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Letieyr of Invitation

Mariental

G/REFQMHRC —~ 143/2025
13 Mimreh 2026

Draar Sirs,

SUPPLY, AND DELIVERY OF OFFICE FURNITURE TO MINISTRY OF GENDER
EQUALITY AND CHILD WELFARE

The tardap Regional Council invites you to submit your best quote for the services described in
detzil hereunder.

Any resuliing contract shall be subject to the terms and conditions referred to in the document.
Queries, if' any, should be addressed to Mx. P.A Skrywer, Hardap Regional Couwneil.

Plzase propars and submit your quotation in accordance with the instructions given or inform the
undereigned if vou will not be submitting a quotation.

Yours taithtully,

oooooooooooooooooooooooooooooooooooooo

IR P oA SKRYWER
HEAD: PROCUREMENT MANAGEMENT UNIT



SECTION §: INSTRUCTIONS TO BIDDERS

1. Rights of Public Entity

The Fardan Regional Conrcil raserves tie right:
(a) to accept or reject any quotation; or

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

2. Preparation of Quotations

G

4,

You are requested to quote for the services mentioned in Section 111 by completing, signing
and returning;

{a) the Quotation Letier in Section [l with its annex for Bid Securing Declaration,
where applicable;

ey the Priced Activity Schedule in Section 1V,

(o) the Specifications and Performance Standards Compliance Sheet in Section V;
and;

(d) any cther aitachment as deemed appropriate.

You are advised to carefully read the complete Request for Quotations document,
mcluding the Special Conditions of Contract in Section VII, before preparing your
cuotation. The standard forms in this document may be retyped for completion but the
Bidder is responsible for their accurate reproduction.

. Validity of Quotadions

The gquotation validily period shall be 62 days from the date of bid submission deadline.

Fligibility Criteria
T'o be siigible to participate in this Quotation exercise, you should:
(a} nave a vaiid originally certitied copy of company Registration Certificate;
{b} have a valid originally certified copy of good Standing Tax Certificate;
(c) have 2 valid originally certified copy good Standing Social Security Certificate;
{d; have a wvalid originally certified copy of Affirmative Action Compliance

Certificate, prooi from Employmen: Egunity Commissioner that bidder is not a relevant
zmoloyer, or exerantion issued in terms of Section 42 of the Affirmative Action Act, 1998;

Gy have a valid origirally certified copy of certificate indicating SME Status (for
Bids reserved for SMEs);

¢ Submit signed Bid-securing Declaration.

(g) An undertaking on the part of the Bidder that the salaries and wages payable to its

sersonnel in sespect of this proposal are compliant to the relevant aws, Remuneration
Order, and Award, where applicable and that it will abide to sub-clause 4.6 of the General
conditions of Contract if it is awarded the contract or part thereof; and;



5. Bid Securing Declaration

Bidders are required to subscribe to a Bid Securing Declaration for this procurement
process. The Bidder shall furnish as part of its 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 beyond the quotation validity period.

6. Services Completion Period
The completion period Yor services stiail be 21 days afier acceptance ol Purchase Order.
Ceviation in completion period shali not be accepted.

7. Pocuments o he submitted
Bidders shal! submit along with their quotation’s documents giving company’s profile,
nast experience and evidence of similar services provided together with customers
reference details.

o s
[y

8. Sealing and Marking of Quotations
Guotations chould be sealed in a singls envelope, clearly marked with the Procurement
Reference Mumber, addressed to ihe Public Entity with the Bidder’s name at the back of
the envelope.

9. Submissisn of Juatations

should be deposited in the Quotation/Bid Box located 2t The Hardap

gm:mﬁ Councll Ree First Floor, Rmm& Mz, 68/3, not later than @11:00 AM, 23

reh 2026, Quotations by post or hand delivered should reach The Hardap Regional
; l\'*"S' Fligor, Room: Mo, 68/2 by the same date and time at latest. Late

ol vy acted.

10.Oneming of Guotations

~oord -:,f dﬁ Quotatmn Opemng .;tdl,i:ig the HAMme of
escuce or absence of a Bid Security/Bid-Securing
ithe Duuim Zntity and available to any bidder on

Wi u: \j Wik f'. (it s

18 Fublic Loiity shall have the pight 1w request for clarifications in wriing during
evatualion. Otiers that are subsianiaily sssponsive shall be comopared on the basis of
evatugied cost to determine the lowest ovaniated quotation,

iZ2.5cope of Services, Specifications ard Ferformance Standards
The Scope of Services and Performance Standards Compliance Sheet detailed in Sections
{17 and V are to be compiied with. Bidders may propose alternative for pait of the scope
subsiantiaiing that such alternatives will equally serve the interest of the Public Enfity.
However, evaluation will be carried out as per the defined scope. Alternatives will only be
considered from bidders having submitied the lowest evaluated quotation as per the base
requirements.



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
P-ices for the execution of services shall be fixed in Namibian Dollars &5 quoted.
Queiations shall cover all costs of labour, materials, equipment, overheads, profits and all
associated costs for performing the services, and shall inciude all duties. The whole cost of
performing the services shall be included in the items stated, and the cost of any incidental
seovicos shall be deemed to be included in the prices quoted.

14, Award of Contract
The Bidder having submitted the lowest evaluated responsive gquotation and qualified to
perform the services shall be selected for award of contract. Award of contract shall be by
issue of a Purchase Order/Letter of Accantance in accordance with terms and conditions
contained in Section VI Contract and General Conditions of Contract

15, Performanse Security

The successfil bidder shall upon acceptance of its offer submit 2 Performanece Security as
per the format contzined in the Schedule for an amount of 15 % of the contract price.

16, *lodiiieation of awarvo and Debrieh

Tne Public Entity shall after awerd must prompily inform all unsuccessful bidders in

ot the name and address of the successful bidder and the contract amount and post

a notice of award of ward on iis website within seven (7) days. Furthermore, the Public

i febriefing made In writing within seven days (7) days
> intorned of the award.

WG
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SECTION [f: QUOTATION LETTER

(to be completed by Bidders)

[Complete this form with all the requested details and submit it as the first page of your guotation
with the Priced Activity Schedule and documenis requested above. A signature and authorisation
on this form will confirn: that the lerms and covditions of vhis RF(Q prevail over any attachments.
If your quotation is not authorised, it may be rejected, |

Quotation Addressed to : Hardap Regional Councit
Procurement Reference Number: GCIRFQMRC — 143/2025

Subject matter of Procurement: Keguest to purchase a)fice

| Furniinve.

We offer vo provide the services detailed in the Scone 0 Sarvice, in accorcance ith the terms and
conditions stated in your Request for Quotations referenced above.

We confirm that we are eligible to participate in this Quotation Exercise and meet the eligibility
criteria specitied in Section 1: Request for Quotations.

1.

Ve uedertaice o abide ethical conduct during vhe procasoment peocess and the sxscution of any

resuiting coniract.

v/e have read and untersiood the content of the Bid Securing Declaration (BEDY attached hereio
and subsoribe fully (o the terms and conditicns coviained therein, We further undersiand that this
subscrintion could lead forfeiture of the security amount.

The vz
deadiine.

v weriad of our Quotation is days from the date of the bid submission

Cehadute ars fixed and e and will not be

We coafirn that the oriczs suomd in the P )
ne countract wrier to the expiry date of the

suniect Lo revision or vasiation, if we &

quotation validity,

The szrvices will commence within __[to insert number] days from date of issue
of Purchase Grder/ Letter of Acceptarce.
The gervineg Sall fﬁ‘wn it mumber] deye fros date of

Quctation Authorised by:



Name of Bidder

Contact Person

Company’s Address and seal

Name of Person Authorising the Quotation: | Position:

Signature:

Drate

E Phone No./Fax

Appendix to Quotation Letter

BID SECURING DECLARATION




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

DAL coorn e e [ Day|month|year]
Procurement Ref No.: G/RFQ/HRC — 143/20258
T0L e s e finsert complete name of Public Entity and address]

[/We* understand that in terms of section 45 of the Act a public entity must include in the bidding document
the requirement for a declacation as ean alternative form of bid security,

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

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

(b refusal by 2 bidder to accept a correction of an error appearing on the face of a hid;
e} failure to sigm 2 nrocurzment contract in accordance with the terms and conditions set forth

in the bidding document, should 1/We* be suceessful bidder; or

fe) failuve to provide security for the performance of the procursment contract i required to do
56 by the bidding document.

£ et understand this oid securing declararion ceases 10 be valid if | am/We are” not the successful Bidder

BT U s o AUV U OSSOSO
insert signaitire of person whose name and capuciiy ore saown)

Cevacite off

findicare legal capacine of personis) signing the Bid Securing Declaraiion]

BNEITIEL L1ttt ettt ettt et et e et el e e b et e E e b o s Rs R e et ta et e
[insert complete name of person signing the Bid Securing Declaration]

i

Duly awtherized o sign the bid for and on behalf oft [Ineart complete name of Bidder)

Deted on day of

[incert daiz of signing]

“mronviate)




Republic Of Namibia

; Ministry of Labowr, Industrial Relations and Employment Creation

Written undertalking in terms of section 138 of the Labour Act, 2015 and section
SO2)D) of the Public Procurement Act, 2015

i. EMPLOYERS DETAILS

Phygicat Address:

o7
s B i e T R N N L I R R R R O R T

| o

i L O OO ORI

‘ 1:':0*,( -~

‘ S ALT M I R R R T e R R R T I

i

| Emal AAIess:. .o o
Tostel AdTESST. L e
el naee of Gwiner/Accounting Officer. ...
“rrall Arddresg

..........................................................................................

2. PROCUREMENT DETAILS



&

Procurement Description: ...

................................................................................................

.................................................................................................

Anticipated Contract DUration: ... i e

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

................................................................................................

L [insert full name], OWNET/rEpresentative
of ... e v ke e v s e e sa e e et et e e naane [insert fiull 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 Agrzemants as applicable,

i arn fully aware that failure to abide to such shali lead to the action as stipulated in
section 138 of the labour Act, 2007, which include but not limited to the cancellation of
the coniracy/iicence/grant/permit or concession. '

e T—_—
STEREITTES wesaeecovaococoncunsoosannsosncoe

Teew

F
4 MLVa LELOOLELOCEIRIBOCLTROOCOOORCOARBOGCLADDOGAD

o e L .3 G 0 AN AN G N O0 IO BN ANaE 0600600 E DL aY

Please fuke nore:
Lo slebowr ispector may conduct upaamounced fuspections to assess the level qf compliance
2, This undertaking must be displayed at the workplace where it will be readily accessible and visible by the employees repdering service(s) in
refuricns to the goods and services being procured under 1his conmvace, '

SECTION 11 SCOPR OF SERVICES

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



Procurement Reference Number:

SECTION IV: PRICED ACTIVITY SCHEDULE

GIRFGMHRC/143-2025

[Complete the unit and total prices for each item listed below in Namibian dollars. Authorize the prices
quoted in the signature block below. The table shown herevnder may be re-designed and customized as per
the fype of services requiredy.

Ftern Brief Deseription of Services Quantity Unit of Unit Price | . Total Price
No Measure
1 Operator Chair with arms 10
slack Fabric
2 | Taxes heavy duty chair black i
' Fabrlc 150ke with armsg i
3 4 HeEr opep bockease 1 z
i 4 . 2 coor sieet siationary cabinet 2 |
! | |
5 4 Drawer Sioel Tiling cabinet 4 !
1l - il
i ; 1 i
; - ) !
| &6 17 Dhivigion Pigeon Hole 1 | Ei
' a |
7 | Plastici Rectanguiar Folding 4 | i
; iabiss E
. 8 4 Seater Steel Bench (public) ? ! |

Traimm (104 74T ot T I
Iner G% VAT rate ij ;’AT@XG{N})L

Uther additionz! costs

Subtotal

VAT @) %

Total

ANLG

¥ Columnz A 10 D 1o be completed as applicable by Public L-'miiy

[inseri company sedl]

Nams of signatory:

Signature:

Position:

{:u!!u)aﬂ’v i Jamc

Cae:
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SECTION V: SPECIFICATIONS AND PERFORMANCE
STANDARD COMPLIANCE SHEET
Procurement Reference Number: €/RIFQ/HRC/143-2025

[Bidders should compleze columns C and D with the specificaiions cf the services offered, Also
state “comply” o "

“ner comply” avd give details of any non-complionce/deviation lo the
specification reqmred Atiach detailed technical literature if required. Authorise 1he specification
affered in the signature block below.]

‘ Tfem - Specifications and Complinece of Specifications Detaile of Non-Coimpliance/
3‘ Ne Perfarmance Regnired - and Performance Offered Deviation
{if applicabie)
E: F ! ,i’ij
_ b | Operator Chair with arms
Slack Fabric
| 1
| 2+ Taxes heavy duty chalr
| black fabric *30kg with |
|
3 v opzt bookeoase

i

i A -
! .42 coor sieel Stationary
|
I | u@bmc—i
; 1
? .- :
| i
| i i
\ — =
| e !

Iy i
; !

H :

P9 4 3eoier Sieel Bench |

{public) |

T R, R I I T TN SR SRR S
Coluniny A and B to be compivicd by Public Enitt

ance Stancard
P Name Signature
| Bogiting, Date

Acihoris

for and on behallf of

[ # \‘ -
| Lompany
|
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SECTION Vi CONTRACT AGREEMENT AND GENERAL
@@NDH}{@NS OF CONTRACT

Any resulting contract shall be placed by means of a Purchase Order/Letter of Acceptance and shall
be subject to the General Conditions of Contract ({GCC) Ref: NCS-LS/RFQ-GCC for procurement
ol servicas (lump-sum) available on the website of the Public Entity (insert websive address) except
where mod’fed by the Spacial Conditions below.

SECTION VIE; SPECIAL CONDITIONS OF CONTRACT
2025

Procuremant Reference Nomber: @/WW“!L

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

Subiect and i Tonditions

GOC Reference

Definitions Adjudicator is Not Apnlicable for this contract

The Member is: %{9 an Ti?{(*g_»mu MC@umiE

The Service Provider ig:

L Nwiiced Aity notice shail be sent to tie folloving addresses:

[
B i

the address and the contact name shail be:
ead Onfice Auta INamsed buailding, Mr.
4, axabskrywer@gmail.com

Chserrd i contreet .s:s?(:

Tel: 0653 254 834,

P e . Dpmvridmn  a i, . N B R S S
foroothe Sorvice Provide SIS ageried  al conirect SIZFURE] S

> on wiach this Contract shall come into effect is 36 Noveniber

-
1

.=
&
.
o
=
&




q

Starting Date The intended starting date for the commencement of Services iz 15

. November,
! GCC2.2.2

Intended The intended completion date is 15 November.
Completion
Date

GOC 2.5

Prohibition List of Activities: N/A

GLC 3.2.3(0)

F | Jamvice The other actions are N/A : 7
| 5 Provider's '
5 i hedions
: Recuiring Peblic
Entity’s Prior

D annreval

- Restrictions on the use of docurnents prepared by the Service Provider are:,

- Not Applticable

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

final cowntract price] per weel. The maximum amount of liquidated
damages for the whole contract is [insert percentage] of the final contract
price. Nat Applicable

DT s
N s el d

|
f E The percentage to be used for the caiculation of)
i lack of Performance Penaltv(ies) is
Pepaicy i
s i
LG i
() Mo Perfornanc ity 15 seguiTec
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Assistance and
Exemptions

GCC 5.1

The assistance and exemptions provided to the Service Provider are Not
Applieable :

Contract Price

GOC §.21)

The amount in tocal currency is

Terims and
Condition of
Pavinent

GCC 0.4

Insert the payment terms in line with the GCC.

Interest on
Detayed
Paynents

~ Payment shall be made within 30 days of receipt of the invoice and the|
' reievant documents, and within 30 days in the case of the final payment. |

Price agjustment not appiicable.

The foliowing inspections shzl! be carried out:




(93]

SCHEDULE 3

() COST STRUCTURE FOR VALUE ADDED CALCULATION PER PRODUCT

Imported (CLF)

I‘ v Local (VAT & Excise iury Fee) L e

HLabowsy ogt 1
o Dyirect fabour OO v 4

I o Clerical Wages L eeveesseaenseens

¢ Salaries 10 Management e T,

[ s - r - ;s + T - i
v Utdiites : i ) : 2t

s piectriciey

e Water e '

<« Telephone SR e .................. b

) . i |

o .- % L
‘| Deprecisvisn e .

LA I il E
Total Cost - Cost of i

Total Cox

¢ siructmre shonlt be certitied oy 2.8 £ ASCOUnRIANT




SCHEDULE 4

QUOTATION CHECKLIST SCHEDULE

Precurement Reference Neo.: G/RYQ/HRC/ 1432025

Description

Attached (please ticl if
submitted and eross if
not)

Quotation Letter

Priced Activity Scheduie

~

Specification and Compliance Sheet

Bid Security/Bid securing declaration

Company profile, nast experience and references where similar

services have been provided

Yalid Ceriified Good standing Tax Certificate

Yalid Certified Good Standing Social Security Certificate

Walid Cestified copy of company Registration Cerificats

RS |

Yalld Certitied copy of Affirmstive Action Compiliance

Certificats

Ve‘ i Certified cony of certificate indicating SME Siatue

T3is

iselpizzzre The list defined above is meani (o ussist the Bidder in submiiting the relevant
documenis and shall not be a ground for the bidder to justify its nom-submission of major

winents for 1is quotaiion io be responsive. The onus remains on the Bidder to ascericin that it
ed ol the documents that hove been requesied and are needed for its submission to be

compleie and responsive.



