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1.1

Tower 1
Business Requirements Definition
Pre-Printed Forms Service

INTRODUCTION

The business processes related the fulfilment of SARS’s objectives remain reliant on the
availability of Pre-Printed forms. Technology directions have enabled, and will continue to
enable, alternate mechanisms for users to obtain SARS Pre-Printed Forms, such as
internet/intranet downloads and self-printing, and hence it is foreseen that the requirement
for Pre-Printed Forms will change over the term of the contract. The contract contains terms
that provide flexibility to accommodate the changing demand for Pre-Printed Forms while
appropriately containing the risk for both SARS and the Service Provider in the event of
changes in demand and in changes to the Pre-Printed Forms themselves. The ongoing
reliance of the business processes on Pre-Printed Forms is expressed and quantified in the
required service levels.

Interface

The business requirements for the Pre-Printed Forms service can be grouped into the
following areas: the development of forms; control and management of the Forms library; the
printing of static forms; the holding of certain stock levels by the Service Provider; the
dispatch of the Forms on order by a SARS to any of the SARS offices including Border posts;
and the service management requirements regarding the Pre-Printed Forms service
including requirements for reporting, account management and service level management.
This document discusses the details of the business requirements in these areas.

Categories of Pre-printed forms

The detailed specification of each Pre-Printed Form is specified in 1.11

Table 1: Categories of Pre-printed Forms

Category Description

Category 1 SARS Corporate Documents
Category 2 Books

Category 3 Loose Forms

Category 4 Files

Category 5 Special Printed Forms Requirements
Category 6 Special Ad Hoc Requirements
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1.2 Design / Development and safekeeping of Pre-Printed Form
Templates

It will be the responsibility of Service Provider to design and develop Pre-Printed Form
templates on request by SARS; to ensure the safe-keeping of production templates and
those under development, and the software utilised to develop such forms. The following
points must be adhered to:

= Software used by Service Provider in the development process and for the final form
must be approved by SARS.

= The ownership in the Pre-Printed Form templates and the associated intellectual
property vests in SARS. At no stage will such ownership vest in the Service Provider.

= Design and development of Pre-Printed Form templates includes fixed layout of the
forms, advice as the aesthetics of the form and practicality of the use of layout.

= All Pre-Printed Form templates designed and developed by the Service Provider will
first have to be approved by SARS before implementation i.e. before Service Provider
prints the stockholding of such Form and before the destruction of the stockholding of
a previous version of the Form.

Certain prerequisite design features apply to the design of Forms and the Service Provider
must have the capability to produce such Forms. The actual samples of Pre-Printed Forms
made available for inspection by the Bidders in the RFP Data Room should be carefully
examined for the quality required by SARS.

Notwithstanding the requirement for the Service Provider to be able to print the listed Forms
to the specification the following requirements also apply and the Bidder must confirm having
the ability to design, develop and produce:

= Perforations for books where pages are printed in sets and the original needs to be
torn out

= Carbon coded paper for books in which pages are printed in sets of two or three
copies.

=  Wrap around covers for books with carbon coded pages

= Crashed numbering for receipt books

Forms are currently produced in the English language. Forms in other languages may be
introduced as and when the need arise as SARS has a language policy that has been
developed in 2015 as a result of the introduction of the Language Act with the aim to
communicate to taxpayers and citizens in various languages that they are comfortable with.
SARS recognises the 11 official languages including Khoi, Nama, San as well as Sign
Langauage. The Service Provider must have the ability to handle any character typesets for
these languages and future requirements for different languages in addition providing advice
regarding the use and correctness of language.

Proofs of all forms developed or (re)designed by the Service Provider must be approved by
SARS prior to the production printing of such forms.

It is the responsibility of the Service Provider to keep a form library updated with all the
correct and current versions of Pre-Printed Form templates and to supply SARS with the
templates in PDF format or any other format specified by SARS upon request. The Service
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1.3

Provider is entrusted with the safekeeping of the templates and must take regular backups of
the library and store such backup’s offsite to ensure recovery in the event of a disaster. This
form library and its content is regarded as the property of SARS and at the end of the
contract made available to SARS in the format of choice.

The list and specifications of Pre-Printed Forms provided in the RFP may have changed from
the date of the RFP issue to the Effective date. Furthermore SARS may during the term add
new forms or cease printing existing forms. The price of any additional forms must be
aligned with a Pre-Printed Form similar in size and in respect of other characteristics. In the
event of the price being dissimilar, SARS reserves the right not to accept the price and pay
the price of a similar form (in size, paper type and colours printed). SARS can request once-
off printing of pre-printed forms not specified in this RFP.

Management of stockholding

The Service Provider must maintain the minimum stockholding of a particular form as
specified in the Table 2: Minimum Stockholding of Pre-Printed Forms below and must
replenish the stockholding of any Pre-Printed Form to the Minimum Stock Level for that Pre-
Printed Form within the time periods listed in Schedule C: Service Levels in Volume 3.

SARS may at any time, in writing, increase or decrease the minimum stockholding level for a
particular form. In the event of SARS decreasing the Minimum Stockholding level, the
Minimum Stockholding level prior, decreased by any orders placed by SARS after the
Minimum Stock Level was decreased, will apply until the new Minimum Stockholding level is
reached. In the event of SARS increasing the Minimum Stockholding, the Minimum
Stockholding will apply with immediate effect.

The Service Provider will have to submit, on request, a report of all stockholdings in order for
SARS to take this stockholding into account before applying changes to forms.

SARS reserves the right to change the layout of any Pre-Printed Form at any time and
expects the Service Provider to effecting the necessary re-design and development changes
in a reasonable time period. After a Pre-Printed Form is changed by SARS and SARS has
given approval, Service Provider shall invoice SARS for the actual stock held of the previous
version of Pre-Printed Forms up to a maximum of the Minimum Stockholding level. Service
Provider must recycle the redundant stockholding of the previous version of the form and
pass on for SARS’s benefit any refund obtained. The Service Provider must provide a report
to SARS on a monthly basis detailing the number of form recycled and the refunds obtained
for SARS. The replacement of the redundant stockholding of a Pre-Printed Form with the
new version of a Pre-Printed Form must be performed prior to the destruction of the
redundant stockholding.
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Table 2: Minimum Stockholding of Pre-Printed Forms

Minimum Originating Division
Categories / Forms Unit Stockholding of
Packs
Category 1 - SARS Corporate Documents
Letterheads Pack 50 Communications
Roneo master heads Pack 0 Communications
Envelope with window - 1 colour Pack 20 Communications
SARS Internal Folders Pack 66 Communications
SARS Business Cards Pack 15 Communications
Category 2 - Books
DA310 — Stop Note Book 40 Customs
DA322 — Goods Received in State Warehouse Book 20 Customs
DA103 - Customs and Excise Receipt Book 30 Customs
DA306 - Application of Release of Goods Book 20 Customs
Key Register Book 50 Physical Security — Facilities
Occurrence Book Book 50 Physical Security — Facilities
Asset Declaration Book 50 Physical Security — Facilities
Entry Control Register Book 50 Physical Security — Facilities
Laptop Control Register Book 50 Physical Security — Facilities
Category 3 - Loose Forms
DA351 — Gate Pass Pack 300 Customs
Category 4 - Files
DA408 Black — Customs and Excise Pack 10 Customs
DA409 Blue — Customs and Excise Pack 10 Customs
Category 5 — Special Printed Forms Requirements
Customs & Excise Note Book Pack 20 Customs
DA331 — Traveller Declaration Pack 100 Customs
TCard 01 — Traveller Card Pack 200 Customs
Category 6 — Special Ad Hoc Requirements
SADC — Certificate of Origin Pack 300 000 Customs
Form A — Certificate of Origin Pack 100 000 Customs
EUR1 — Certificate of Origin Pack 100 000 Customs
Mercusor — Certificate of Origin Pack 60 000 Customs

1.4 Printing Quality

The standard and printing quality is critically important to SARS and the Bidder must submit
details of the intended printing processes of the forms.

The Bidder must furnish a comprehensive plan relating to the management and control of
quality. It will be an added advantage if the Bidder holds an ISO Certification.

It is the responsibility of the Service Provider to ensure forms are printed in accordance with
SARS Corporate Standards as determined and communicated by SARS to Service Provider

from time to time.
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1.5

1.6

The Service Provider will be held responsible for the delivery of a product of high quality
including amongst others, perfect legibility, sharpness of characters and evenness of print on
the form. Printed forms deviating from the stipulated standard, for example, skewness in
cutting etc. will not be acceptable. These spoils will be returned to the Service Provider and
will not be paid for and must be re-printed and re-dispatched at Service Provider's own cost
in addition to any penalties that are described in the Service Levels.

Orders for Pre-Printed forms

Upon the receipt by Service Provider of an official written order from SARS, Service Provider
will prepare the order for the transport of the order to the requestor. In preparing the order,
Forms must be drawn from the stock held by the Service Provider for Categories 1 thru 6 and
in the case of categories 5 and 6; the Service Provider must first print the order and then
make arrangements for the transport of the Pre-Printed Forms ordered to the requestor.

The Service Provider must submit an invoice and statement on each official order received
from SARS. An invoice must be specified per order with a description, quantity, and price,
total exclusive of VAT, VAT and a total. Invoices shall be submitted to the business unit of
SARS as directed on the individual official order.

Delivery must be specified separately on each invoice per order and for each destination if
the order is for multiple destinations.

Distribution of Pre-Printed forms

All Pre-Printed Forms ordered are to be packed into cardboard containers to prevent damage
during transit and storage.

All delivery packages are to be labelled with:

Delivery address

Name of the SARS contact person (person who placed the order)
Cell phone number of the SARS contact person

Office telephone number of the SARS contact person.

Content (Form name)

Quantity

Order number

The Service Provider will use a courier service to deliver the packages containing Pre-printed
forms to the SARS branches. The Service Provider will either be required to use a SARS-
nominated courier service or will be required to use a courier service of its own. SARS will
inform the Service Provider of which option SARS elects to use. The Service Provider is
required to provide pricing for both options as per the pricing instructions. The courier
service will collect the packages from the Service Provider’s premises.

The delivery packages may be requested to be delivered to any SARS office including border
posts. The locations of current SARS offices are at the sites in pricing template TI3.
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1.7

1.8

1.9

Security

To maintain the necessary security of the Pre-Printed Form templates and of the printed
material the Service Provider must ensure that the following processes are carried out:

= Electronic storage of Form Templates, regular backup, offsite storage of backups

= Stock control

= Control reports on material printed, in stock to reconcile with order made and
satisfied.

= Control reports of orders made and satisfied.

The intended processes and control measures must be approved by SARS and must
demonstrate the utmost reliability. SARS reserves the right to inspect and supervise
operations from the plant of the Bidder as seen fit at the time, to ensure complete integrity of
the processes.

SARS requires that present and future personnel employed by the Service Provider must
sign an oath of secrecy in terms of the Income Tax Act and the Value Added Tax Act. The
aforementioned includes the personnel employed by sub contractor(s). Bidders are
furthermore bound by the provisions of the Protection of Information Act (Act 84 of 1982).
The Bidder shall take all reasonable steps to ensure that the employees are made aware of
these statutory provisions that these are applied and the application thereof continued after
termination of the contract and/or employment contract by the Bidder. SARS furthermore
reserves the right to immediately cancel any future contract or close down the working
operations that include the shutting down of any equipment and the placing thereof under
official seal to later inspect the equipment or enforce penalties available to SARS in the
service levels or at law in the event of unauthorised disclosure, usage or selling — be this due
to negligence or intent by the Bidder or any other outside source. Any unauthorised
disclosure, usage or selling of information could lead to criminal prosecution. Information
must be regarded as highly confidential at all times.

Security Printing Accreditation

A Print Secure security printing accreditation is required to certify that the vendor has the
necessary procedures and processes in place to provide a qualified secure printing and
finishing service for general security printing subject to the implementation of defined security
measures during security runs.

Disaster Recovery

In the event of a disaster or Force Majeure event, it is imperative that this must not affect the
SARS operations. The replenishment of the stockholding (if destroyed by the disaster) and
the immediate ability for the Service Provider to continue to satisfy orders placed by SARS
within the service levels is a requirement.

The Service Provider is required to develop and maintain a disaster recovery plan and to
perform regular testing of the plan as an assurance of its effectiveness. The recovery site
must be geographically removed so that it will be operational in the event of a disaster
affecting the primary site.

The detailed obligations of the Service Provider listed in the agreement.
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1.10Transition

The Service Provider will be required to have completed the transition the services from the
incumbent service provider by the 3 month of transition. The Service Provider must have
completed the setup of all equipment and have completed the take on of the Transition Stock
(see definition below) and have stockholding levels of at least the Minimum Stockholding
levels of every Pre-Printed Form by the 3™ month of transition. For those Pre-Printed Forms
for which no Minimum Stockholding level applies or the Minimum Stockholding level is set at
zero (i.e. Pre-Printed Forms that are printed on demand), the Service Provider must have
completed test prints and have had such test prints signed off by SARS by the 3™ month of
transition.

During the transition of services from the current service provider to Service Provider, the
Service Provider will be required to take on any stockholding of Pre-Printed Forms held by
the current service provider (the “Transition Stockholding”). SARS will be responsible for
any amount owing the current service provider with regard to the Transition Stockholding.
Any orders placed by SARS that can be satisfied from the Transition Stockholding must be
satisfied from the Transition Stockholding. SARS must not be charged for the Pre-Printed
Forms ordered that are satisfied from the Transition Stockholding but Service Provider may
only charge for packaging and, if applicable, delivery. If the Transition Stockholding of a
Pre-Printed Form exceeds the Minimum Stockholding Level specified for that Pre-printed
Form the Minimum Stockholding Level will be deemed to the Transition Stockholding.

1.11 Pre-Printed Forms Specifications

This section provides information for the specification of each individual form in the specific
category. The successful Bidder must have the ability to handle any additional documents or
envelopes or changes to the format of documents or envelopes. These documents may
include (but are not limited to) booklets, file covers, pads, sheets, labels, books and face
value books.
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2 CATEGORY 1 -SARS CORPORATE DOCUMENTS

2.1 Letter Heads

YV SARS

2.1.1 Description:
1 Part letterhead

2.1.2Paper:
White Cartridge, 105gsm

2.1.3Size:
A4 (Depth: 297mm x Width: 210mm)

2.1.4Ink:

Blue - Pantone 2955 U
Printed Front only

2.1.5Packing:
500 sheets per pack shrink wrapped; protective board at top and bottom
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2.2 Roneo Master Heads

YV SARS

South Afiican Revenue Service

2.2.1Description:
1 part letterhead

2.2.2 Paper:
White Laser bond, 80gsm

2.2.3Size:
A4 (Depth: 297mm x Width: 210mm)

2.2.41nk:

Blue - Pantone 2955 U
Printed front only

2.2.5Packing:
500 sheets per pack shrink wrapped; protective board at top and bottom
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2.3 SARS Envelope with Window

YV SARS

South African Revenue Service

2.3.1 Description:
DL Envelope with window

2.3.2Paper:
White bond, 80gsm

2.3.3Size:

DL (Depth: 110mm x Width: 220mm)
Window size: Depth: 45mm x Width: 90mm

2.3.4Ink:

Blue - Pantone 2955 U
Printing 1 colour front and inside of envelope.

2.3.5Packing:
500 per box
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2.4 SARS Internal Folders

YV SARS

2.4.1 Description:
Folder

2.4.2 Paper:
Coated Gloss Art Board, 300gsm

2.4.3Size:

Open:  Depth: 383mm x Width: 515mm
Folded: Depth: 307mm x Width: 220mm
Die cut in flap, not glued

2.4.4 Specification:

Blue —Pantone 2955 C
Printed one side only
3 Scores

Varnished

2.4.5Packing:

250 files per box
Delivered flat

© South African Revenue Service 2018

SARS RFP 46-2018 3-1 Pre-printed Forms Business Requirements Specification

Page 13 of 34




2.5 SARS Business Cards

YS M South African
Revenue Service
Name Surname
Title or Division

Tel: +27 12 422 0000
Fax: +27 12 422 0000
Cell: +27 82 000 C000
e-mail: name@sars.gov.za

Lehae |a SARS, 299 Bronkhorst Street, Nieuw Muckleneuk, Pretona, 0181
Private Bag X923, Pretonia, 0001 www.sars.gov.za

2.5.1 Description:
Business cards

2.5.2 Paper:
Magno Matt, 300gsm

2.5.3Size:
Depth: 50mm x Width: 90mm

2.5.41nk:
Blue - Pantone 2955 C

2.5.5Packing:
200 per pack
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3 CATEGORY 2 — BOOKS

3.2 DA310 - Stop note

V/SM S SR oo
Stop note

Aanhoudingsbrief

Chaciing Oficss

e St o e
[ ESTRSE

3.2.1 Description:
4 Part NCR Book

3.2.2Paper:

Part 1- CB 54 White; Part 2 - CFB 55 White
Part 3 - CFB 55 White; Part 4 - CF 56 White

3.2.3Finished size of book:
Depth: 297mm x Width: 220mm

3.2.4 Specifications:

Black on Front only
Part 1 plate change; Parts 2, 3 and 4 Common
Down perforation - Parts 1, 2 and 3 only on LHS.

3.2.5Binding:

Top & Bottom - 048 Chipboard; Wraparound - Emtini Kraft
Blue Cloth on Spine

50 sets per book

Label item code front cover

3.2.6 Packing:
5 books per pack
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3.3 DA306 — Application for release of goods

YV SARS

ic vlease
1)(a) of the Customs and Excise Act, At

£8

1

#

3.3.1 Description:
3 Part NCR Book

3.3.2Paper:
Part 1- CB 54 White; Part 2 - CFB 55 White; Part 3 - CF 56 White

3.3.3Finished size of book:
Depth: 297mm x Width: 220mm

3.3.4 Specifications:

Black on Front and reverse all parts; Common plates
Down perforation - Parts 1 and 2 only on LHS.
Crashed number

3.3.5Binding:

Top & Bottom - 048 Chipboard
Wraparound - Emtini Kraft
Blue Cloth on Spine

50 sets per book

Label item code front cover

3.3.6 Packing:
1 Book per pack
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3.4 DA322 - Goods received in State Warehouse

WOARS (o BN TWOARS. e SN

3.4.1 Description:
5 Part NCR Book

3.4.2 Paper:

Part 1 - CB 54 White; Part 2 - CFB 55 White
Part 3 - CFB 55 White; Part 4 - CFB 55 White
Part 5 - CF 125 gsm Tinted pink one side only

3.4.3Finished size of book:
Depth: 420mm x Width: 305mm

3.4.4 Specifications:

Black printed front only.

Parts 1, 2, 3 and 5 Common plate; Part 4 Blank.
Part 1 and 5: 3 down perforations

Part 1 and 5: 1 cross perforations

3.4.5Binding:

Top & Bottom - 048 Chipboard; Wraparound - Emtini Kraft
Blue Cloth on Spine

20 sets per book

Label item code front cover

3.4.6 Packing:
5 books per pack
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3.5 DA103 - Customs Excise Reciept

V SARS ‘
() CUSTOMS AND EXCISE

77

20

ontrolier of Customs and Excse

3.5.1 Description:
2 Part NCR book

3.5.2Paper:
Part 1 - CB 54 White; Part 2 - CF 56 White

3.5.3Finished size of book:
Depth: 140mm x Width: 205mm

3.5.4 Specifications:

Black printed front only (common plates)
Part 1: Down perforation on LHS.
Crash numbered in red.

3.5.5Binding:

Top & Bottom - 048 Chipboard; Wraparound - Emtini Kraft
Blue Cloth on Spine; 100 sets per book
Label item code front cover

3.5.6 Packing:
1 Book per pack
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3.6 Key Register

YV SARS

South African Revenue Service

Keys Register

Date

Initials &

no.

Office

Signature

Time
Issued

Time
Returned

Security
Signature

3.6.1 Description:
Landscape Book

3.6.2 Paper:

80gms White Bond

3.6.3Finished size of book:
Depth 210mm x Width 297mm (Landscape)

3.6.4 Specifications:

Two colours (Black and Blue) printed on front and back — common image

Page numbering on one side only; sequential numbering following previous book

3.6.5Binding:

Wiro-bound on long edge with 1200 micron chipboard front and back cover
200 pages (100 leaves) per book
Label on front cover with book name & number sequence

3.6.6 Packing:
5 packs per book
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3.7 Occurrence Book

VSARS Occurrence

Book

Doy o waa ant e

:;:’ Tiena Naturs of ocourience

3.7.1 Description:
Book

3.7.2 Paper:
80gms White Bond

3.7.3Finished size of book:
Depth 297mm x Width 210mm (Portrait)

3.7.4 Specifications:

Two colours (Black and Blue) printed on front and back — common image
Sequential page numbering, on front of each leaf

3.7.5Binding:

Blue cloth on spine at the LHS of the book

End papered and bound top and bottom with 1800 micron Chipboard

304 pages (152 common leaves) per book; 19 section sewn sets of 16 pages, stitched
Book numbered with prefix and label item code on front cover

3.7.6 Packing:
5 packs per book
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3.8 Entry Control Register

YV SARS Entry Control

South African Revenue Service All Visitors & Contractors
Card Your Company| Contact Reason Person Being Time | Time Security
Date | pumber | Mame & Sumame of Buss Unit | Number For Visit Visited | SOnature | Out | Signature

3.8.1 Description:
Landscape Book

3.8.2Paper:
80gms White Bond

3.8.3Finished size of book:
Depth 210mm x Width 297mm (Landscape)

3.8.4 Specifications:

Two colours (Black and Blue) printed on front and back — common image
Page numbering on one side only; sequential numbering following previous book

3.8.5Binding:

Wiro-bound on long edge with 1200 micron chipboard front and back cover
200 pages (100 leaves) per book
Label on front cover with book hame & number sequence

3.8.6 Packing:
5 packs per book
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3.9 Laptop Control Register

Laptop Control
South African Revenue Service
Data Name & Surname —_— B?ctgc h'r:o Cwner Security m Crwmer Security

3.9.1 Description:
Landscape Book

3.9.2Paper:
80gms White Bond

3.9.3Finished size of book:
Depth 210mm x Width 297mm (Landscape)

3.9.4 Specifications:

Two colours (Black and Blue) printed on front and back — common image
Page numbering on one side only; sequential numbering following previous book

3.9.5Binding:

Wiro-bound on long edge with 1200 micron chipboard front and back cover
200 pages (100 leaves) per book
Label on front cover with book name & number sequence

3.9.6 Packing:
5 books per pack
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3.10Asset Declaration

' SMS Asset Declaration

South African Revenue Service

Name & Sumame:

Identity Number:

item Make & Description Serlal Number Sars Barcode

Confirmed By Site Security Officer Date Stamp

Name:

Signature:

Date:

3.10.1 Description:
2 Part NCR book

3.10.2 Paper:
Part 1 - CB 54 White; Part 2 - CF 56 White

3.10.3 Finished size of book:
Depth: 297mm x Width: 210mm (Portrait)

3.104 Specifications:

2 colours (Black and Blue) on front only; common images on both parts

Form numbering (Sequential) on each form (2 forms per page)

Perforation on part 1 only: down on LHS; horizontal midway (2 forms per page); part
2 fast

3.10.5 Binding:

Wraparound from back; Blue cloth on spine at LHS

Bottom 048 Chipboard / Top Emtini Kraft wrap-around, with shield
100 leaves; 50 double sets per book (2 forms per page)

Book numbered with prefix and label item code on front cover

3.10.6 Packing:
5 books per pack
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4 CATEGORY 3 — LOOSE FORMS

4.1 DA351 - Gate Pass

WVSARS il 2Ed
Hekpas
Gate pass

Voertulg
Vehicle

Paspoortbeheer
Passport control

4.1.1 Description:
1 part gate pass

4.1.2 Paper:
Bond White, 80gsm

4.1.3 Size:
Depth: 210mm x Width: 75mm

4.1.41nk:
Blue — Pantone 2955 on front only

4.1.5Packing:
500 sheets per pack
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5 CATEGORY 4 — LOOSE FORMS

5.1 DA408 - File

W P —
7 SARS smuses
File
Lber
FILE No.
LEER Nr.

SUBJECT
ONDERWERP

Correspondence from To
Korrespondentie van Tot

Ad Vabsrom Exceve Oty em's
Ad Valorem Aksynsregiams

g2

5.1.1 Description:
Folder

5.1.2 Paper:
Kraft Milano, 180gsm

5.1.3 Size:

Open - Depth: 325mm x Width: 685mm
Folded - Depth: 325mm x Width: 230mm

5.1.4 Specifications:

Black printed on front only
2 scores

5.1.5Packing:

250 files per pack
Files supplied flat
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5.2 DA409 - File

v/s A;;? S ool o

FRE No.
LEER Nr.

sussect
ONOERWERR

Wacohouse Number

"
Correspondence from
Karrespondansie van
Oespoxal
Beskiking

Ad Valorem Excies duty Remvs
Ad Vatorem Aarpnacogiens

Fite
Lier

5.2.1 Description:
Folder

5.2.2 Paper:
Kraft Milano, 180gsm

5.2.3 Size:

Open - Depth: 325mm x Width: 685mm
Folded - Depth: 325mm x Width: 230mm

5.2.4 Specifications:

Blue Pantone 294U
2 scores

5.2.5Packing:

250 files per pack
Files supplied flat
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6 CATEGORY 5 — SPECIAL REQUIREMENTS

6.1 Customs & Excise Notebook

YV SARS
CUSTOMS AND EXCISE
NOTE BOOK

SERIAL NUMBER

TEAME o

OFFICE/BRANCH: ........c.ccciviiie

DATE ISSUED!

DATE RETURNED:

6.1.1 Description:
Notebook

6.1.2 Paper:

Cover: 240gsm Eltoro board
Inside pages: Bond 80gsm

6.1.3 Size:

Open - Depth: 145mm x Width: 210mm
Folded - Depth: 145mm x Width: 105mm

6.1.4 Specifications:

Cover: Blue — Pantone 2955 U printed one colour on front only

Inside pages: Blue — Pantone 2955 U printed one colour on front and reverse
Saddle stitch at head — 2 staples per note book

Page changes (numbered 1-20) — 20 pages

6.1.5Packing:
5 books per pack shrink wrapped
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6.2 DA331 - Traveller Declaration

REPUBLIC OF SOUTH AFRICA DA 331 Rty
Unaccompanied baggage TRAVELLER DECLARATION -
Unaccompined bag3e30 =07 pisons! fems that you impor Cusloms and Excise Act 91 of 1964
o0 bagoas that

you
on your fight and doos notincude commencial goods. The duty ie Use Captad 8o a0 mhere aip sbde ware wih a0 X
coNcasns Put acoly B accompaned DigaRge 90 Nt apply © a

nd AT to
o Paste et ihe o waSll mimber wgicasie 1 te

9 Tow tows o e Rl rovkle for e morkodrg of cusery femaay)  [(TTTTITITTITITIITIT]
S Al comency ascasdig A1D 000 s Souigy coveicy Natonsity IS SN EEEEEEEE
oo ot looiecenaodk st oot Passgon e ([T T TTTTTITTTTTITT]

0 e puraaee LT TTTTTTTTTT]
O ot s onatves (T oon
Tt o120 mancedt RO e L s
Made of Tramport
o ot ahihoonn Soagaty RCBRA e A O Ose Oes (ml
of erefCation beyand aF dout. - 0.0, tema wih teral nubers P omoecr e (T TTTTTTTTTTTTTT]

+  Ths form must te romned by the tmwier and handed % 3

T be compited by drver of vetsde only:
S BT e R Owner I T IITITIT]
Q Temporaryimpcristionolvehicirsndomer s forkariel vseotvncw  [(TTTTTTTTITIIITITT]

~edssspmninr st oparary) P o RO
T mosiva e by e ver i o proiced wwionmisn (LTI IIIIIT]
. T e st grneese  [(TTTTTTTTTTTITTTT]
. Ttomiompekiior ataatonol heviet i mepectof Pamengens [T s vow )
T Doy o ol i sl ol ok POV

E;‘:"..i"‘:'i.".ﬁi: = “:'3::” R vosdey [ ousness [] suty [
o vo! iy e Soche O lorm.

e e om0 el oeel]
R Ay o dfrelipdhms b gimiemis g e Eroomert[] oot ]

Act,inchd ing 10 deMrion or s ofthe vehc
* ¥ yosamnolthe hoder of the icence for the vahicks a letier from
e ownar authosming he removal mustbe produaed

Please tom over —»

0 Shoukd you fgure ay sssstince i completng fis form, pleese " Tow e
contact the cusoms cffcar on duly. Once comgieted. plaase tear

caroluty 3 hadinonly e v orikhonst Siroet, Nesuw Muckenouk, 0161
P cusloms oficac As s declaration wil be scanced. Dhew ate Prelada, 0001, S Mica
de w303 GO

Wb
ot Canten Nurioer 0280 12 12

6.2.1 Description:
1 Part folded DL form

6.2.2 Paper:
80gsm Bond

6.2.3 Size:

Open: Depth: 210mm x Width: 297mm
Folded: Depth: 210mm x Width: 99mm
Roll Folded to DL

6.2.4 Specifications:

Blue — Pantone 2955U printed one colour on front and reverse
Perforation: 1 cross

6.2.5Packing:
500 per box
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6.3 TCard 01 — Traveller Card

Traveller Card - Republic of South Afica  TC41
This dachention m.sl be comgiead by Twesdery I lwrvs of T Contome & Faces Ad No 91 of 1884
Ploae relar yo.’ comcielad dectaraden

Pawport No.

pease™ [ | 1]
Rmecmsd wgee || Sy Buhess Tont | | ol
] S Olglomet B! Vota anut Croty Sagent
Céuorten Proowiny [ ] [Rdel Ohwr
Ary s s et v N g nemedonfm |y N
Intnied for Ty F o ZAR Qumwcy R ¢ N
N ot e ‘
Ay vt ool you e 0 reghe kr leerpurary mpodskon | esgorssen? ]~ "
Unto 3-»#- bl | Sbe
Srout No. a._ b - ..I,.
Subad | b =]
-.J::.j._._
Oty Towe J .= t |
2  — S
auvmnawwum }
A 9
= =3
Yo, i RSA Eaday
I baraly cocere
st ericulees hever e e and cored.
For Ofn ne ;m

6.3.1 Description:
Card

6.3.2 Paper:
300gsm Matt Art Board

6.3.3 Size:

170mm wide x 122mm deep

6.3.4 Specifications:

Printed 4 spot colours on back and 2 common spot colours on front

6.3.5Packing:

2,750 per carton; shrink-wrapped in 250s
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7 CATEGORY 6 — SPECIAL AD HOC REQUIREMENTS

7.1 SADC - Certificate of Origin

SADC CERTIFICATE OF ORIGIN

7.1.1 Description:
3 Part NCR security snap set document

7.1.2Paper:
Part 1 — CB79 White; Part 2 — CFB55 White; Part 3 — CF56 White

7.1.3 Size:
Depth: 311mm x Width: 203mm

7.1.4 Specifications:

Part 1 front — Printed Black, SADC Blue (Match ), Chemical Solvent Yellow and Invisible
uv

Part 1 reverse — Printed Black, Thermochronic ink in black (Heat)

Part 2 — Printed Black, front only

Part 3 — Printed Black, front and reverse

Perforation — 1 Down on all parts; Crash numbered in Black with prefix

Black front plate common; Reverse plate changes

7.1.5Packing:
250 per pack shrink wrapped
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7.2 Form A — Certificate of Origin

AZRD SYSTEM OF PRIFERINCES

NERAL

CERTIFICATE OF ORIGIN

(Combened Setlbration asd cetmcats)
TORMA

Gl

oo dewtr o 5 G wett 10 ¥

§134
i

7.2.1 Description:
1 part security form

7.2.2 Paper:
RSA Watermark paper 95gsm
SARS to supply paper in rolls, 436mm width

7.2.3Size:
Depth: 297mm x Width: 220mm

7.2.4 Specifications:
Front — Printed Black, Green Pantone 347U

Reverse — Printed Black
Numbered in Black

7.2.5Packing:
2000 per box
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7.3 EUR1 - Movement Certificate

MOVEMENT CERTIFICATE
[ ——————— EUR. 1 =2

n |B S i Mk, s e, Soumaer seet Wl of packiges (1), Descrion of goods 5.

7.3.1 Description:
3 Part NCR security snap set

7.3.2Paper:

Part 1 — RSA Watermark paper 95gsm;

Part 2 — 58gsm self-contained action;

Part 3 — 58gsm self-contained action

SARS to supply paper in rolls, 436mm width

7.3.3Size:
Depth: 315mm x Width: 216mm

7.3.4 Specifications:

Part 1 front — Printed Black, Green chemical Solvent 389

Part 1 reverse — Printed Black, Black Thermocromic patch in top right corner
Part 2 — Printed Black, front and reverse

Part 3 — Printed Black, front and reverse; No plates common

Crash numbered in Black

Perforation: 1 down on all parts

7.3.5Packing:
500 sets per box
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7.4 MERCUSOR - Certificate of Origin

SACU - MERCOSUR CERTIFICATE OF ORIGIN

(1) Inzent X In the appropriste box. ORIGINAL

or state In buk”
(3) INciudes the tar¥Y ciassscation of the goods.

7.4.1 Description:
3 Part NCR security snap set document

7.4.2Paper:
Part 1 — CB79 White; Part 2 — CFB55 White; Part 3 — CF56 White
7.4.3Size:
Depth: 311mm x Width: 203mm
7.4.4 Specifications:
Part 1 front — Printed Black, MERCUSORDC Blue (Match ), Chemical Solvent Yellow and
Invisible UV

Part 1 reverse — Printed Black, Thermochronic ink in black (Heat)

Part 2 — Printed Black, front only

Part 3 — Printed Black, front and reverse

Perforation — 1 Down on all parts; Crash numbered in Black with prefix
Black front plate common; Reverse plate changes

7.4.5Packing:
250 per pack shrink wrapped
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8 TABLE OF ABBREVIATIONS AND DEFINITIONS

Brochure

Booklet

Form

Any form, insert, brochure, book or any other type of printing SARS
deems necessary

Group Occurrences

A group of paragraphs printed more than once in the same form with
different data

ISO

International Standards Organisation

Pre-printed Forms

Files/forms/books printed and bound for manual use in the branch
offices

Specification

SARS document stipulating the requirements for a Form
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