Purchase Order - Human Resources Manager - Cape Town, South Africa
PURCHASE ORDER
PO No: PO-CT-2025-04871
Issuing Entity: Atlantic Coastal Business Solutions (Pty) Ltd
Registered Address: 142 Main Road, Green Point, Cape Town, 8051, South Africa
VAT Registration No: 4930287615
PO Date: 14 June 2025
Required Commencement Date: 01 July 2025
Validity Period: This Purchase Order is valid for 30 calendar days from the date of issue.
1. Supplier / Service Provider Details
	Field
	Details

	Company Name
	Provincial Talent & Workforce Consulting (Pty) Ltd

	Business Address
	7th Floor, The Waterfront Business Centre, V&A Waterfront, Cape Town, 8001, South Africa

	Contact Person
	Ms. Lerato Mokoena, Director of Client Relations

	Email
	l.mokoena@provincialtalent.co.za

	Telephone
	+27 (0)21 424 8890

	VAT Registration No
	5012847392


2. Description of Procurement
This Purchase Order is issued by Atlantic Coastal Business Solutions (Pty) Ltd for the procurement of a full-time Human Resources Manager to be stationed and operational at our primary office in Cape Town, South Africa. The engagement of this Human Resources Manager is intended to oversee all personnel management functions, employee relations, recruitment and onboarding, performance management, labour compliance, and organisational development for a workforce of approximately 340 employees across our Cape Town and surrounding Western Cape operations.
The Human Resources Manager shall be responsible for ensuring full compliance with the South African Labour Relations Act (Act 66 of 1995), the Basic Conditions of Employment Act (Act 75 of 1997), the Employment Equity Act (Act 55 of 1998), and all applicable regulations administered by the South African Department of Employment and Labour. The role requires a minimum of eight (8) years of progressive Human Resources experience within the South African corporate environment, with a demonstrated understanding of the unique labour market dynamics in Cape Town and the broader Western Cape province.
3. Line Items and Financial Summary
	Line
	Description
	Unit
	Quantity
	Unit Rate (ZAR)
	Amount (ZAR)

	01
	Human Resources Manager – Monthly Retainer (Full-time, 40 hrs/week, Cape Town office)
	Month
	12
	185,000.00
	2,220,000.00

	02
	Recruitment and Onboarding Programme Design (one-time implementation fee)
	Project
	1
	95,000.00
	95,000.00

	03
	Labour Compliance Audit and Policy Redrafting (one-time deliverable)
	Project
	1
	68,500.00
	68,500.00

	04
	Employee Training and Development Framework (annual subscription)
	Year
	1
	120,000.00
	120,000.00

	05
	Monthly HRIS Software Licence and Support (Cape Town data centre hosting)
	Month
	12
	12,750.00
	153,000.00

	Subtotal (excl. VAT)
	2,656,500.00

	VAT @ 15% (South Africa)
	398,475.00

	TOTAL AMOUNT DUE (incl. VAT)
	3,054,975.00


All amounts are quoted in South African Rand (ZAR). The supplier shall issue a valid VAT invoice in accordance with the South African Revenue Service (SARS) requirements. Payment shall be made via electronic funds transfer (EFT) to the supplier's designated bank account within 30 days of receipt of a valid invoice.
4. Delivery and Commencement Terms
The Human Resources Manager shall report for duty no later than 08:00 on 01 July 2025 at the issuing entity's premises located at 142 Main Road, Green Point, Cape Town, 8051, South Africa. The supplier is required to confirm the identity, qualifications, and professional references of the Human Resources Manager at least ten (10) business days prior to the commencement date. A comprehensive induction and orientation programme covering the company's policies, culture, and operational procedures in Cape Town shall be conducted during the first two weeks of the engagement.
5. Terms and Conditions
1. This Purchase Order constitutes a binding agreement between the issuing entity and the supplier upon countersignature by both parties. All terms are governed by the laws of the Republic of South Africa.
1. The Human Resources Manager shall be bound by a strict confidentiality and non-disclosure agreement covering all employee data, salary structures, and proprietary business information of the issuing entity.
1. The supplier warrants that the Human Resources Manager holds a valid South African professional registration and is in full compliance with all applicable employment legislation in the Western Cape province.
1. Any variation to the scope of work, additional deliverables, or changes to the Human Resources Manager's role must be documented in a formal amendment to this Purchase Order and signed by both parties before execution.
1. The issuing entity reserves the right to terminate this Purchase Order with thirty (30) days' written notice in the event of material breach, non-performance, or insolvency of the supplier.
1. All disputes arising from this Purchase Order shall be resolved through mediation in Cape Town, South Africa, in accordance with the rules of the South African Dispute Resolution Centre. Should mediation fail, the matter shall be referred to the High Court of South Africa, Western Cape Division, Cape Town.
1. The supplier shall maintain adequate professional indemnity and public liability insurance for the duration of the engagement, with minimum cover of R5,000,000.00.
1. Force majeure events, including but not limited to natural disasters affecting the Cape Town region, shall be addressed in accordance with Section 12 of the South African common law on contracts.
6. Authorisation and Acceptance
This Purchase Order has been reviewed and authorised by the undersigned representatives of both parties. By signing below, each party acknowledges and accepts all terms, conditions, and financial obligations set forth in this document.
For and on behalf of the Issuing Entity:
Name: Mr. David van der Merwe
Title: Chief Executive Officer
Atlantic Coastal Business Solutions (Pty) Ltd
Signature: ___________________________
Date: ___________________________
For and on behalf of the Supplier:
Name: Ms. Lerato Mokoena
Title: Director of Client Relations
Provincial Talent & Workforce Consulting (Pty) Ltd
Signature: ___________________________
Date: ___________________________
CONFIDENTIAL   This Purchase Order (PO-CT-2025-04871) is the property of Atlantic Coastal Business Solutions (Pty) Ltd and is intended solely for the use of the named supplier. Unauthorised reproduction or distribution is prohibited. This document was prepared in Cape Town, South Africa, and is subject to South African commercial and employment law. For queries regarding this Purchase Order, contact the Procurement Department at procurement@atlanticcoastal.co.za or +27 (0)21 555 0142.
