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Woodmead North Office Park, 54 Maxwell Drive, Woodmead, 

Johannesburg, 2191, Gauteng Province, South Africa 

Email: enquiries@inforegulator.org.za 

Website: www.inforegulator.org.za 

Toll Free: +27 80 001 7160 

 

 
ENTITY: INFORMATION REGULATOR: 

TEL: 010 023 5200  
 

 

SUPPLY CHAIN MANAGEMENT SPECIFICATION 

Name of Entity Information Regulator 

Date of Specification 30/10/2025 

Closing Date  12 November 2025 

Contact Number 010 023 5200 

Venue for delivery of goods 
/services 

Woodmead North Office Park, 54 Maxwell 

Drive, Woodmead, Johannesburg, 2191 

Responses should be via E-mail  scm@inforegulator.org.za 

Contact Person Lesego Korae / Phindulo Maphangula / Kerryn Mashaba 

DESIGN, PRINTING AND SUPPLY OF POPIA AND PAIA Z-CARDS FOR OFFICIALS, AND 

POPIA AND PAIA Z-CARDS FOR PUBLIC, FOR THE INFORMATION REGULATOR 

Specification to be supplied Qty Description 

POPIA z-cards for officials 
2500 Product Description 

 
Z-Card Type: Credit Card Size, 6-Panel Fold 

Intended Use: Awareness and educational material 

for officials, summarising key aspects of the 

Protection of Personal Information Act (POPIA). 

 
Technical Specifications 

Cover 

• Size: 54mm x 85mm 

• Printing: One side, full CMYK colour 

• Finish: Matt aqueous varnish or higher-quality 

coating suitable for long-lasting Z-Card 

production 

• Material: 300gsm Matt Art (or equivalent high- 

grade material ensuring rigidity and durability) 
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  • Additional Finishing: 

o Die-cut to oblong shape with rounded 

corners 

o Precise folds and alignment to ensure 
professional presentation 

 
Insert 

 

• Size (when unfolded): 234mm x 300mm 

• Printing: Double-sided, full CMYK colour 

• Material: 80gsm White Matt (or equivalent material 

proven to yield optimal folding and longevity for Z- 

Cards) 

• Finish: Smooth, non-gloss, to ensure easy 

readability 

• Folding: Accurately folded into six panels to align 

with the cover dimensions 

 
Artwork and Design Requirements 

 

• The service provider must: 

1. Design and layout the Z-Card content in 

accordance with the Information 

Regulator’s Corporate Identity Manual. 

2. Provide open artwork files compatible 

with Adobe Creative Suite (InDesign, 

Illustrator, or Photoshop). 

3. Ensure that all images, graphics, and 

fonts are licensed. 

4. Submit three (3) distinct artwork design 

samples for review and approval prior to 

finalisation. 

5. Incorporate feedback from the Information 

Regulator until final approval is granted. 

 
Proofing and Approval Process 

 

• A final printer’s proof (hard copy) that accurately 

resembles the final product must be produced and 

submitted for official signature and approval 

before mass printing. 

• This requirement is mandatory and non- 

negotiable. 

• No bulk printing may proceed without written 

confirmation from the Information Regulator. 

 
Quality and Delivery 
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  • Printing must be of premium quality, with accurate 

colour reproduction and clean folding. 

• All Z-Cards must be uniform, neatly trimmed, and 

free of blemishes or production defects. 

• Delivery must be made to the Information 

Regulator offices. 

• The service provider must ensure secure 

packaging to prevent damage during transit. 

 
Compliance 

 
The design and print materials must comply with: 

 

• The Information Regulator’s Corporate Identity 

Manual to be provided 

• All applicable printing and quality assurance 

standards 

PAIA z-cards for officials 
2500 Printing of PAIA z-cards for officials 

 
Same specifications as above 

POPIA z-cards for public 
2500 Printing of POPIA z-cards for public 

 
Same specifications as above 

PAIA z-cards for public 
2500 Printing of PAIA z-cards for public 

 
Same specifications as above 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Adv. FDP Tlakula (Chairperson), Adv. LC Stroom (Full-time Member), 

Ms. AR Tilley (Part-time Member), Mr. MV Gwala (Part-time Member). 

Mr. M Mosala (Chief Executive Officer) 
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Service Providers interested in this Project should submit the following documents. 

 

 

• Provide three (3) letters of proof of previous relevant experience (i.e., design and 

printing services) for work completed. 

• Company Profile comprising the bidder’s primary business activities, experience, 

clients, management, footprint, etc 

 
Important to note: 

• The Service Provider will be required to deliver the goods after a letter of award 

has been sent to the appointed Service Provider. 

• The Service Provider is required to register their Information Officer (CEO / 

Director) on the Information Regulator’s eServices portal and submit proof of 

registration certificate. 

 
The quotation and required documents must be submitted through email to 
SCM@inforegulator.org.za 

 
The RFQ will be evaluated in terms of the 80/20 system prescribed by the Preferential 

Procurement Regulation of 2022 

 
Quotation(s) must also be accompanied by the following documents: 

 
1. Valid copy of Tax Compliance Status Pin. 

2. Original certified B-BBEE Certificate/ Affidavit. 

3. Most recent CSD registration report. 

4. Information Officer registration certificate. 

5. Quotations must be valid for two (2) months. 

6. Quotations received after the closing date of the request for quotation will NOT be 

considered. 

 

 

Specification Signed off by  

Signature:  

Date: 30-Oct-2025 | 09:18 SAST 

Name and Title: Mr M Dimba 
 
Executive: Education and Communication 

 
 

 

 
Adv. FDP Tlakula (Chairperson), Adv. LC Stroom (Full-time Member), 

Ms. AR Tilley (Part-time Member), Mr. MV Gwala (Part-time Member). 

Mr. M Mosala (Chief Executive Officer) 

 

mailto:SCM@inforegulator.org.za

