OFFICE OF THE SECRETARY

Request for Sealed Quotations
For Goods

SUPPLY AND DELIVERY OF PROMOTIONAL ITEMS TO THE NATIONAL
COUNCIL FOR A PERIOD OF TWENTY-FOUR (24) MONTHS

Procurement Reference No: G/RFQ/11-19/2026/2027

Due Date: Thursday, the 12 November 2026 @10h00

Bidder's Name:

Contact Details: | Tel:
Email

Total quote
amount N$
exclusive of vat:
Total quote
amount N$
inclusive of vat:

Parliament Building, Private Bag 13371, Windhoek, Namibia, Tel. (061) 202 8000/202 8111, Fax
(061) 226 121
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NATIONAL COUNCIL

OFFICE OF THE SECRETARY

Letter of Invitation

The Prospective Bidder 21 October 2026

Procurement Reference Number: G/RFQ/11-19/2026/2027

Dear Sirs/Madam

SUPPLY AND DELIVERY OF PROMOTIONAL ITEMS TO THE NATIONAL COUNCIL
FOR A PERIOD OF TWENTY-FOUR (24) MONTHS

The Parliament -National Council 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 Mr. V. Awala at Tel No 061 202 8072,
v.auala@parliament.na.

Request for clarification should be received fourteen (14) working days prior to the deadline set for
submission of bids.

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, e
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SECTION I: INSTRUCTIONS TO BIDDERS

1.

2.

Rights of Public Entity

The National Council 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.

Preparation of Quotations

You are requested to quote for the items mentioned in Section III 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 III;
(c) 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.

Validity of Quotations
The Quotation validity period shall be one hundred and eighty (180) working 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 specifying sharcholders or copy
certified by a Commissioner of Qath appointed in terms of the Justice of the Peace and
Commissioner of Oaths Act, 1963 (Act No 16 of 1963) clear indicate ownership;

(b) have an original valid Good Standing Tax Certificate or copy certified by a
Commissioner of Qath appointed in terms of the Justice of the Peace and Commissioner
of Qaths Act, 1963 (Act No 16 of 1963). Certificate must be valid for the period
specified in the Standard Bidding Document after the bid submission deadline;

(c) have an original valid Good Standing Social Security Certificate/ copy certified by a
Commissioner of Oath appointed in terms of the Justice of the Peace and Commissioner
of Oaths Act, 1963 (Act No 16 of 1963)/A printout of valid electronic or online
document issued in terms of the Electronic Transaction Act, 2019 (Act No 4 of 2019),
subject to the authentication or validation of such printout by a public entity during the
bid evaluation process, in accordance with authentication or validation guidelines of the
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(d)

(e)

(0

(2)

(h)

(i)

)

(k)

@

(m)

issuing authority. Certificate must be valid for the period specified in the Standard
Bidding Document after the bid submission deadline;

have a valid certified copy of Affirmative Action Compliance Certificate, proof from
Employment Equity Commissioner that bidder is not a relevant employer, or exemption
issued in terms of Section 42 of the Affirmative Action Act, 1998. Certificate must be
valid for the period specified in the Standard Bidding Document after the bid
submission deadling; '

have a certificate indicating SME Status (for Bids reserved for SMEs);
Submit a completed and signed Bid-securing Declaration.

The bidder must submit a quotation on its company letter head with the banking details
clearly visible on the quote in addition to Section III List of Goods and Price Schedule.
A bank confirmation is also acceptable for the banking details.

Submit two (2) reference letters for the supply of promotional items or any other
related products that were undertaken by the bidder during the last five (5) years.

The principle business should be in line with promotional items or any other related
goods.

Each page of the bid document must be signed (where applicable) and initialled by such
person (s) legally authorised to sign on behalf of the company.

Submit certified identity copies of all shareholders NOT for Company Directors
(certification should not be older than six (6) months).

A bidder that is under a declaration of ineligibility by the Government of Namibia in
accordance with applicable laws at the date and the deadline for the submission or
thereafter, shall be disqualified.

Please note that this procurement is subject to the Code of good practice and exclusive
preference shall be given to bidder:

a) Who qualifies as a Namibian bidder in terms of section 71(3) of the Act;

b) Demonstrates that the bidder meets the local content and

¢) Meets any or more of the criteria specified in paragraph 13 (margin of preference)
of the bidding documents.

d) Bidder must attach declaration where required under the Margin Preference.

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 Securing Declaration as per the format
contained in Appendix to Quotation Letter of this document.
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6. Delivery

Delivery shall be ten (10) days after acceptance/issue of Purchase Order. Deviation in
delivery period shall be considered if such deviation is reasonable.

6.1.  The following tests and inspections will be conducted on the goods at delivery:

e Check if the items meet the specifications.
o Check if the quantity/ quality corresponds with the specifications.

7. Sealing and Marking of Quotations

Quotations should be sealed in a single envelope, clearly marked with the Procurement
Reference Number, addressed to the National Council with the Bidder’s name and contact
information at the back of the envelope.

8. Submission of Quotations

Quotations should be deposited in the Quotation/Bid Box located at Ground floor not later
than Thursday, the 12 November 2026 at 10H00. Quotations by post or hand delivered
should reach National Council by the same date and time at latest. Late quotations will be
rejected. '

Quotations received by e-mail will not be considered.

9. Opening of Quotations

Quotations will be opened internally by the National Council 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.

10. Evaluation of Quotations

The National Council 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.,

11. 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 National Council’s 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.

12. Prices and Currency of Payment

Prices shall be fixed in Namibian Dollars.

13. Margin of Preference

A T s e S
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13.1. The applicable margins of preference applicable for Exclusive Preference to Local
Suppliers and their application methodology are as follows:

Please note

A total margin of preference scored by a bidder will be deducted from the bid/quote
price of the bidder for evaluation purposes only.

__Margin of Preference x Bid Price
100

A

13.2. Bidders applying for the Margin of Preference shall submit, evidence of:

Manufacturer
-Declaration by the bidder that the manufactured goods meet
the local content as determined in Annexure 6 as per the cost
structure for Value Added Calculation in Annexure 1, and as
certified by an Accountant,

MSME 1% ' -SME registration certificate
-Declaration indicating the percentage of Namibian MSME
ownership

Women owned 1% -IDs of all shareholders

enterprise -Founding statement/company registration indicating
ownership structure/shareholder certificate
-declaration indicating the percentage of Namibian Female
ownership

Youth owned 2% -1Ds of all shareholders

enterprise -Founding statement/company registration indicating
ownership structure/shareholder certificate
-declaration indicating the percentage of Namibian youth

i ownership

PDP owned 2% ' -IDs of all shareholders

enterprise ! -Founding statement/company registration indicating
ownership structure/shareholder certificate
-declaration indicating the percentage of Namibian PDPs

__ ownership e

Supplier 1% -declaration and proof that the bidder meets the requirements

promoting set out in the bidding document.

Environmental

protection . -

Service 1% -declaration that the bidder employs 50% or more Namibian

rendered by citizens.

Namibian

citizens

TOTAL 10%

14. 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 VI: Contract Agreement and General Conditions of
Contract.

15. Performance Security
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Not applicable

. Notification of Award and Debriefing

The National Council 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 National Council
shall attend to all requests for debriefing made in wrltmg 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. If your quotation is not authorised, it will be rejected. |

Quotation addressed to: National Council

Procurement Reference Number: G/RFQ/11-19/2026/2027

Subject matter of Procurement: SUPPLY AND DELIVERY OF PROMOTIONAL ITEMS TO
NATIONAL COUNCIL FOR A PERIOD OF TWENTY-
FOUR (24) MONTHS

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 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 days finsert number of 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:
Date Phone No./Fax

B IAL G s )
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Appendix to Quotation Letter

BID SECURING DECLARATION
(Section 45 of Act)

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

Procurement Ref No.; G/RFQ/11-19/2026/2027

To: National Council
Private Bag 13371
WINDHOEK

[/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 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 I/'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 I am/We are* not the successful
Bidder

T 1 DTSRRI
[insert signature of person whose name and capacity are shown]

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

R F2 54 L O U PP OU PP PP FP PP PRSP
[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 5
[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
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Republic Of Namibia

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

RV A 00 54101y AR
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..............................................................................................

2. PROCUREMENT DETAILS




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

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

Anticipated Contract Duration: ...cesss o o s svssmmsnsenss o R —

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

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

P Jinsert full name], OWNEr/rEpresentative
0 3 G [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 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.

NI Te (11111 -

| D 1

Sealteeevvnnvnnnnn..

Please take note:
1. A labour inspector may conduct unannounced inspections to assess the level of compliance
2. This undertaking must be displayed at the workplace where it will be readily accessible and visible by the employees rendering service(s)
in relations to the goods and services being procured under this contract.
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Section VII. Special Conditions of Contractl8

SECTION IV: SPECIFICATIONS AND PERFORMANCE
REQUIREMENTS

The RFQ document, General Conditions of the Contract, specifications and bidders
submitted documents, Purchase Order shall constitute the performance contract.

The National Council reserves the right:

- Increase and/or decrease the required quantities at the same unit cost;

- Initiate necessary action against defaulting suppliers and contractors;

- Not permit a bidder or supplier to receive a procurement award / contract on grounds
of outstanding delivery default (failure by a bidder or supplier, for any reason not
excused by the applicable provisions of the award/contract deliver;

- Terminate if the supplier fails to delivery within the prescribed timelines.

SECTION V: SPECIFICATIONS AND COMPLIANCE SHEET

Procurement Reference Number: G/RFQ/11-19/2026/2027

Item Technical Specification Required Compliance of | Details of Non-
He : Specification gompliapes
Offered Deviation
| (if applicable)
A* B* C D
1. | Business cards holders
e Black faux-leather and metallic finishing
e Parliament Logo
e Below the logo, the words: “National Council” engraving
¢ Standard size to fit 20 business cards
2. | Shopper/Eco bags
e Khaki colour, black handles
e Black Parliament Logo
e  Wording “National Council, Providing Profound Legislative Review” below
logo
3. | KeyRings
e Parliament Logo
e Wording “National Council, Providing Profound Legislative Review” below
logo
o Silver/Metallic with Black Leather finishing.
4. | A Case with a Key Ring, Business Card Holders and Ball Pen

Keyring

e Parliament Logo

¢ Wording “National Council, Providing Profound Legislative Review” below
logo

VA




Section VII Special Conditions of Contract 19

e Silver/Metallic with Black Leather finishing

Business card holders

Black faux-leather and metallic finishing

e Parliament Logo

e Below the logo, the words: “National Council” engraving
e  Standard size to fit 20 business cards

Ball Pen
s  Black with gold touches
o  Word “Parliament of Namibia — National Council”

Description for Case

¢ Navy Blue hard material

¢ TFitted Cushioning to place items

o Top cover: Parliament Logo in Engraved in Gold with Wording “National
Council” and below “Providing Profound Legislative Review” :

5, | Drawstring bags

¢  Colour: blue x400 & white x400

s  Parliament Logo, full colour
6. | Water bottles

s  Colour: 350 white, 350 blue, 350 light grey

e Size 750ml

¢  Short handle string

o Parliament Logo and wording *“National Council” below logo
7. | USBs

e USB with attached cover

e Parliament Logo, no wording

o Size: 8GB
8. | Notebooks and Pen Combos (will provide sample)

e Colour: white

e Size: AS

e Parliament Logo in Blue at the bottom of cover

e  Website address www parliament.na at bottom back
0, | Notebooks and USB Combos

s Colour: Blue

e Size: AS

¢ Parliament Logo in Blue at the top of cover

e  Website address www.parliament.na at bottom back
10. | Desk pens

s Blue x250

e White x250

All with words “Parliament of Namibia — National Council”
11. | Balmain/Ball Pens

¢  With Case

e  Black with gold touches

e  Words “Parliament of Namibia — National Council”
12. | Caps

e Blue x200

e Black x300

e Grey x200

2 1 S 19
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Section VII Special Conditions of Contract 20

e  Parliament Logo in the front
»  Wording: National Council at the back

13. | Mugs
¢  White Coffee Mugs with blue handle
e Size 500ml !
e  Parliament Logo in colour with wording: “National Council” below logo
14. | Ridge Tumbler Mugs with lid :
e  Grey metallic tumblers with black bottom, black lid and black handle
e  Size 500ml
e Engraved black Parliament Logo
15. | Safari Outdoor Cooler Bag
e  Medium size
e Colour: Blue x100
e  Colour; Light Grey x100
e  Parliament Logo in colour with wording: National Council” below logo
16. | Key holders ‘
e  Round-shaped with string for key attachment
e (Colour: White with Parliament Logo
17. | Power banks
e 10,000mAh power bank
e Colour: black x100, navy blue x100 and white x100
s Parliament Logo engraved with wording: National Council” below logo
18. | Folders (will provide sample)
e  Colour white
» Logo- Parliament
e  Wording: National Council
19. | A4 Notebooks
¢ Colour: white
e Size Ad
s  For Cover: Parliament Logo in Blue at the top of cover
e  Wording: National Council
e Back Cover: Website address www.parliament.na at bottom back of book
20). | Leather Folders
e Black
¢ Parliament Logo in white on cover
¢  White Wording “National Council below logo
e Below across the cover at bottom of folder: “Providing Profound Legislative
Review”
21. | T-shirts Round neck
e Colour: white x350
e Colour: Navy Blue x350
e Small x150, medium x150, large x150, XL x150, XXL x50, XXX x50
e  Material: Cotton
e At the back: National Council
e Top left breast: Parliament Logo
22, | T-shirt Golf
o Light Grey
e  Size: small x20, medium x20, large x20, XL x20, XXL x20
e  Material: Polyester
e Parliament Logo top breast below: “ National Council”
23, | New Letter Heads (will provide sample)

Office of the Chairperson x3000

20




Section VII Special Conditions of Contract 21

»  Office of the Secretary x3000

24, | Business Card Holders
»  Black faux-leather and metallic finishing
e  Parliament Logo
¢  Below the logo, the words: “Office of the Chairperson — National Council
engraving
¢  Standard size to fit 20 business cards
25, | Eco fabric bags
e Khaki colour, black handles
e Black Parliament Logo
e  Wording “National Council: “ A Modern House of Legislative Review that
Represents the Interest of the Namibian People” below logo
26. | Namibia Traditional material gift bags

e Different Namibia Traditional materials mixed with plain colours (samples
to be provided)

e  Parliament Logo (Embroidered)

o  Size: small, medium and large (samples will be provided)

27. | Drawstring bags

e  Colour: blue x500

e  Colour: Black x500

e  Parliament Logo

s  Wording “National Council”, under the logo
28. | Water bottles

e Colour: white x25, blue x25, light grey x25, black x25

o  Size 750ml

e  Short handle string

e Parliament Logo and wording “National Council” below logo
29| USBs Keyrings

e USB with attached cover

e Parliament Logo, no wording

e Blue Lanyard wording: “Parliament of Namibia”

e Size: 83GB
3(). | Notebooks and pen combos

e  Colour: White

e Size AS

e Parliament Logo in Blue at the bottom of cover

s  Website address www parliament.na at bottom back
31. | Executive Ball Pens

s  Black with silver touches

o Wording engraved “Parliament of Namibia — National Council”
32, | Executive Eco Zipped Folders (sample to be provided)

e Parliament Logo

e  Tan with Black touches

e  Khaki with black touches

e A4 Size
33. | Caps

o Blue x75

e Grey x75

e Parliament Logo with wording: National Council” below logo
34. | Safari Outdoor Cooler Bag

INITEA L s e i sinninn 2




Section VII Special Conditions of Contract 22

o  Medium size
o Colour: Blue x25
e Light Grey x25
e Parliament Logo in colour with wording: National Council” below logo
35, | Power banks
¢ 10,000mAh power bank
¢ Parliament Logo engraved with wording: National Council” below logo
36. | Glossy folders
e  Colour: white
e Logo— Parliament
s  Wording: Office of the Chairperson
37. | T-shirt Round Neck
e Colour: Blue x100
e Colour: Stone x100
s  Material: Cotton
e  Size: small x50, medium x50, large x50, extra large x50
e At the back: National Council
e  Top left breast: Parliament Logo
38. | Canvas Picture of Namibian Indigenous people (with Parliament Logo engraved
on the frame) — (Sample to be provided)
»  Colour of frame: Dark brown wood
e  Small and Medium size (A4 and AS5)
e Gold Plated Sticker engraved “Office of the Chairperson — National Council
39, | Framed Wooden Statues of Namibian Indigenous people (with Parliament Logo
engraved on the frame (Sample to be provided)
e Colour of frame: dark brown wood
¢ Gold Plated Sticker engraved “with names of indigenous people, i.e. “Himba
People of Namibia” .
40. | Wooden Namibia Maps Pen/Card Holder with Parliament Logo (sample to be
provided)
e Colour: Light wood
s  Medium size
e  Wording: engraved “National Council — Parliament of Namibia™
41, | Painted Ostrich Eggs (Big Five, Dunes, Namibian Map, flag) — with different
stands
e Painted with Big Five animals and a Namibian Map and Flag
e Each egg with its stand (may be different)
42. | Ostrich Leather wrist watches with Parliament Logo
e Casio watches with small Parliament Logo in the middle
s Package in Gift Boxes with Parliament Logo
e Male (bigger straps) x8
e Female (Medium straps) x7
e Colour, brown x4, black x4(male)
e Colour; black x4, tan x4(female)
43. | Ridge Tumbler Mugs with lid
¢  Grey metallic tumblers with black bottom, black lid and black handle
s Size: 500ml
s  Engraved black Parliament Logo
44. | Scholar ruler & stationery set
e Ruler: Plastic 30cm
s  Wooden pencils x2
O —————————
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e Eraser
e  Plastic sharpener
e  Plastic Logo on top

45,

Assorted Art, Craft and Print Work as will be required from time to time.

* Columns A and B to be completed by Public Entity.

Specifications and Compliance Sheet Authorised By:

Name:

Signature:

Position:

Date:

Authorised for and on behalf of: Company

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-GCC on the website of the National Council www.parliament.na except where
modified by the Special Conditions below.

SECTION VI: 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/11-19/2026/2027

The clause numbers given in the first column correspond to the relevant clause number of the
GO,
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Section VII Special Conditions of Contract 24

clause reference

Subject aﬁd GCC

Special Conditions

Purchaser The purchaser is: National Council
GCC 1.1(h) .
Site The Site/final destination for delivery of the Goods is National Council
GCC 1.1(m) Parliament Building, 14 Love Street, Windhoek
Incoterms Edition | Incoterms shall be governed by the rules prescribed in Incoterms 2010.
GCC 4.2(b) :
Notices Any notice shall be sent to the following addresses:
GCC8.1 The Accounting Officer
National Council
Private Bag 13371
WINDHOEK
For the Supplier, the address and contact name shall be:
Disputes The rules of procedures for arbitration proceedings pursuant to GCC 10.2 shall
GCC 10.2 be as follows:

No adjudicator will be appointed prior to a request in case of disagreement
between the employer and contractor.

Delivery and

The Goods are to be delivered within ten (10) working days from the date of

Documents Purchase Order or Letter of Acceptance.
GCC13.1 The documents to be furnished by the Supplier are:
(a) signed delivery note;
(b) signed purchase order
(¢) invoice
Price Adjustment | The price charge for the Goods supplied and the related Services performed
GCC 15.1 shall not be adjustable.

VA




Section VII Special Conditions of Contract 25

Subject and GCC
clause reference

Special Conditions

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

Terms of Payment

Payments shall be made not later than thirty (30) days after submission of an

GCC 16.3 invoice and its certification by the Purchaser.
Terms of Payment | The price shall not be adjustable to the fluctuation in the rate of exchange.
GCC 16.4 (a)

Payment Period

The method and conditions of payments to be made to the Supplier under this

GCC 16.5 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.

Performance

Security No performance security is required

GCC 18.1

Discharge of

Performance No performance security is required

Security

GCC 18.4

Packing The packing, marking and documentation within and outside the packages

GCC 232 shall be: according to the manufacturers instruction

Insurance The insurance coverage shall be Carriage and Insurance Paid (CIP) as specified

GCC 24.1 in the incoterms

Transportation The Goods shall be delivered: Delivery Duty Paid (DDP)

GCC25

Inspection and Test
GCC 26.1

The inspection and tests shall be:

Inspection of delivery documents (Delivery note and invoice)

- Inspection on whether the items meet the specifications

- Inspection of the content/quantity/quality of items against the delivery note and
invoice

IEERA L e i s 25



Section VII Special Conditions of Contract 26

Subject and GCC Special Conditions
clause reference
Location of
Inspection and The inspections and tests shall be conducted at: National Council Parliament
Tests Building, 14 Love Street, Windhoek
GCC 26.2 -
Liquidated Liquidated damages for the whole contract are 1% per day. The maximum
Damages amount of liquidated damages for the whole contract is 0% of the final
GCC 271 contract price.
Warranty The period of validity of the warranty shall be: 30 day(s)
GCC 28.3
For the purpose of the Warranty, the place(s) of the final destination(s) shall
be: National Council Parliament Building, 14 Love Street, Windhoek
Repair and
Replacement The period for repair or replacement shall be: 10 working day(s)
GCC 28.5

Attachment: Price Adjustment Formula

If in accordance with GCC 15.1, prices shall be adjustable, the following method shall be
used to calculate the price adjustment:

15.2  Prices payable to the Supplier, as stated in the Contract, shall be subject to adjustment
during performance of the Contract to reflect changes in the cost of labor and material
components in accordance with the formula:

Pi=Py [a+@1+m1]-Po

Lo My
atb+c=1

in which:
P; = adjustment amount payable to the Supplier.
Py = Contract Price (base price).
a —  fixed element representing profits and overheads included in the Contract

Price and generally in the range of five (5) to fifteen (15) percent.
b = estimated percentage of labor component in the Contract Price.
c = estimated percentage of material component in the Contract Price.
Lo,Li = labor indices applicable to the appropriate industry in the country of origin

on the base date and date for adjustment, respectively.

2 i)
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Section VII Special Conditions of Contract 27

Mg, M| = material indices for the major raw material on the base date and date for
adjustment, respectively, in the country of origin.

The coefficients a, b, and ¢ as specified by the Purchaser are as follows:

a = [insert value of coefficient]
b= [insert value of coefficient]
c= [insert value of coefficient]

The Bidder shall indicate the source of the indices and the base date indices in its bid.
Base date = thirty (30) days prior to the deadline for submission of the bids.

Date of adjustment = [insert number of weeks] weeks prior to date of shipment
(representing the mid-point of the period of manufacture).

The above price adjustment formula shall be invoked by either party subject to the
following further conditions:

(a) No price adjustment shall be allowed beyond the original delivery dates unless
specifically stated in the extension letter. As a rule, no price adjustment shall be
allowed for periods of delay for which the Supplier is entirely responsible. The
Purchaser will, however, be entitled to any decrease in the prices of the Goods and
Services subject to adjustment.

(b) If the currency in which the Contract Price Po is expressed is different from the
currency of origin of the labor and material indices, a correction factor will be
applied to avoid incorrect adjustments of the Contract Price. The correction factor
shall correspond to the ratio of exchange rates between the two currencies on the
base date and the date for adjustment as defined above.

(¢) No price adjustment shall be payable on the portion of the Contract Price paid to
the Supplier as advance payment.

NI s saminss 27
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SCHEDULE 2

COST STRUCTURE FOR VALUE ADDED CALCULATION PER PRODUCT

COST STRUCTURE FOR VALUE ADDED CAILCULATION
PER PRODUCT

N§ N§

Raw Materials, Accessories & Components |

e Imported(CIF) W e '

e Local (VAT & Excise Duty Fee) P T | ————
Labour Cost

¢ DirectLabour B e :

¢ (lerical Wages

e  Salaries to Management

Utilities

o  Electricity

o  Water

e Telephone

Depreciation

Interest on Loans N e

Remt KM e B e

Other (please specify)

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

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

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

TOTAL COST

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

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

INITIAL 28
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_ SCHEDULE 3
QUOTATION CHECKLIST SCHEDULE
Procurement Reference No.: G/RFQ/11-19/2026/2027
Description Attached Not
Attached

Duly completed Quotation Letter

Duly completed List of Goods and Price Schedule

Duly completed Specification and Compliance Sheet

Evidences for conformity of Goods

Have a valid company Registration Certificate have an original valid
good standing of company Registration certificate specifying
shareholders or Certified copy by a Commissioner of Qath appointed in
terms of the Justice of the Peace and Commissioner of Oaths Act, 1963
(Act No 16 of 1963) clear indicate ownership;

Have an original valid good Standing Tax Certificate or copy certified
by a Commissioner of Oath appointed in terms of the Justice of the
Peace and Commissioner of Qaths Act, 1963 (Act No 16 of 1963)
certificate must be valid as at the date of bid submission,

have an original valid good standing Social Security Certificate/ copy
certified by a Commissioner of Oath appointed in terms of the Justice
of the Peace and Commissioner of Oaths Act, 1963 (Act No 16 0f 1963)
. A printout of valid electronic or online document issued in terms of
the Electronic Transaction Act, 2019 (Act No 4 of 2019), subject to the
authentication or validation of such printout by a public entity during
the bid evaluation process, in accordance with authentication or
validation guidelines of the issuing authority.

have a valid certified copy of Affirmative Action Compliance
Certificate, proof from Employment Equity Commissioner that bidder
is not a relevant employer, or exemption issued in terms of Section 42
of the Affirmative Action Act, 1998;

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

Submit a completed, signed and stamped Bid-securing Declaration

At least two (2) reference letter or proof of Purchase Order with delivery
note for the supply and delivery of promotional items or any other
related goods.

INTERAL
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The bidder must submit a detailed quotation on its company letter head
clearly stating the banking details on it, in addition to Section III List of
Goods and Price Schedule. A bank confirmation letter is also acceptable
for the banking details ;

Submit certified identity copies of all shareholders NOT for Company
Directors (certification should not be older than six (6) months).

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 submiited all

the documents that have been requested and are needed for its submission to be complete and
responsive.




