare prices of items 
submitted by the various suppliers.

•	 Supplier RFQ Invitation report: This report reflects 
all the invitations a specific supplier received from 
an OoS.
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4.1	 RFQ Statuses from OoS point of view

Different CSD statuses will serve different purposes as 
outlined below:
•	 Draft - Capturer commenced with creating an 

invitation but has not submitted the RFQ invitation 
for review and authorisation.

•	 Created - Capturer finalised the invitation 
and submitted it for review and authorisation 
to the Authoriser. Capturer can not apply any 
further changes to the RFQ unless instructed by  
the Authoriser.

•	 Revise – Authoriser indicates that the RFQ first 
needs to be revised before it can be approved. A 
message may be left for the Capturer.

•	 Authorised - Authoriser has reviewed and 
authorised the invitation. It is ready to be published.

•	 Rejected - Authoriser has reviewed and rejected 
the invitation. The RFQ may not be required 
anymore. The Capturer may have to start over.

•	 Open - CSD has distributed the authorised 
invitation to the invited suppliers. Changes may 
still be made to the RFQ e.g. invite more supplier 
or extend the closing date and validity period, 
however the Escalation Overview user is informed 
of changes made to ensure alignment with validity.

•	 Closed - CSD has closed the open invitation. No 
quotations can be submitted after the closing date 
and time. No changes to the RFQ can be made.

•	 Evaluation - The quotations are under review by 
the Capturer.

•	 Awarded - Capturer has indicated to whom the 
RFQ should be awarded to.

•	 Award Authorised - Authoriser has authorised  
the award.

•	 Award Not Authorised - Authoriser did not 
authorise the award before the validity period. The 
CSD marks the RFQ as Not Awarded to suppliers 
as the Authoriser did not approve in time.

•	 Not Awarded - Capturer has indicated that the 
RFQ will not be awarded.

•	 Not Awarded Authorised - Authoriser has 
indicated the RFQ will not be awarded.

•	 Not Awarded Not Authorised - Authoriser did not 
authorise that the RFQ will not be awarded before 

the validity period. CSD RFQ is as Not Awarded  
to suppliers.

•	 Cancelled - Capturer has indicated that the RFQ 
will be cancelled and provided reasons.

•	 Cancellation Authorised - Authoriser has 
authorised the RFQ will be cancelled.

5.	CSD ONLINE RFQ 
EVALUATION FUNCTIONALITY

Online RFQ evaluations on the CSD will be either 
simple or complex (where a committee is required), 
depending on the RFQ details captured by the 
Capturer. Each evaluation progresses through a series 
of gates, which are controlled by either the Capturer 
(for the simple process) or the Chairperson (for the 
complex process).

CSD will implement online evaluations in a phased 
approach. Phase 1 focuses on the simple evaluation 
process. Simple online evaluations do not require a 
committee to evaluate quotations received and will be 
evaluated by a single-user, controlled, auditable and 
fully traceable through gated steps on the CSD.

Simple vs Complex Evaluation Phases

1	 Attendance Register

2	 Declare conflict of interest

3	 Compliance check

4	 Functional/Technical evaluation

5	 Preferential procurement points

6	 Price and Award

Simple Evaluation Phases
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Roles and Responsibilities during the simple online 
evaluation process are divided as follows

The Capturer may:
•	 A simple online evaluation is completed by  

one Capturer.
•	 The Capturer is responsible for the process from 

initiation to award.
•	 If the Capturer is unable to complete the evaluation 

(e.g. due to sick leave), the Authoriser may cancel 
the evaluation so that another Capturer can 
perform it.

•	 Once the Capturer finalises the evaluation and 
confirms the recommended award, the Authoriser 
reviews the outcome.

The Authoriser may: 
•	 Request the Capturer to revise the evaluation, or
•	 Authorise the award.

Simple Online Evaluation Process
At a minimum, the Capturer must complete the 
following gates for every simple evaluation:
•	 Conflict of Interest
•	 Compliance Check
•	 Price and Award

Depending on the RFQ requirements, the 
Capturer may also be required to complete:

•	 Attendance Register
•	 Functional / Technical Evaluation
•	 Preferential Procurement Points

A brief description of each stage gate:

a)	 Attendance Register
Applicable only where a briefing session is required.

•	 The Capturer must upload the attendance register 
in PDF format.

•	 The Capturer must indicate which invited suppliers 
attended the briefing session.

•	 Suppliers that do not attend a compulsory 
briefing session will be disqualified from the 
evaluation process.

b)	 Conflict of Interest
•	 If the Capturer has a conflict of interest with any 

director, member, or owner of a supplier, the nature 
of the relationship must be declared.

•	 In such cases, another official within the 
Organ of State will be required to perform the 
online evaluation.

c)	 Compliance Check
•	 The system will indicate the compliance status 

of each supplier and highlight where manual 
verification is required.

•	 The Capturer must review and approve all 
mandatory documents submitted by suppliers.

d)	 Functional / Technical Evaluation
•	 The Capturer must evaluate and score the 

functional or technical submissions of each 
supplier, where applicable.

e)	 Preferential Procurement Points
•	 For suppliers 100% owned by natural persons, 

preference point claims are based on ownership 
details captured under the Directors/Members/
Owners tab.

•	 For suppliers with complex ownership structures 
(not 100% owned by natural persons), preference 

Complex Evaluation Phases

1	 Attendance Register

2	 Quorum check

3	 Declare conflict of interest

4	 Compliance check

5	 Functional/Technical evaluation

6	 Preferential procurement points

7	 Price and Award
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points are based on the B-BBEE certificate 
captured under the B-BBEE tab.

f)	 Price and Award
•	 Supplier pricing will only be revealed once 

all previous gates have been completed for  
all suppliers.

•	 The system will recommend a supplier for award.
•	 The Capturer may disagree with the 

recommendation but must provide a motivation, 
which will be retained for audit purposes.

6.	BENEFITS OF CSD RFQ 
FUNCTIONALITY

List of benefits for Orgnas of State that utilises the 
CSD RFQ functionality:
•	 Transparent process with various reports on  

the process.
•	 Free standard RFQ tool across all spheres of 

Government for uniformity.
•	 Segregation of duties are role based and workflow 

groups can be defined for location of financial 
delegation.

•	 Uptake of the new function will be easy as the 
CSD is a known platform; thus minimal training 
will be required to get SCM teams to make use of  
the functionality.

•	 The CSD provides a randomize list of suppliers 
to be invited based on commodities, location, 
accreditation, category of persons (procurement 
goals e.g. youth) and past participation ensuring 
fair and equal opportunities for compliant suppliers.  

•	 It is possible to maintain the invitation list to reflect 
approved panel members.

•	 During the response period, the system monitors 
how many invitees have viewed RFQ details, 
intend to participate and have already submitted 
quotations.  Real-time monitoring to track supplier 
engagement and participation to enable you 
to adjust strategies or take mitigating actions if 
needed e.g. invite more supplier if interest and 

responses are low, extend the response date, or 
cancel the RFQ. 

•	 Supplier submits quotation and returnables on 
CSD.  No more missing quote or documents.

•	 SCM practitioners can only view quotations once 
RFQ is closed.  

•	 To promote efficiency, automated compliance 
checks is built into the evaluation process 
Compliance indicators will minimize the 
risk of awarding RFQs to suppliers that are  
non-compliant.

•	 Each stage gate of the evaluation process needs to 
be completed before the price is revealed.

•	 CSD recommends supplier to be awarded based 
on the evaluation and price information.

•	 Highlights direct and indirect possible collusion 
amongst participating suppliers.

•	 Transparent dialogue with all invited suppliers 
while RFQ has not closed.

•	 All RFQ-related documentation is stored centrally, 
simplifying audit processes and promoting 
transparency.

•	 Start to build a history of who are the real suppliers 
of commodities. Commodities will automatically 
be removed from non-responsive suppliers

•	 Elimination of missing documents and poor filing 
practices, as all documentation is stored within 
the system

•	 Structured evaluation aligned to advertised criteria, 
ensuring consistency

•	 Prevention of incomplete scoring, as all evaluation 
steps must be completed before progression

•	 Built-in moderation throughout the evaluation 
process, reducing inconsistencies in scoring

•	 Central storage of BEC and BAC minutes with the 
RFQ for improved record keeping

•	 Ability to capture and retain justifications for 
deviations within the system

•	 Increased ability to reconstruct procurement 
decisions through a complete audit trail

•	 Strengthened evidence-based decision making
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