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REPUBLIC OF NAMIBIA

MINISTRY OF FISHERIES AND MARINE RESOURCES

Request for Sealed Quotations
For Goods

Supply and Delivery of Cartridges and
Toners in
Swakopmund

Procurement Reference No: G/RFQ/022-32/2024

Ministry of Fisheries and Marine Resources Company Date Stamp:
Brendan Simbwaye Square

C/o Uhland & Goethe street

Windhoek

26 July 2024
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REPUBLIC OF NAMIBIA

MINISTRY OF FISHERIES AND MARINE RESOURC ES

Tel :0612053055/3039 Private Bag 13355
Fax : 061225613 WINDHOEK

Letter of Invitation

To The Bidder:
Company Name:
Telephone Number:
Email Address:

G/RFQ/022-32/2024
26 July 2024

Dear Sir / Madam

Request for Quotations for Cartridges and Toners

The Ministry of Fisheries and Marine Resources invites you to submit your best quote for the items
described in detail hereunder.

Any resulting contract shall be subject to the terms and conditions referred to in the document.
Queries, if any, should be addressed to Ms. Wilmari Coetzee — 064 - 4101000

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,

Ms. Jessica Soja N
HEAD OF PROCUREMENT MANAGEMENT UNIT A
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SECTION I: INSTRUCTIONS TO BIDDERS

1. Rights of Public Entity
The Ministry of Fisheries and Marine Resources reserves the right:
(a) To split the contract as per the lowest evaluated cost per item, or
(b) To accept or reject any quotation: and

(¢) To cancel the quotation process and reject all quotations at any time prior to
contract award.

(d) To rejecta bidder who submits more than one bid.

(e) Toaward a bid to bidders within the radius of the required service.
(f) A Purchaser shall not be bound to accept the lowest or any quotation.

2. Preparation of Quotations

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

(a) The Quotation Letter in Section 11 with its annex for Bid Securing declaration
(b) The List of Goods and Price Schedule Section 111
(¢) The Specifications and Compliance Sheet in Section V; and

(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.

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

4. Eligibility Criteria
To be eligible to participate in this Quotation exercise, you should:

(a) havea valid original/certified copy of a company Registration Certificate indicating
the nature of business and ownership:

(b) havean original valid/certified copy Good Standing Tax Certificate;

(¢) havean original valid/certified copy Good Standing Social Security Certificate;

(d) haveavalid certified copy of Affirmative Action Compliance Certificate, proof from
Employment Equity C ommissioner that bidder is not a relevant employer, or
exemption issued in terms of Section 42 of the Affirmative Action Act, 1998;

(¢) have a written undertaking as contemplated in section 138(2) of the Labour Act, 2007

() havea certificate indicating SME Status (for Bids reserved for SMEs);

(g) Submit signed Bid-securing Declaration.



5. Bid Securing Declaration
Bidders are required to submit a signed Bid Securing declaration for this procurement
process.

6. Delivery
Delivery shall be 5 Working days after acceptance/issue of Purchase Order. Deviation in
delivery period shall be considered if such deviation is reasonable and communicated in
writing.
6.1. The following tests and inspections will be conducted on the goods at delivery:
Check for any damages of the goods.
Check on delivery note if all goods are delivered.
Check the quality of good delivered.

7. Sealing and Marking of Quotations

Quotations should be sealed in a single envelope, clearly marked with the Procurement
Reference Number, addressed to the Public Entity with the Bidder’s name and contact
information at the back of the envelope. Quotations should be fastened, the Ministry will not
responsible for fastening documents.

8. Submission of Quotations
8.1 Quotations should be deposited in the Quotation/Bid Box located at:

Ministry of Fisheries and Marine Resources,
Brendan Simbwaye Square,

C/o Kenneth Kaunda & Goethe Street,
Ground Floor, Room 003

Windhoek

Not later than 15 August 2024 at 10h00 a.m. or quotations can be posted to:
Ministry of Fisheries and Marine Resources

P/Bag 13355

Windhoek

To reach by the same date and time indicated above.

NOTE: Late quotations will be rejected and Quotations received by e-mail will not be
considered.

All bidders are reminded to mark envelopes clearly. Envelopes should include reference number.
company name and address and the closing date.

9. Opening of Quotations

Quotations will be opened internally by the Ministry of Fisheries and Marine Resources
Windhoek immediately after the closing time referred to in instruction 8 above. A record of
the Quotation Opening stating the name of the bidders, the amount quoted, the presence or
absence of a 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.
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12.

13.

14.

Evaluation of Quotations

The Ministry of Fisheries and Marine Resources 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 Ministry of Fisheries and Marine Resources requirements.

The Specifications, performance Requirements and Compliance 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.

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. 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 Agreement and General Conditions
of Contract.

Notification of Award and Debriefing

The Public Entity shall after award of contract promptly inform 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. Furthermore, the Public Entity shall
attend to all requests for debriefing made in writing within seven (7) days of the
unsuccessful bidders being informed of the award.
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SECTION II: QUOTATION LETTER
(To be completed by Bidders)
[Complete this form with all the requested details and submit it as the first page of your quotation
with the Price list and documents requested above. A signature and authorisation on this form will

confirm that the terms and conditions of the RFQ prevail over any attachments.

NB: If your quotation is not authorised, it will be rejected.

Quotation addressed to: [name of Public Entity]

procurement Reference Number:

Subject matter of Procurement:

We offer to supply the items 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 deviation] and, 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 Quotation exercise and meet the eligibility
criteria specified in Section 1: Instruction to Bidders.

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

We have read and understood the content of the Bid Security / Bid Securing Declaration (BSD)
attached hereto and subscribe fully to the terms and conditions contained therein. We further
understand that this subscription could lead to [forfeiture of the security amount / disqualification
on the grounds mentioned in the BD].

The validity period of the Quotation is 30 days from the date of the bid submission deadline.

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 awarded the contract prior to the expiry date
of the quotation validity.

The delivery period offered from the date of issue of Purchaser Order/ Letter of Acceptance is as

shown in the List of Goods items and Price Schedule.

Quotation Authorised by:
Name of Bidder

Company’s Address and seal

Contact Person

Name of Person Authorising the Quotation: | Position: Signature:

Phone No./Fax




BID SECURING DECLARATION
(Section 45 of Act)

(Regulation 37(1)(b) and 37(5)

Date: 26 July 2024

Procurement Reference No: G/RFQ/022-32/2024

To: Ministry of Fisheries and Marine Resources, Windhoek.

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

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

(a) a modification or withdrawal 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 bid;

(c) failure to sign a procurement contract in accordance with 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.

/We* understand this bid securing declaration ceases to be valid if  am/we are* not the successful Bidder

SUIUEEL vt e
[Insert signature of person whose name and capacity are shown]

Capacity of:
[Indicate legal capacity of person(s) signing the Bid Securing Declaration]

e
[Insert complete name of person signing the Bid Securing Declaration]

Duly authorized to sign the bid for and on behalf of: [insert complete name of Bidder]

Dated on day of ;
[Insert date of signing]

Corporate Seal (where appropriate)
[Note*: In case of a joint venture, the bid securing declaration must be in the name of all partners to the joint

venture that submits the bid.]
*delete if not applicable / appropriate



Ministry of Labour, Industrial Relations and Employment Creation

Written undertaking in terms of section 138 of the Labour Act, 2015 and section
50(2)(D) of the Public Procurement Act, 2015

1. EMPLOYERS DETAILS

TIQUSHEY/SECLOL: v eaversessesesnmnnsntsnssssnssssassasansaessms e TS
Place OF BUSINESS! 1vevvecessnreserersrnssssessusssmassssassnasnsssnsssnnneyias s enass

PhySiCal AQAIESS: ...vvereresernseresssmmmssssssssssssese s

il AQGEESS? & cv s sevsensonnonsiiscmssessnen carssdhss svaunmasesn but sasasssess
POStAl AQATESS: . .vvvvrreeeeesinssssnsmsssessasnnnsnssassssrnnmnrssssmnrrsnsrse s ses

Full name of Owner/Accounting OIFFICEE. «vom wnwwis iis e smns swmams wowni HA4HH Saaisw wass

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

L P———— s



9.  PROCUREMENT DETAILS

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

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

Anticipated Contract THUBEONLS 5 s snmne sosns E5HEH S G amaman b b FER St mpm i 553

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

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

T oo o womn s 3 S5 F s i mm i H8416 FE [insert full name/, OWNET/ representative
o1 ———— e S SEEREERR TR A b [insert full name of company]

Here by 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.

[ 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: c.oeeeerarasssencenees SR>
DAate: ccoeeeeereeasnscsnsones AOR——
(PN L E—————ep e TP TR



0

—

JIuo

wduQ | w/sAep) avnN {AVN

jo| (syam | AVN LVA moynm jun
Anuno) | LpArpA | LLVA aoud [e10L ndaoud | &
A TR - N EEEE

“Uwm(od [¥303 AU) UL [[LF [[EyS S1PPHd N °
>Fed siyp JO UONOIS WOROY ) uSts puw ut [y [[Bys SPPPIE. ®
uonedyy1aads 2 uonewCjul [LRITIREN

aeudodde aonb oA o) yoene aseald ‘pajonb st juajeamnbo ue j @

(4 X D) W auo 10} soud (mo1=H yun sad ey =

patonb st JuaRAINbO UR Jiy B I B -4
{6101 3Y) ([ pUE [ - d SUnjos -1 T[eYS S1pptd

sydadld Ol SNOLLOMYLSNI

$T0T/TE-TL0/OAU/D 0N 2IUDIDYY JUDWAIMD0 A

d

~NAaald 40 AINVN
HAVN

:SsHYaAaAyv

IDUO L, MO[PA YV LOT dH
12u0 [, BIuadeN vV LO0T dH

~ lomn |

wuo ] ued) vV L0T dH
1puo L, Yorld V LOT dH

R e Aoy

ruol yoeig V L1 dH

.
P~

2~

paunbai
Anuen()

sainseow
jonun
3

1uo], yorld V 65 dH A
adpue)) yoeld T1§ uout) !
afpue) o) €15 uoue) “

.|||1|||._||||||||||||||||||||kll|||l|

1puo Yoeld €L uoue)

e =

spoon jo uonduosad Ou W)
d A4

FooypuIAy 1N APAOD ¥ gpuney] YPAUUY 0/ ‘el Segl 21BALL]

§20IN0SaY] SULIRJA] PUB SALIdYSL] JO Ansiuip

-Knuz orgng a4 Aq U pafly A4 [Eus d o1 v suun(o) ‘O 24 Jo uoneedaid jo dwWN IV

ALLLNA D119Nd HHL OL SNOILONYLSNI

§32.1N0S3Y QULIBJA pUE SILIAYSL] JO ADSIUtA

1104 NOLLV.LONO

F1NAAHOS IO ANV SA00) 40 LSI'T <111 NOILDAS

01



Il

v]

Aueduio) 10 J[PYoq UO pue 10} pasLoyn
1R :uonISOJ
anjeudis oweN

:Ag pasuioyIny 194§ suerdwo) pue suoneayads

§1502 1

:J0puUnaIdY S|ILIp optaoid spood Jo AIAIPP

11

JO a1 AU e ATUBYDXD JO el Ul odue

odsuva) Aue 10y ofqisuodsal daq jou [[Im Ansmurn oYL Il

sie[jo( uelquueN :Aouduny

yo 03 309[gns st pajonb 2o JI I




SECTION IV: SPECIFICATIONS AND PERFORMANCE
REQUIREMENTS

The Ministry of Fisheries and Marine Resources shall use this section to specify its Technical

Requirements for the goods items, Inspection and examination, and the scope of Related
Services, as applicable.

SECTION V: SPECIFICATIONS AND COMPLIANCE SHEET
Procurement Reference No: G/RFQ/022-32/2024

Item | Technical Specification Required Compliance of Details 01;) NO{I-(-Iompliancel
No . - d eviation
Specification Offere (oo olicabic)
A* B* C D
) |
2.
-

SECTION VI: GENERAL CONDITIONS OF CONTRACT AND
CONTRACT 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. G/RFQ/022-32/2024 on the website of the Public Entity (insert website address) except
where modified by the Special Conditions below.

SECTION VII: CONTRACT 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
except where modified by the Special Conditions below.



SECTION VIII: SPECIAL CoNDITIONS OF CONTRACT

Procurement Reference Number: G/ RFQ/022-32/2024

The clause numbers given in the first column correspond to the relevant clause number of the
GCC. [This section is 0 be customised by the Public Entity to suit the requirements of the

specific procurement].

Subject and GCC
clause reference

Special Conditions

Purchaser Ministry Of Fisheries and Marine Resources (Head Office), Windhoek
GCC 1.1(h)
Site Brendan Simbwaye Square, C/0 Kenneth Kaunda & Goethe Street,
GCC 1.1(m) Ground Floor, Room 003, Windhoek
Incoterms Edition | Incoterms shall be governed by the rules prescribed in Incoterms 2021
GCC 4.2(b)
Notices Any notice shall be sent to the following addresses:
GCC 8.1
For the Ministry of Fisheries and Marine Resources, Kenneth Kaunda &
Goethe street Windhoek, shall be:
Mrs. Annely Haiphene, Executive Director)
For the Supplier, the address and contact name shall be:
Disputes The rules of procedures for arbitration proceedings pursuant to GCC 10.2
GCC 10.2 shall be as follows: Namibian law.

Delivery and
Documents

GCC 13.1

The Goods are to be delivered within 3 days from the date of Purchase Order
or Letter of Acceptance.

The documents to be furnished by the Supplier are:
(a) Signed delivery note:
(b) Tax invoice
(c) Signed purchase order

Price Adjustment
GCC15.1

The price charge for the Goods supplied and the related Services performed
shall not be adjustable.

Terms of Payment
GCC 16.1

The structure of payments shall be: full payment following delivery of the
Supplies and submission of an invoice and the documents listed in clause
13.1

13




Subject and GCC
clause reference

Special Conditions

Terms of Payment
GCC 16.3

Payments 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 165

The method 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,
stamped or sealed with the company stamp/seal) supported by the
Acceptance Certificate issued by the Purchaser.

ii) An interest rate of 0% is payable to the supplier by the purchaser for
each day payment is delayed until payment has been made in full.

Packing
GCC 23.2

The packing, marking and documentation within and outside the packages
shall be packed in boxes marked for the Ministry of Fisheries and Marine
Resources. (Head Office) Windhoek

Transportation
GCC 25

Supplier transport within Windhoek

Inspection and Test
GCC 26.1

The inspection and tests shall be:
Check the delivery of goods:
» against the specifications
» any damages of the goods.
» Verify if all goods are delivered.
Verify the quality and quantity of good delivered.

Location of
Inspection and
Tests

The inspections and tests shall be conducted at:

Brendan Simbwaye Square, C/o Kenneth Kaunda & Goethe Street,
Ground Floor, Room 003, Windhoek

GCC 26.2

Liquidated Liquidated damages for the whole contract are [4% of the final contract
Damages price] per day.

GCC27.1

The maximum amount of liquidated damages for the whole contract is [10%/
of the final contract price.

14




Subject and GCC
clause reference

Special Conditions

Warranty The period of validity of the warranty shall be: [60] day(s)
GCC 283
For the purpose of the Warranty, the place(s) of the final destination(s) shall
be: Brendan Simbwaye Square, C/o Kenneth Kaunda & Goethe Street,
Ground Floor, Room 003, Windhoek
For item 1, the minimum period of warranty/shelf life shall be 60 days
For item 2. the minimum period of warranty/shelf life shall be 60 days
For item 3. the minimum period of warranty/shelf life shall be 60 days
For item 4, the minimum period of warranty/shelf life shall be 60 days
Repair and
Replacement The period for repair or replacement shall be: /74 ] day(s)
GCC 285

15




SCHEDULE 3
QUuOTATION CHECKLIST SCHEDULE

Procurement Reference No: G/RFQ/022-32/2024

T
Description Attached Not
t Attached

Quotation Letter

List of Goods and Price Schedule

Specification and Compliance Sheet

Bid Security / Bid Securing Declaration

Evidences for conformity of Goods

Disclaimer: The list defined above is meant to assist the Bidder in submitting the relevant
documents and shall not be a ground for the bidder to justify its non-submission of major
documents for its quotation to be responsive. The onus remains on the Bidder to ascertain that
it has submitted all the documents that have been requested and are needed for its submission
to be complete and responsive.
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