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REPUBLIC OF NAMIBIA

HARDAP REGIONAL COUNCIL

Request for Sealed Quotations
for Goods

SUPPLY AND DELIVERY OF CARTRIDGES AND STATIONERIES
FOR HARDAP REGIONAL COUNCIL, DIRECTORATE OF
EDUCATION, INNOVATION, YOUTH, SPORT ARTS AND

CULTURE.

Procurement Reference No: G/RFe/HRC-06 6tz0zstz6

HARDAP REGIONAL COUNCIL
PROC I I iI I'1'] I:- hJT I]EPT

, 2025 -u9- 1 $

:

. REQUEST FOR QUOTATION

Privete Bag 2017, MARIEIVTAL

Tet: (063) 245BBs

Fax: (063) 242224

),v e t t e t it us 5 @,gm qi l. co m
kambungos@yahoo.com

DEADLIIYE: 02 October 2025

i'
HARDAP REGIONAL COUNCIL
' PROCI-lRf f',rE NT DEPT
j

i ?025 -09" 1 g

:

I

REQUEST FOR QUOTATION

TIME: I I:00 qm
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REPUBLIC OF NAMIBIA

HARDAP REGIONAL COUNCIL

PROCUREMENT COMMITTEE

REQUEST FOR SEALED QUOTATION

G/RFQ/HRC -06 6 t 202s t 26

Dear Sirs,

SUPPLY AND DELIVERY OF CARTRIDGES & STATIONERIES, FOR
HARDAP REGIONAL COUNCIL, DIRECTORATE OF EDUCATION,

INNOVATION, YOUTH, SPORT, ARTS AND CULTURE

The Hardap Regional Council invites you to submit your best quote for the items described in detail
hereunder.

Any resulting contract shall be subject to the tenns and conditions refered to in the docurnent.

Queries, if any, should be addressed to Mrs. Raylene Samaria at Hardap Regional Council,
Private Bag20l7, MARIENTAL, Fax: (063) 242224.

Please prepare and submit your quotation in accordance with the instructions given or inform the
undersigned if you will not be submitting a quotation.

Yours faithfully,

RAYLENE SAMARIA

HEAD: PROCUREMENT MANAGEMENT UNIT



SECTTOx I: INSTRUCTIONS TO BIDDERS

l. Rights of Public Entity

The Hardap Regional Council reseryes the right:

(a) to split the contract as per the lowest evaluated cost per item, or

(b) to accept or reject any quotation, and

(c) to cancel the quotation process and reject all quotations at any tirne prior to
contract award.

2. Preparation of Quotations

You are requested to quote fbr the items mentioned in Section III by cornpleting, signing
and retuming:

(a) the Quotation Letter in Section II;

(b) the List of Goods and Price Schedule Section III:
(c) the Specifications and Compliance Sheet in Section

(d) any other attachment deemed appropriate.

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

Validity of Quotations
The Quotation validity period shall be thirty (30) days from the date of submission deadline.

Eligibility Criteria

To be eligible to participate in this Quotation exercise, you should:

(a) have a valid company Registration Certificate;

(b) have an original valid good Standing Tax Certificate;

(c) have an original valid good Standing Social Security certificate;

(d) have an original valid good Standing Bipa Certificate;

(d) have a valid certified copy of Affirmative Action Compliance Cerlificate, proof

from Employnent Equity Commissioner that bidder is not a relevant employer, or

exemption issued in tetms of Section 42 of the Affirmative Action Act, 1998;

(e) have a certificate indicating SME Status (for Bids reserved for SMEs);

(0 An undertaking on the part of the Bidder that the salaries and wages payable to its
personnel in respect of this proposal are compliant to the relevant laws, 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 thereofi and:

V; and

3.

4.



5.

6.

Delivery

Delivery shall be five (5) days after acceptance,4ssue of Purchase Order. Deviation in
delivery period shall only be considered if such deviation is reasonable.

Sealing and Marking of Quotations
Quotations should be sealed in a single envelope, clearly marked with the Procurement
Reference Number, addressed to Hardap Regional Council Procurement Committee with
the Bidder's name and contact infonnation at the back of the envelope.

Submission of Quotations
Quotations in a sealed envelope should be deposited in the Quotatiory'Bid Box located at
Hardap Regional Council not later than 02 October 2025, 11:00. Quotations by post or hand
delivered should reach Hardap Regional Council, Katrina Himarwa street Auta Nanseb
Building by the same date and time at latest. Late quotations will be rejected.

Quotations received by e-mail will not be considered.

Opening of Quotations

Quotations will be opened inten-rally by the Public Entity irnmediately after the closing time
referred to in instruction above. A record of the Quotation Opening stating the name of the
bidders, the amount quoted, the presence or absence of a Bid Security/Bid Securing
Declaration, will be posted on the website of the Public Entity and available to any bidder
on request within three working days of the Opening.

Evaluation of Quotations

The Public Entity shall have the right to request for clarifications in writing during
evaluation. Offers that are substantially responsive shall be compared on the basis of price
or ownership cost, subject to Margin of Preference where applicable, to determine the
lowest evaluated quotation.

Technical Compliance

Bidders shall submit along with their quotations documents, catalogues and any other
literature to substantiate compliance with the required specifications and to qualify
deviations if any with respect to Public Entity's requirements.

The Specifications, Perfonnance Requirements and Cornpliance Sheet details the minimum
specifications of the goods/items to be supplied. The specifications have to be met but no
credit will be given for exceeding the specifications.

Prices and Currency of Payment

Prices shall be fixed in Namibian Dollars.

8.

9.

10.
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11. Award of Contract
The Bidder having submitted the lowest evaluated responsive quotation and qualified to
supply the goods/items and related services shall be selected for award of contract. Awarcl
of contract sha1l be by issue of a Purchase Order/Letter of Acceptance in accordance with
tenns and conditions contained in Section VI: Contract Agreement and General Conditions
of Contract.

12. Notification of Arvard and Debriefing

The Public Entity shall after award of contract promptly infonn all unsuccessful bidders in
writing of the name and address of the successful bidder and the contract amount and post a
notice of award on its website within seven (7) days. Furthennore, the Public Entity shall
attend to all requests for debriefing made in writing within seven (7) days of the
unsuccessful bidders being infonned of the award.



Sncuox II: Quorerrot{ Lprrnn
(to be completed by Bidders)

[Complete this.formv'ith all the requested details and submit it as the.first page of your quotcttion
v'ith the Price list oncl dourments requested ctbot,e. A signatttre and authoriscttion on this.form v,ill
confirm that the terms and conditions of the RFQ prevail over ctny attachments. If your quotation
is not authorised, it will be rejected.l

We offer to supply the iterns listed in the attached List of Goods and Price Schedule as per the
defined specifications, except for the qualified deviations [Bidder may delete this phrase in case
of no deviationJ and, in accordance with the tenns and conditions stated in your Request for
Quotations referenced above.

We confirm that we are eligible to participate in tliis Quotation exercise and rneet the eligibility
criteria specified in Section l: Instruction to Bidders.

We underlake to abide ethical conduct during the procurement process and the execution of any
resulting contract.

The validity period of the Quotation is
the bid submission deadline.

days [inser"t number of daysJ from the date of

We confirm that the prices quoted in the List of Goods and Price Schedule are fixed and firm and
will not be subject to revision or variation, if we are a'uvarded the contract prior to the expiry date
of the quotation validity.

The delivery period offered frorn the date of issue of Purchaser Order/ Letter of Acceptance is as
shown in the List of Goods iterns and Price Schedule.

Quotation addressed to: HARDAP REGIONAL COUNCIL

Procurernent Reference N umber: G/RFQ/HR C-066 t 2025 I 26
Subject matter of Procurement: SUPPLY AND DELIVERY OF CARTRIDGES AND

STATIONERIES, FOR HARDAP REGIONAL COUNCIL,
DIRECTORATE OF EDUCATION INNOVATION, YOUTH, SPORT

ARTS AND CULTURE.

uotation Authorised bv:
Name of Bidder Company's Address and seal

Contact Person

Name of Person Authorising the Quotation: Position: Signature:

Date Phone No./Fax



SCHEDULE 1

BID SECURING DECLARATION
(Section 45 of Act)

(Regulation 37(1)(b) and

37(s))

Date: .........

Procurement Ref No.: No. G/RFQ/HRC-06612025126

To: Hardap Regional Council

I/We* understand that in terms of section 45 of the Act a public entity rnust include in the bidding
docutnent the requirement for a declaration as an altemative fomr of bid security.

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

(a) a modification or rvithdrarval of a bid after the deadline for submission of bids during
the period of validity;

(b) refusal by a bidder to accept a correction of an error appearing on the face of a trid;

(c) failure to sign a procurement contract in accordance lvith the terms and conditions set
forth in the bidding document, should [/We* be successful bidder; or

(d) failure to provide security for the performance of the procurement contract if required
to do so by the bidding document.

VWe* understand this bid securing declaration ceases to be valid if I am/We arex not the successful
Bidder

(insert signoture of per.son v'hose name und capacity are shov'n)

Capacity of:
(indicate legal capacity of person(s) signing the Bid seutring Declarotion)

(insert complele nome of per.son signing the Bid Securing Declaration)

Duly authorized to sign the bid for and on behalf of:

Dated on day of
(insert clute of signing)

Corporate Seal (where appropriate)



Re

\-v-rwti*' fii;
ublic Of Namibia

Witten undertaking in terms of section 138 of the Labour Act, 2015 and section
50(2XD) of the Public Procurement Act, 20ls

1. EMPLOYERS DETAILS

Company Trade Name:

Registration Number :

Vat Number:

IndustryiSector:

Place of Business:

Physical Address:

Tell No

Ministry of Labour, Industrial Relations and Emplovment Creation

Fax No

Email Address:

Postal Address:

Full name of Owner/Accounting Officer:

Email Address:



2. PROCUREMENT DETAILS

Procurement Reference No. :

Procurement Description:

Anticipated Contract Duration :

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

3. UNDERTAKING

I ..... .... [inscrt./iru nuntcJ,Owner/fepresentative

Of ... ,[insert.fitll nonte of cctnrprrn,-]

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 Agreements as applicable.

I am fully aware that failure to abide to such shall lead to the action as stipulated in
section 138 of the labour Act, 2007, which include but not limited to the cancellation
of the contract/licence/grant/permit or concession.

Signature:...

Date:

Seal:

Please lake note:
I . A labour inspeclor nta.t, cr:tnducl unonnouncerl inspections 1, ossc.r.s the level of compliance

itt r. latiottt ro th,. gn6/5 uir,1sr'r'r lc, t l,, itry pt o, trt,,l trn,l, t tltis t.untruct.
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Spcuox IV: SpEcTr,ICATIoxs Axn PpnronMANCE
RnqurnEMENTS

The Suppliers ore rcquired to prot'ide quotes only/br originctl itetns cts inclicatecl belov,.

SBcuoN v: SppcrprcATroNs AND covrpuANcE SuEpr
Procurement Reference Number: G/RFQ/HRC-06612025126

A. otnpcroRATE oF EDUCATION, INNovATIoN, yourH, spoRT ARTS AND
CULTURE

Specifications and Compliance Sheet Authorised By:

Name: Signature:

Position: Date:

Authorised for and on behalf of: Company

Sncrrox VI: GBxpnal CoxorrroNs On CoxTRACT Axn
Coxrnacr AGREEMENT

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) for the Procurement of Goods - Ref.

Item
No

Technical Specification Required Compliance of
Specification

Offered

Details of Non-Compliance/
Deviation

(if applicable)

A* Bx C D
HP Cartridge 20lA Black

HP Cartridge 201A Yellow
HP Cartridge 201A Magenta

HP Cartridge 20lA Cyan

HP carlridge 106.4 Black

HP cartridge 59,A Black

Canon carlridge 054 Black

Canon cartridge 054 Cyan

Canon cartridge 054 Magenta

HP Car-tridge 20lA Black

Authorise the specification offerecl in the signature block beloy.'.



G/RFQ-GCC on the website of the Public Entity (insert v'ebsite address)except where modified
by the Special Conditions below.

Sncrrox VI: CoxrnACT AcnspMENT
Any resultit.tg contract shall be placed by means of a Purchase Order/Letter of Acceptance and
shall be subject to the General Conditions of Contract (GCC) forthe Procurement of Goods except
where rnodifled by the Special Conditions below.

Spcrlox VIII: SpBcTeI CoxoITIoNS OT.CoxTRACT

Procurement Ref-erence Number: G/RFQ/I{RC-066/2 025126

The clause numbers given in the first column correspolld to the relevant clause number of the
GCC.

Subject and GCC
clause reference

Special Conditions

Purchaser

GCC 1.1(h)

The purchaser is: HARDAP REGIONAL COUNCIL

Site

GCC 1.1(m)

The Site/final destir-ration fbr delivery of tlie Goods is

Incoterms Edition
GCC 4.2(b)

Incoterms shall be governed by the rules prescribed in Incotenns 2010.

Notices

GCC 8.1

Any notice shall be sent to the fbllowing addresses:

For the HARDAP REGIONAL couNcIL, the address and the contact narne
shall be: Private Bag2017, MARIENTAL.

MS. P.A SKRYWER

For the Supplier, the address and contact narre shall be:

Disputes

GCC 10.2

The rules of procedures for arbitration proceedings pursuant to GCC 10.2
shall be as follows:
The Purchaser and the Supplier shall make every effbrt to resolve amicably by
direct infonnal negotiation any disagreement or dispute arising between them
under or in connection with the Contract.



Subject and GCC
clause reference

Special Conditions

Delivery and
Documents

GCC 13.1

The Goods are to be delivered within 5 days frorn the date of Purchase Order
or Letter of Acceptance.

The docurnents to be furnished by the Supplier are:

(a) Signed Purchase Order (white part)
(b) Tax Invoice

Price Adjustment
GCC 15.I

The price charge for the
slrall not be adjustable.

Goods supplied tlie related Services perfonnedand

Terms of Payment

GCC 16.I

The structure of payments shall
Supplies and submission of an
13. I

be: fuIl payrnent following delivery of tlie
invoice and the documents listed in clause

Terms of Payment

GCC 16.3

Payrents shall be made not later than thirty days after submission of an
invoice and its certification by the Purchaser.

Terms of Payment

GCC 16.4 (a)

The price shall not be adjustable to the fluctuation in the rate of exchange.

Payment Period
GCC I6.5

The rnethod and conditions of payments to be made to the Supplier under this
Contract shall be as follows:

i) On Acceptance: The Contract Price of goods received shall be paid
no later than thirty (30) days of receipt of the Goods upon submission of
an invoice (showing Purchaser's name; the Procurement Reference
number, description of payment and total amount, signed in original,
starnped or sealed with the company starnp/seal) supporled by the
Acceptance Certificate issued by the Purchaser.

Performance
Security

GCC 18.I

(i) No performance security is required.

Discharge of
Performance
Security

GCC I8.4

N/A

Packing

GCC 23.2

The packing, marking and documentation within and outside the packages
shall be: The Supplier shall provide such packing of the Goods as is required to
prevent their damage or deterioration during transit to their final destination, as
indicated in the Contract. During transit, the packing shall be sufficient to
withstand, without limitation, rough handling and exposure to extreme
temperatures, salt and precipitation, and open storage. Packing case size and
weights shall take into consideration, where appropriate, the remoteness of the
goods' final destination and the absence of heary handling facilities at all points
in transit.



Subject and GCC
clause reference

Special Conditions

Insurance

GCC 24.I
The goods supplied under the contract shall be fully insured in Narnibian
Dollars against loss or darnage incidental to manufacture or acquisition,
transpoftation, storage and delivery, in accordance with the applicable
Incotenns.

Transportation
GCC 25

The Goods shall be delivered: Ilncoterm.for tronsportationl

Inspection and Test

GCC 26.1

The inspection and tests shall be: The Supplier shall at its own expense at no
cost to the Purchaser carry out all tests and/or inspections of the Goods and
related seryices and provide the goods with such inspection repoft.

Location of
Inspection and
Tests

GCC 26.2

The inspections and tests shall be conducted at: the Supplier's premises.

Liquidated
Damages

GCC 27.I

Liquidated damages for the whole contract are 4 oh of the
per day. The rnaximum amount of liquidated darnages for
is 4%ol of the final contract price.

final contract price
the whole contract

Warranty
GCC 28.3

The period of validity of the warranty shall be: 60 day(s)

Repair and
Replacement

GCC 28.5
N/A



Scurnuw,2

cosr srnucrunp Fon var,up Aonpo calcularroN pnn pnoDUC'r'

COST STRUCTURE FOR VALUE ADDED CALCULATION
PER PRODUCT

N$ N$
Raw Materials, Accessories & Components

o Imported (CIF)

r Local (VAT & Excise Duty Fee)

Labour Cost

o Direct Labour

o Clerical Wages

. Salaries to Management

Utilities

o Electricity

o Water

. Telephone

Depreciation

Interest on Loans

Rent

Other (please specify)

a

a

a

TOTAL COST

Local Value Added = Total Cost - Cost of imported inputs x 100

--- 
fotutGrt

NB! The cost structure should be certified by a Certified Accountant



Scusnuln 3
Quorerrou CHecKI-rsr Scnpnuru

IPublic Entitv to update this Checl;list to ensure that it contains the docurnents requirecl.fi.otrt
Bidders .fbr the specific procurementJ

Procurement Reference No. : G/RFQ/HR C-}GG I Z0ZS I 26

Discluimer: The list defined above is meant to assist the Bidder in submitting the relet'ant
documents and shall not be a grotrnd for the bidder to justify its non-submission o.f major
doctrments .for its quotation to be responsit'e. The orus remains on tlte Biclcler to ascertain that it
has submitted all the documents that hat,e been requested and are needed _for its submission to be
complete and responsive.

Description Attached Not
Attached

Quotation Letter

List of Goods and Price Schedule

Specification and Compliance Sheet

Evidences for confonnitv of Goods


