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Ref: G/RF{/MRC — 143/2025

Request for Sealed Quotations for Goods

FProeureient Management Unit
Hardap Regional Counncil

Head Cffice Auta Nanseb

| Private Bag 2017

Mariental, Namibia

Tel: +2654 83 245 800 | Fax: +264 63 240 527

|[Websiie: www.mef.pov.na/procurement-policy-unit
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Request for (Quotations
for Goods

REQUEST TO PURCHASE CAATRILGES AND COPY PAPER FOR
THE OFFICE .

Procurenent Reference No: G/RFQMRC — 146/2025

Hardas: Fegicnal Counetl
Private Bag
. Mariental
Teiephone: 063-242542/0818634348

Email Address:alletha201 1{@email.com
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fLetter of Invitation

Mariental

G/RIFQMARC — 146/2025
13 Mizren 2026

Drear Sirs,

i SUPPLY, AND DELIVERY OF OFFICE EQUIPMENT TO MINISTRY OF GENDER
5 : EQUALITYAND CHILD WELFARE.

: The Fardap Regional Council invites you to submit your best quote for the services described in
detail hereunder.

Any resaliing contract shali o6 subject to the terms and conditions referred to in the document.
Queries, if any, should be addressed to Mr. P.A.Skrywer, Hardap Regional Counecil.

Plesze prepars znd submit your quotation in accordance with the instructions given or inform the
urdersigned if you will not be submitting a quotation.

Yours faithfully,

ME, P A SKRYWER

HEAT: PROCUBEWVENT MANAGEMENT UNIT



SECTION I: INSTRUCTIONS TO BIDDERS

1. Rights of Public Entity
: The Hardan Regional Council reserves the right:
(a) toaccept or reject any quotation; or

{b) tocancel the quotation process and reject all quotations at any time priot to contract
award.

2. Preparation of Quotations
You are requacied to quote for the services mentioned in Section I1I by completing, signing
and returning:

(a) the Quotation Letter in Section Il with its annex for Bid Securing Declaration,
whars applicable;

)] the Priced Activity Schedule in Secticn 1V;

{c) the Specifications and Performance Standards Compliance Sheet in Section V;
: and;
{ch ary other attachiment as deemed appropriate,

You are advised to carefully read the complete Request for Quotations document,

including the Special Conditions of Contract in Section V!, before preparing your

quotation. The standard forms iz this document may be retyped for oomplet;on but the
Bidder ts responsible for their accurate reproduction.

Cdnctations

The gquotation valiclly period shalt be 62 days from the date of bid submission deadline.

4, Eligibility Criteria

o be etigibiz 1o participate in this Quotation exercise, you should:

{(a} ~ have a vaiid originally certitied copy of company Registration Certificate;

I () have 2 valid originally certified copy of good Standing Tax Certificate;

(e have o valid originally certified copy good Standing Social Security Certificate;
(d: have a walld originzlly ceriified copy of Affirmative Action Compliance

Cestificats, vroot from Employment Equity Commissioner that bidder is not a relevant
sreployer, or excipiion issusd in terms of Section 42 of the Affirmative Action Act, 1998;

e, ceve a velid origivally cerified copy of certificate indicating SME Status (for
Bids reserved for SMEs);
T Subsiit signed Bid-secosing Deciaration.

/—\r il r*:ertal{mg on the part of the tﬂ;daer that the salaries and wages payable to its
©oof ihis preposal oo compliany to the relevant laws, Remureration
apollc?bl e and that it will abide to sub-clause 4.6 of the General
tis awarded mae contract or part thereof; and;




3. Bid Securing Declaration

Bidders are required to subseribe te 2 Bid Securing Declaration for this procurement
process. The Bidder shall furnish as part of iis quotation, a Bid Security as per the format
contained in Appendix to Quotation Letter of this document for 2% of the quoted price valid
up to 30 days bevond the quotation validity period.

6. Serviees Completion Period
_;he completion period Vor services shall oe 21 days after acceptance of Purchase Order.
teviation in completion period shall not be accepted.

7. Documents io he svhmitted
Bidders shall submit along with their quotation’s documents giving company’s profile,
nast experience and evidence of similar services pr0v1ded together with customers
reference details.

)

. Sealing and Miarking of Quotations

o)
’:4

Juotations should be sealed in a singls envelope, clearly marked with the Procurement
Reference Number, addressed to the Pubiic Entity with the Bidder’s name at the back of
the envelope.

G, Ewimnisslon of Juoiations

uotations should be deposited in the Quotation/Bid Box located ai The Hardap
:iE Council Ree Tirst Floor, Boom No. 68/3, not later than @11:00 A.M, 23
9’7@5 Oumafzons by post or hand delivered should reach The Hardap Regional
Floor, Rocm M, §8/3 by the same date and time at latest. Late

L\j cred.

Vo be opentd iniornally by oihe Public Entivy imvmnediately aficr the closing
‘od 1o section 9 above. A record of the Quotation Opening stating the name of
and the amount, te pressuce or absence of a Bid Security/Bid-Securing

ion will be put on the website of we Public Entity and available to any bidder on
st within thres working days of the Opening.

w Enlul} shdll have the mght o request for clarifications in wiing during
evaivativn.  Ofers that are subsiantiaily responsive shall be compared on the basis o
evaiialen cost 1o deermine the lowest evaiuated quotation,

ol Bervieas, H‘;wh"}ea'&ims anG Performance Standards

cene of Services ana Performance Siancards Compliance Sheet detailed in Sections
Y oare o be complied with, Biddars may propose alternaiive for part of the scope
il serve the interest of the Public Entity.
the defined scope. Alternatives will only be
west evaluated guotation as ser the base

i ich ‘:»LCE’ ‘“tnn,nt PES “,H! At
ion will be carrisd o
1 DIGLErS Daving subim




Bidders have to substantiate in what manner the deviation in set specifications and
performance standards, if any, are not material deviation.

13.Prices and Currency of Payment
Prices for the execution of services shall be fixed in Namibian Dellars as quoted.
Quotations shall cover all costs of iabour, materials, equipment, overheads, profits and all
associated costs for performing the services, and shall include all duties. The whole cost of
performing the services shall be included in the items stated, and the cost of any incidental
services snall e deemed to be included in the prices quoted.

| 14, Award of Contract

The Bidder having submitted the lowest evaluated responsive quotation and qualified to
perform the services shal! be selected for award of contract. Award of contract shall be by
issue of a Purchase Order/Letter of Acceptance in accordance with terms and conditions
contained in Section V1 Contract and General Conditions of Contract

15, Performance Secarity
The successfel bidder shall upon accepiance of ite offer submit 2 Performance Security as
' ver the formar contained in the Schedule for an amount of 15 % of the contract price.

by

16. Mouiffcation of Award and Debriefing

writing of the name and address of the successtul bidder and the contract amoury and post
&z notice of award of ward on its websitc within seven (7) days. Furihermore, the Public
Eorive shall attead vo all requasts fhr debriefing made in writing within seven davs (7) days

ae Public Eatity shall after award muost promotly inform all unsuceessiul bidders in



SECTION II: (JQUOTATION LETTER

(to be completed by Bidders)

[Complete this form with all ihe requested details and submit it as the fivst page of vour guotation
with the Priced Activity Schedule and documents requested above. A signature and outhorisation
on this form will confirs: that the lerms and conditions of this RFQ prevail over any attachments.
If your guotation is not authorised, it may be rejecied. |

Quotation Addressed to Hardap Regional Council
Procurement Reference Number: @/MQ/HRC — V4G/20358
Subject maiier of Procurement: | Reguesi to purchase carividges

L and copy paper jor office use.

I
|

We offer to provide the services detailed in the Scope 07 Sarvice, in accordance with the terms and
conditions stated in your Request for Quotations referenced above.
We confirm that we are eligible to participate in this Cuotation Exercise and meet the eligibility

criteria specified in Section 1: Request for Quotaticns.

Wwe undertales to ablde emlcal conduct during the procursment process and the exccuticn of any
resuiting coniract.

We have read aad understood the content of the Bid Seouring Declarasion (B ‘3 ) che*i hereto
and subsoribe Slly o the tenrs and condin iined therein. We 'Furl:he[ tand that this
subscription could lead forfeiture of the sacurity amount.

The velidity nerlod of cur Quotation is B days from the date of the bid submission

deadline.

Wa oond =dule are fixed and Nvre and will not be

s veriztion, if we are aveeeded the contract prior to the expiry date of the

=5 guoied in the Prics]

suiect fo ravicimm
guotation validity,

The szovices will commence within 1o insert number] davs from date of issue
of Purchase Grder/ Letter of Accepiance,
The grrvizes il be complefad withia [te insert pumber] ey froen date of

izsue of Purchaese Orded/ Letier of acceptence.




Name of Bidder

Contact Person

Company’s Address and seal

Name of Person Aut

horising the Quotation:

Position:

Signature:

Date

Bhone No./Fax

BID SECURING

Appendixy to Quotation Letter

DECLARATION




(Section 45 of Act)
{Reguiation 37(1){(b} and 37(5)

Bater e e [Day|month|year]
Procurement Ref No.: G/RFQ/HRC - 146/2025
TO: e, e ee et e e e bt b et et seee (insert complete name of Public Entity and address]

I/We* understand that in terms of section 45 of the Act a public entity must include in the bidding document
the requirement for a declaration & an alternative form of bid security.

I/We* accept that under section 45 of the Act, I/we* may be suspsnded or disqualified in the event of

(a) a moedification or withdrawal of 2 bid after the deadline for submission of bids during the
neriod of validity;

) refusal by a bidder to accept 2 correction of an errvor appearing on the face of a bid:

{e) failure to sign 2 procurament contract in accordance with the terms and conditions set forth
in the bidding document, should 1/%We* be successful bidder; or

{cly Tatlnre to provide secority for the performance of the procurement contract if required to do
80 by the bidding document.

i/'We® understand this bid securing declaration ceases 1o be valld if [ am/We are* not the successful Bidder

BN Lttt e b st se e ae s s ee b et e e e ent Ae et ek et eesane s et antrr et g eRe e e s sas s g enseeeaenes
Linsert sigmciiure of persoi whose name and capaciy are shown|

Capacity off
findicate legal capacity of person(s) signing the Bid Securing Declaration]

[insert complere name of person signing the Bid Securing Declaration]
DCruly authorized 1o sign the bid for end on bahalf of: [Insert complete name of Bidder]

-,

Tiptod on day of
[insert dars of signing/

Cerporate Yzal (where ansropriaie)




il

Repuizlic Of Namibia

Ministry of Labour, Industrizl Relations and Employment Creation

Writien undertaking in terms of section 138 of the Labour Act, 2015 and section
5002)(D) of the Public Procurement Act, 2015

1. EMPLOYERS DETAILS
Company Trade Name:. .................. e
Registration NI Sy e
YatNumber: .o e et
At SOOI, e e e

g

Place of Puginesa:.. ... U

Physical Address:
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2. PROCUREMENT DETAILS

Procurem eui R e O e e e e e




497

Procurement DESCripllon. .. .o e e
Anticipated Contract Duration: ........... e PP

Location where work will be done, good/services will be delivered: ..............

3. THDERTAKING
| e . «[insert full name ], OWNEr/representative
Of e e ieeraas Ciraeeenin e e rebaaaaaeas [insert full name of company]

hereby undertake in writing that my company will at all relevant times comply
fully with the relevant provisions of the Labour Act and the Terms and Conditions of

Collective Apreements as applicable.

{ am foily aware that failure to abide to such shali lead to the action as stipulated
section 138 of the labour Act, 2007, which include but not limited to the canceliation of
the contraci/icence/grant/permit or concession.

¥ T me
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Please take nove:
Lo wlebowr inspector ey conduct waaanonneed inspections 1o assess the level of compliance
2. This undertaking must be displayed ar the workplace where it will be readily accessible and visible by the employees rendering service(s) in
relations 1o 1he goods and services being procuved winder this contract.

SRCTION ¥

SOOPE OF SERVICES

¢ Printing to be done according to examples provided and previous printing jobs done.



Smmmmﬁvﬁ%?ﬁwﬁ@ﬂvmygmﬁMME
Procurement Reference Number: G/RFQ/HRC/146-2025

[Complete the unit and total prices for each item lisied below in Namibian dollars. Authovize the prices
quoted in the signature block below. The table shown hereunder may be re-designed and cusiomized as per
the type of services required].

Item Brief Description of Services Quantity Unit of Unit Price Total Price
No | _ . Weasure _
T T N = I S CE N A
| HP-CFZEOA HP LASERJET 5
Ry 400, M401 400 M425
2 : ﬂ P-CR255A BP LASERIET 5 ‘.
P30S BL A("?( K TONER ' B !
3 HP.W230A HIF COLOR A ;
 LASERJET PRO 4203 |
i r%gd" ; !
4 -W2301CY HPCOLOR | 2
DL RO 4EI03 ' j
;; Chir 4363 O il |
; 5 AP-WIS0ZAY WP COLOR 1 2 i i
! CLASERIET PRO 4203 ' | | :
] ils FA’LSU' Y _AJUW ; ‘
6 Py G HECOLOR - L :
pupw-: SO 4203 | |
! F4303 MAGENTA = ' f f
.7 G I0ZZA HE 4104 .z ; :
E .;»72-_-471-.- ‘-\«Sf L1 TONER EOR ' \}
479 |
2
7 1:
16 ‘
50 _
- Other additionzl costs '
Subiotal
Serier U VAL rate if VAT exemp! VAT @ o |

B Cofumns oo 0o be compleied av applicable Ly Public Enfity



Priced As

ity Scheduls Anthovised By:  [insers company seal]

Name of signatory:

Signature:

Position:

Drate:

Company Name:




offered in the signature block below. ]
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SECTION V: SPECIFICATIONS AND PERFORMANCE
STANDARD COMPLIANCE SHEET

Procurement Reference Number: G/REQ/HRC/146-2025

{Bidders should compleie columns C and D with ihe specifications of the seivices offered. Also
state “comply” or “not comply” ard give detzils of any non-compliance/deviation to the
specification required. Attach detailed technical literature if required. Authorise the specification

tem Specifieations and | Complizicce of Specifications |  Detalle of Non-Compliance/
No t Performance Reguired and Performance Offered | - Deviation
' - . N : ({if appiicable)
A . B C D
i | Shredder {medium size)
2 | Fridge with freezer at the
i cottom (silver) 157L
1
3 Microwave 201
é
4 | Kettle cordless piastick
| black 1.7L
5 | Megaphone/Loudspeaker
i (waltons or Namib office)
]
6 | Deco ltems (table cloth
suitable for folded rectangle
tables 4 white and 4
Orange), (Plastic flowers to
decorate VIP tables) and
other accessories
7
8

Columns A and B to be completed by Public Entity.

Specifications and Performance Standard Compliance Sheet Authorised By:

Name:

Signature:

Position:

Date:

Authorised for and on behalf of:

L
Company
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SECTION VI CONTRACT AGREEMENT AND GENERAL
CONDITIONS OF CONTRACT

Any resuliing contract shall be placed by means of a Purchase Order/Letter of Accepiance and shall
be subject to the General Conditions of Contract (GCC) Ref: NCS-LS/RFQ-GCC for procurement
ov servicas (lump-sum} availuble on the wobsiice o7 the Public Bntity (insert websi.e address) except
where rioa’led by the Spacia! Conditicns below.

SECTION VI Seroray, CONDITIONS OF CONTRACT
Pracrrerary Befaranse Mpmiher (‘/Y@”‘ﬂ/— FR A DORE

The clause numbers given in the first column correspond to the relevant clause numbers of the GCC

Sﬂj:'giw.‘ﬁa;r;fj awrt . ST E :4 Tit_l ] a8

GCC Reference

Definitions Adjudicator is Not Apyplicable for this contract

1he Meber is: Hardap Repional Councnl

Definitions The Service Provider is:
G L is)
Notices Any notice shall be sent i the following addresses:
LGOC L4 For the [Public Entity], the address and the contact mame shail be:
Hardap Regional Council, ifead Office Auta Nanseb Building, Mr.
P.ASkrywer, Tel: 063 254 834, axabskrywer@gmail.com
- For the [Service Provider], the address and contact name shall vt flo be
inserted i contract signing [
- Authorised | The Authoriqed Revpresentatives are:

Represeniatives

|
| For the Public Eniity: Mr. P.aSkrywer, Tel: 053 254 834,
CCC 1.6 |

| axabskrywer@gmail.com

For the Service Provider [ro be inseried wi contract  signing]

P Contract

GCC 2a

Effectiveness of | The date on which this Contract shall come into effect is 36 November




-
e

GCC2.2.2

The iniended starting date for the commencement of Services is 15
November,

Intended

omnietion

e

it

x

-11‘(23

Lrae

e

GCC 2.3

The intended completion daie is 15 November.

Projibution

CListof Activitles: _ N/A

- The other actions are W/A

¢ festrictions on the use of documents prepared by the Service Provider are:
; prep Y

. Not 2pnlicable

- Payments of

Liquidated damages for the whole contract are [insert percentage of the

- iguidated final contract price] per week., The maximum amount of liquidated
Damapes | damages for the whole contract is [insert percentage] of the final contract
| price. Not Applicabie
Geesaea 7 o
fack of The percentage to be used for the calculation of
Performance lack of Performance Penaltv(ies) is
Penaity

(i) No Performance Security is required




Asgsigtance and | The assistance and exemptions provided to the Service Provider are Not
tpytiomns Applicable

The amount in local currency is

! j K K ¥
- Inseri the payment terms iir line with the GCC.

Payment shall be made witnin 30 days of receipt of the invoice and the!
refevant documents, azd wiinin 30 days in the case of the final payment.

Price adjustment not zpnlicabie,

The tolloving inspections sho'l be carsiag out:

F GEC T |




SCHEDULE 3

{ay  CosST STRUCTURE FOR VALUE ADDED CALCULATION PER PRODUCT

imported (CIF)

v opucal VAL & BXCise Ly ree)

A Latour € ost

e -

%)

3 :‘ :

‘ :

il . ir N I
1 o Uleical Wages s i
| i

FEEEE A 5

2 Utliiies j; : i

o Flectricity e

o Waier

-
v

¢ Telephone el i

Depreciation | TPV ; !

f i

Jf 3 5

Interast on Loans TR 3

A —— i i
i Rent ! T R SYOT O O ‘|
Al 3

i ?

7 n il Y

i Criher (plegse specify) 1
i :
B irussesssioninsssasrsmsonsrenernessnssns P T :

i :

e inputs x 100

Loeal Value Added = Total Cost — Cost of impo

Total Co:t

NI Tne cost structure showid be certified by a ertified Accountant



SCHEDULE 4

QUOTATION CHECKLIST SCHEDULE

s

Procurement Reference No.: O/ REQ/AIRC

Deseription Attached {(please tick if
submitted aud cross if
not)
Quetation Letter
- Priced Activity Schedule

Cammn i Fimn 3 e ey T
Specifioerion and Compliance Sheat

0

=)

i

Seouiny/Bid securing ceclaration

- Comenany srofils, oast experience and references where similar

services have heon nroviacd

Fioate

coy ol cov pany

~ PR e
o rinigans

oy of Aftimetive Acticn

. Vatid Certified copy of certificate indicating SME Siztus

Disclaimer: The list defined above is meant io assist the Bidder in submiiting the relevani
documents and shall not be a ground for the bidder to justify its non-submission of major
documents for its quotation 1o be responsive. The onus remains on the Bidder to ascertain that it
has submitted all the documents that have been requesied and are needed for its submm ion fo be

complete and responsive.



