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2. Source of

Funds

Public
Entities
Related to
Bidding
Documents
and to
Application
for Review

Fraud and
Corruption

Section I. Instructions to Bidders

1. ScopeofBid 1.1

1.2
(@)

(b)

(©)
2.1

3.1

4.1

A. General

The Purchaser indicated in the Bidding Data Sheet (BDS),
issues these Bidding Documents for the supply of Goods and
Related Services incidental thereto as specified in Section V,
Schedule of Requirements. The name and identification number
of this procurement through Open National Bidding are specified
in the BDS. The name, identification, and number of lots are
provided in the BDS. The Project name shall be as indicated in
the BDS.

Throughout these Bidding Documents:

the term “in writing” means communicated in written form (e.g.
by mail, fax,) with proof of receipt;

if the context so requires, “singular” means “plural” and vice
versa; and

“day” means calendar day unless otherwise stated.

Unless otherwise stated in the BDS, this procurement shall be
financed by the Public Entity’s own budgetary allocation.

The public entities related to these bidding documents are the
Public Entity, acting as procurement entity (Purchaser), the
Procurement Policy Unit, in charge of issuing standard bidding
documents and responsible for any amendment these may
require, the Central Procurement Board in charge of vetting
Bidding document, receiving and evaluation of bids in respect of
major contracts and the Review Panel, set up under the Public
Procurement Act, 2015 (hereinafter referred to as the Act.). The
address of the Review Panel shall be as indicated in the BDS.

It is the policy of the Government of the Republic of Namibia to
require Public entities, as well as bidders, suppliers, and
contractors and their agents (whether declared or not), personnel,
subcontractors, sub-consultants, service providers and suppliers,
observe the highest standard of ethics during the procurement
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and execution of contracts. * In pursuance of this policy, the
Government of the Republic of Namibia:

(a) defines, for the purposes of this provision, the terms set forth
below as follows:

(1)  “corrupt practice” is the offering, giving, receiving or
soliciting, directly or indirectly, of anything of value to
influence improperly the actions of another party?;

(i) “fraudulent practice” is any act or omission, including
a misrepresentation, that knowingly or recklessly
misleads, or attempts to mislead, a party to obtain a
financial or other benefit or to avoid an obligation; 3

(iii) “collusive practice” is an arrangement between two or
more parties* designed to achieve an improper purpose,
including to influence improperly the actions of
another party;

(iv) “coercive practice” is impairing or harming, or
threatening to impair or harm, directly or indirectly,
any party® or the property of the party to influence
improperly the actions of a party;

(V) “obstructive practice” is

(aa) deliberately destroying, falsifying, altering or
concealing of evidence material to the
investigation or making false statements to
investigators in order to materially impede the
Purchaser’s investigation into allegations of a
corrupt, fraudulent, coercive or collusive practice;
and/or threatening, harassing or intimidating any
party to prevent it from disclosing its knowledge
of matters relevant to the investigation or from

!In this context, any action taken by a bidder, supplier, contractor, or any of its personnel, agents, sub-
consultants, sub-contractors, service providers, suppliers and/or their employees to influence the procurement
process or contract execution for undue advantage is improper.

2 “Another party” refers to a public official acting in relation to the procurement process or contract execution.
In this context, “public official” includes Purchaser’s staff and employees of other organizations taking or
reviewing procurement decisions.

3 “Party” refers to a public official; the terms “benefit” and “obligation” relate to the procurement process or
contract execution; and the “act or omission” is intended to influence the procurement process or contract
execution.

4 “Parties” refers to participants in the procurement process (including public officials) attempting to establish
bid prices at artificial, noncompetitive levels.

5 “Party” refers to a participant in the procurement process or contract execution.
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5. Eligible
Bidders

4.2

4.3

4.4

pursuing the investigation, or

(bb) acts intended to materially impede the exercise of
the Purchaser’s inspection and audit rights
provided for under sub-clause 4.2 below.

(b) will reject a proposal for award if it determines that the
Bidder recommended for award has, directly or through an
agent, engaged in corrupt, fraudulent, collusive, coercive or
obstructive practices in competing for the contract in
question; and

(c) will sanction a firm or an individual, at any time, in
accordance with prevailing legislations, including by publicly
declaring such firm or individual ineligible, for a stated
period of time: (i) to be awarded a public contract; and (ii) to
be a nominated sub-contractor, consultant, manufacturer or
supplier, or service provider of an otherwise eligible firm
being awarded a public contract.

In further pursuance of this policy, Bidders shall permit the
Purchaser to inspect any accounts and records and other
documents relating to the Bid submission and contract
performance, and to have them audited by auditors appointed by
the Purchaser.

Furthermore, bidders shall be aware of the provision in Clauses
3.1 and 35.1 (a) of the General Conditions of Contract.

Bidders, suppliers and public officials shall also be aware of the
provisions stated in section 67 and 68 of the Public Procurement
Act, 2015 which can be consulted on the website of the
Procurement Policy Unit (PPU) : www.mof.gov.na/procurement-

policy-unit

(@ Subject to ITB 5.4, A Bidder, and all parties
constituting the Bidder, must be a Namibian national(s).
A Bidder shall be deemed to have the nationality of this
country if the Bidder is a citizen or is constituted,
incorporated, or registered and operates in conformity
with the provisions of the laws of that country. This
criterion shall also apply to the determination of the
nationality of proposed subcontractors or suppliers for any
part of the Contract including Related Services.

(b) A Bidder may be a natural person, private entity,


http://www.mof.gov.na/procurement-policy-unit
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5.2

government-owned entity (subject to ITB 5.5) or any
combination of them with a formal intent to enter into an
agreement or under an existing agreement in the form of a
Joint Venture (JV). In the case of a JV:

(i) all parties to the JV shall be jointly and severally

liable; and

(i) a JV shall nominate a Representative who shall have
the authority to conduct all businesses for and on
behalf of any and all the parties of the JV during the
bidding process and, in the event the JV is awarded
the Contract, during contract execution.

A Bidder shall not have conflict of interest. All bidders found to
have conflict of interest shall be disqualified. A Bidder may be
considered to be in a conflict of interest with one or more parties
in this bidding process if, including but not limited to:

@)

(b)

©)

(d)

©)

have controlling shareholders in common;
or

receive or have received any direct or
indirect subsidy from any of them; or

have the same legal representative for
purposes of this Bid; or

have a relationship with each other,
directly or through common third parties,
that puts them in a position to have access
to information about or influence on the
Bid of another Bidder, or influence the
decisions of the Purchaser regarding this
bidding process; or

a Bidder participates in more than one bid
in this bidding process. Participation by a
Bidder in more than one Bid will result in
the disqualification of all Bids in which it
is involved. However, this does not limit
the inclusion of the same subcontractor,
not otherwise participating as a Bidder, in
more than one bid; or

(f) aBidder or any of its affiliates participated as a consultant
in the preparation of the design or technical specifications
of the goods and services that are the subject of the bid.
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6. Eligible
Goods and
Related
Services

5.3

5.4

5.5

5.6

6.2

6.3

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

(b)Bids from suppliers appearing on the ineligibility lists of
African Development Bank, Asian Development Bank,
European Bank for Reconstruction and Development, Inter-
American Development Bank Group and World Bank Group
shall be rejected.

Links for checking the ineligibility lists are available on the

Procurement Policy Unit’s website: www.mof.gov.na/procurement-
policy-unit

A firm shall be excluded if by an act of compliance with a
decision of the United Nations Security Council taken under
Chapter VII of the Charter of the United Nations, Namibia
prohibits any import of goods or contracting of Works or
services from a country where it is based or any payment to
persons or entities in that country.

Government-owned enterprises in the Republic of Namibia
shall be eligible only if they can establish that they:

(i) are legally and financially autonomous;
(i1) operate under commercial law, and
(iii) are not a dependent agency of the Purchaser.

Bidders shall provide such evidence of their continued
eligibility satisfactory to the Purchaser, as the Purchaser shall
reasonably request.

All the Goods and Related Services to be supplied under the
Contract may have their origin in any country subject to ITB 5.3
and 5.4.

For purposes of this Clause, the term “goods” includes
commodities, raw material, machinery, equipment, industrial
plants and “related services” which include services such as
insurance, installation, training, and initial maintenance.

The term “origin” means the country where the goods have been
mined, grown, cultivated, produced, manufactured or processed,;


http://www.mof.gov.na/procurement
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7. Sections of
Bidding
Documents

7.1

7.2

7.3

7.4

8. Clarification 8.1

of Bidding
Documents

or, through manufacture, processing, or assembly, another
commercially recognized article results that differs substantially
in its basic characteristics from its components.

B. Contents of Bidding Documents

The Bidding Documents consist of Parts 1, 2, and 3, which
include all the Sections indicated below, and should be read in
conjunction with any Addendum issued in accordance with ITB
Clause 9.

PART 1 Bidding Procedures

e  Section I. Instructions to Bidders (ITB)
e Section Il. Bidding Data Sheet (BDS)
e  Section Ill. Evaluation and Qualification Criteria
e Section IV. Bidding Forms

PART 2 Supply Requirements
e  Section V. Schedule of Requirements

PART 3 Contract
e  Section VI. General Conditions of Contract (GCC)
e  Section VII. Special Conditions of Contract (SCC)
e Section VIII. Contract Forms

The Invitation for Bids issued by the Purchaser is not part of the
Bidding Documents.

The Purchaser is not responsible for the completeness of the
Bidding Documents and their addendum, if they were not
obtained directly from the Purchaser.

The Bidder is expected to examine all instructions, forms,
terms, and specifications in the Bidding Documents. Failure to
furnish all information or documentation required by the
Bidding Documents may result in the rejection of the bid.

A prospective Bidder requiring any clarification of the Bidding
Documents shall contact the Purchaser in writing at the
Purchaser’s address specified in the BDS. The Purchaser will
respond in writing to any request for clarification within three (3)
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9. Amendment
of Bidding
Documents

10. Cost of
Bidding

11. Language of
Bid

12. Documents
Comprising
the Bid

9.2

9.3

10.1

working days, provided that such request is received no later
than the number of days, specified in the BDS, prior to the
deadline set for submission of bids. The Purchaser shall forward
copies of its response to all those who have acquired the Bidding
Documents directly from it, including a description of the
inquiry but without identifying its source. Should the Purchaser
deem it necessary to amend the Bidding Documents as a result of
a clarification, it shall do so following the procedure under ITB
Clause 9 and ITB Sub-Clause 25.2.

At any time prior to the deadline for submission of bids, the
Purchaser may amend the Bidding Documents by issuing
addendum.

Any addendum issued shall be part of the Bidding Documents
and shall be communicated in writing to all who have obtained
the Bidding Documents directly from the Purchaser.

To give prospective Bidders reasonable time in which to take an
addendum into account in preparing their bids, the Purchaser
may, at its discretion, extend the deadline for the submission of
bids, pursuant to ITB Sub-Clause 25.2

C. Preparation of Bids

The Bidder shall bear all costs associated with the preparation
and submission of its bid, and the Purchaser shall not be
responsible or liable for those costs, regardless of the conduct or
outcome of the bidding process.

11.1 The Bid, as well as all correspondences and documents relating to

the bid exchanged by the Bidder and the Purchaser, shall be
written in English. Supporting documents and printed literature
that are part of the Bid may be in another language provided they
are accompanied by an accurate translation of the relevant
passages in English, in which case, for purposes of interpretation
of the Bid, such translation shall govern.

12.1 The Bid shall comprise the following:

(@ the Bid Submission Form and the applicable Price
Schedules, in accordance with ITB Clauses 13, 15, and 16;

(b) the Bid Security or Bid-Securing Declaration, in
accordance with ITB Clause 22, if required;

(c) written confirmation authorizing the signatory of the Bid to
commit the Bidder, in accordance with ITB Clause 23.2; as
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11

13. Bid
Submission
Form and
Price
Schedules

13.1

13.2

(d)

(€)

(f)

(9)

(h)

specified in the BDS;

documentary evidence in accordance with ITB Clause 17
establishing the Bidder’s eligibility to bid;

documentary evidence in accordance with ITB Clause 18,
that the Goods and Related Services to be supplied by the
Bidder are of eligible origin;

documentary evidence in accordance with ITB Clauses 19
and 31, that the Goods and Related Services conform to the
Bidding Documents;

documentary evidence in accordance with ITB Clause 20
establishing the Bidder’s qualifications to perform the
contract if its bid is accepted;

the following documentary evidence is required

have a valid company Registration Certificate;
have an original valid good Standing Tax Certificate;

have an original valid good Standing Social Security
Certificate;

4. 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;

5. have a certificate indicating SME Status (for Bids

reserved for SMEs);

6. 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 thereof; and;

7. [insert any other additional eligibility criteria]

The Bidder shall submit the Bid Submission Form using the
form furnished in Section IV, Bidding Forms. This form must
be completed without any alteration to its format, and no
substitutes shall be accepted. All blank spaces shall be filled in
with the information requested.

The Bidder shall submit the Price Schedules for Goods and
Related Services, according to their origin as appropriate, using
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14. Alternative
Bids

15. Bid Prices
and
Discounts

141

151

15.2

15.3

154

15.5

15.6

the forms furnished in Section IV, Bidding Forms

Unless otherwise specified in the BDS, alternative bids shall not
be considered.

The prices and discounts quoted by the Bidder in the Bid
Submission Form and in the Price Schedules, shall conform to
the requirements specified below.

All lots and items must be listed and priced separately in the
Price Schedules.

The price to be quoted in the Bid Submission Form shall be the
total price of the bid, excluding any discount offered.

The Bidder shall quote any unconditional discount and indicate
the method for their application in the Bid Submission Form.

The terms EXW, CIP, CIF and other similar terms shall be
governed by the rules prescribed in the current edition of
Incoterms, published by The International Chamber of
Commerce, as specified in the BDS.

Prices shall be quoted as specified in each Price Schedule included in
Section 1V, Bidding Forms. The disaggregation of price components is
required solely for the purpose of facilitating the comparison of Bids
by the Purchaser. This shall not in any way limit the Purchaser’s right
to contract on any of the terms offered. In quoting prices, the Bidder
shall be free to use transportation through the carriers registered in any
eligible country. Similarly, the Bidder may obtain insurance services
from any eligible country. Prices shall be entered in the following
manner:

(i)  the price of the goods quoted EXW (ex-works, ex-factory,
ex warehouse, ex showroom, or off-the-shelf, as applicable),
including all customs duties already paid or payable on the
components and raw material used in the manufacture or
assembly of goods quoted ex works or ex-factory, or on the
previously imported goods of foreign origin quoted ex-
warehouse, ex-showroom, or off-the-shelf;

(i) VAT payable on the Goods if the Contract is awarded to the
Bidder; and

(iif)  the total price for the item.

(iv) For Related Services whenever such Related Services are
specified in the Schedule of Requirements the cost in
Namibian Dollars of each item comprising the Related
Services; inclusive of custom duties and VAT, payable
on the Related Services, if the Contract is awarded to the
Bidder.
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16.

17.

18.

19.

Currencies
of Bid

Documents
Establishing
the
Eligibility of
the Bidder

Documents
Establishing
the
Eligibility of
the Goods
and Related
Services

Documents
Establishing
the
Conformity
of the Goods
and Related
Services

15.7

15.8

16.1

171

18.1

19.1

19.2

Prices quoted by the Bidder shall be fixed during the Bidder’s
performance of the Contract and not subject to variation on any
account in respect of changes in production cost, unless otherwise
specified in the BDS. A Bid submitted with an adjustable price
quotation in this respect shall be treated as non-responsive and
shall be rejected, pursuant to ITB Clause 31. However, if in
accordance with the BDS, prices quoted by the Bidder shall be
subject to adjustment during the performance of the Contract, a
bid submitted with a fixed price quotation shall not be rejected,
but the price adjustment shall be treated as zero.

If so indicated in ITB Sub-Clause 1.1, bids are being invited for
individual contracts (lots) or for any combination of contracts
(packages). Unless otherwise specified in the BDS, prices
quoted shall correspond to 100 % of the items specified for each
lot and to 100% of the quantities specified for each item of a lot.
Bidders wishing to offer any price reduction (discount) for the
award of more than one Contract shall specify the applicable
price reduction in accordance with ITB Sub-Clause 15.4
provided the bids for all lots are submitted and opened at the
same time.

The Bidder shall quote in Namibian dollars as specified in the
BDS.

To establish their eligibility in accordance with ITB Clause 5,
Bidders shall complete the Bid Submission Form, included in
Section 1V: Bidding Forms

To establish the eligibility of the Goods and Related Services in
accordance with ITB Clause 6, Bidders shall complete the
country of origin declarations in the Price Schedule Forms,
included in Section IV, Bidding Forms.

To establish the conformity of the Goods and Related Services to
the Bidding Documents, the Bidder shall furnish as part of its
Bid the documentary evidence that the Goods conform to the
technical specifications and standards specified in Section V,
Schedule of Requirements.

The documentary evidence may be in the form of literature,
drawings or data, and shall consist of a detailed item by item
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20. Documents
Establishing
the
Quialificatio
ns of the
Bidder

19.3

19.4

20.1

description of the essential technical and performance
characteristics of the Goods and Related Services, demonstrating
substantial responsiveness of the Goods and Related Services to
the technical specification, and if applicable, a statement of
deviations and exceptions to the provisions of the Schedule of
Requirements.

The Bidder shall also furnish a list giving full particulars,
including available sources and current prices of spare parts,
special tools, etc., necessary for the proper and continuing
functioning of the Goods during the period specified in the BDS
following commencement of the use of the goods by the
Purchaser.

Standards for workmanship, process, material, and equipment, as
well as references to brand names or catalogue numbers
specified by the Purchaser in the Schedule of Requirements, are
intended to be descriptive only and not restrictive. The Bidder
may offer other standards of quality, brand names, and/or
catalogue numbers, provided that it demonstrates, to the
Purchaser’s satisfaction, that the substitutions ensure substantial
equivalence or are superior to those specified in the Schedule of
Requirements.

The documentary evidence of the Bidder’s qualifications to
perform the contract if its bid is accepted shall establish to the
Purchaser’s satisfaction that:

(@) if required in the BDS, a Bidder that does not manufacture
or produce the Goods it offers to supply shall submit the
Manufacturer’s Authorization using the form included in
Section 1V, Bidding Forms, to demonstrate that it has been
duly authorized by the manufacturer or producer of the Goods
to supply these Goods in Namibia;

(b) if required in the BDS, the Bidder is equipped and able to
carry out the Supplier’s maintenance, repair and spare
parts-stocking obligations prescribed in the Conditions of
Contract and/or Technical Specifications; and

(c) the Bidder meets each of the qualification criterion
specified in Section 1ll, Evaluation and Qualification
Criteria.
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21. Period of 21.1
Validity of
Bids

21.2

21.3

22. Bid Security 22.1

22.2

22.3

Bids shall remain valid for the period specified in the BDS after
the bid submission deadline date prescribed by the Purchaser. A
bid valid for a shorter period shall be rejected by the Purchaser
as non-responsive.

In exceptional circumstances, prior to the expiration of the bid
validity period, the Purchaser may request bidders to extend the
period of validity of their bids. The request and the responses
shall be made in writing. If a Bid Security is requested in
accordance with ITB Clause 22, it shall also be extended for a
corresponding period. A Bidder may refuse the request without
forfeiting its Bid Security. A Bidder granting the request shall
not be required or permitted to modify its bid, except as provided
in ITB Sub-Clause 21.3.

In the case of fixed price contracts, if the award is delayed by a
period exceeding sixty (60) days beyond the expiry of the initial
bid validity, the Contract price shall be adjusted as specified in
the request for extension. Bid evaluation shall be based on the
Bid Price without taking into consideration the above correction.

The Bidder shall either furnish as part of its bid, a Bid Security
or subscribe to a Bid Securing Declaration in the Bid Submission
Form as specified in the BDS.

The Bid Securing Declaration shall be in the form of a signed
subscription in the Bid Submission Form.

The Bid Security shall be in the amount/percentage specified in
the BDS and denominated in Namibian dollars, and shall:

(@) beissued by a commercial bank operating in Namibia.

(b) be substantially in accordance with the forms of Bid
Security included in Section 1V, Bidding Forms;

(c) be payable promptly upon written demand by the Purchaser
in case the conditions listed in ITB Clause 22.6 are
invoked;

(d) be submitted in its original form; copies will not be
accepted,

(e) remain valid for a period of 30 days beyond the validity
period of the bids, as extended, if applicable, in accordance
with ITB Clause 21.2;

22.4 Any bid not accompanied by an enforceable and substantially
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compliant Bid Security or not containing a subscription to a Bid
Securing Declaration in the Bid Submission Form, if required, in
accordance with ITB 22.1, shall be rejected by the Purchaser as
nonresponsive.

22.5 The Bid Security of unsuccessful Bidders shall be returned as
promptly as possible upon the successful Bidder’s furnishing of
the Performance Security pursuant to ITB Clause 45.

22.6 The Bid Security shall be forfeited or the Bid Securing
Declaration executed:

(@) if a Bidder withdraws its bid during the period of bid
validity specified by the Bidder on the Bid Submission
Form, except as provided in ITB Sub-Clause 21.2; or

(b) if a Bidder refuses to accept a correction of an error
appearing on the face of the Bid; or

(c) if the successful Bidder fails to: sign the Contract in
accordance with ITB 44; or furnish a performance security
in accordance with ITB 45;

22.7 The Bid Security or Bid- Securing Declaration of a Joint Venture
(JV) must be in the name of the JV that submits the bid. If the JV
has not been legally constituted at the time of bidding, the Bid
Security or Bid-Securing Declaration shall be in the names of all
future partners as named in the letter of intent mentioned in
Section IV “Bidding Forms,” Bidder Information Form Item 7.

22.8 If a bid securing declaration is required in the BDS, and

(@) a Bidder withdraws its bid during the period of bid validity
specified by the Bidder on the Letter of Bid Form, except
as provided in ITB 20.2;

(b) a Bidder refuses to accept a correction of an error
appearing on the face of the Bid; or

(c) the successful Bidder fails to: sign the Contract in
accordance with ITB 44; or furnish a performance security
in accordance with ITB 45.

the bidder may be disqualified by the Review Panel to be
awarded a contract by any Public Entity for a period of time.

23. Formatand 23.1 The Bidder shall prepare one original of the documents
Signing of comprising the bid as described in ITB Clause 12 and clearly
Bid mark it “ORIGINAL.” In addition, the Bidder shall submit copies
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24. Submission,
Sealing and
Marking of
Bids

25. Deadline for
Submission

23.2

23.3

24.1

24.2
(@)
(b)

(©

(d)

24.3

25.1

of the bid, in the number specified in the BDS and clearly mark
them “Copy.” In the event of any discrepancy between the
original and the copies, the original shall prevail.

The original and all copies of the bid shall be typed or written in
indelible ink and shall be signed by a person duly authorized to
sign on behalf of the Bidder.

Any interlineation, erasure, or overwriting shall be valid only if
it is signed or initialed by the person signing the Bid.

D. Submission and Opening of Bids

Bidders may always submit their bids by mail or by hand. When
so specified in the BDS, bidders shall have the option of
submitting their bids electronically.

(@) Bidders submitting bids by mail or by hand, shall enclose
the original and each copy of the Bid, including alternative
bids, if permitted in accordance with ITB Clause 14, in
separate sealed envelopes, duly marking the envelopes as
“ORIGINAL” and “CopY.” These envelopes containing the
original and the copies shall then be enclosed in one single
envelope. The rest of the procedure shall be in accordance
with ITB sub-Clauses 24.2 and 24.3.

(b) Bidders submitting bids electronically shall follow the
electronic bid submission procedures specified in the
BDS.

The inner and outer envelopes shall:
bear the name and address of the Bidder;

be addressed to the Purchaser in accordance with ITB Sub-
Clause 25.1;

bear the specific identification of this bidding process indicated
in ITB 1.1 and any additional identification marks as specified
in the BDS, and

bear a warning not to open before the time and date for bid
opening, in accordance with ITB Sub-Clause 28.1.

If all envelopes are not sealed and marked as required, the
Purchaser will assume no responsibility for the misplacement or
premature opening of the bid.

Bids must be received by the Purchaser at the address and not
later than the date and time specified in the BDS.
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of Bids 25.2

26. Late Bids 26.1

27. Withdrawal, 27.1
Substitution,
and
Modificatio
n of Bids

27.2

27.3

28. Bid Opening 28.1

28.2

The Purchaser may, at its discretion, extend the deadline for the
submission of bids by amending the Bidding Documents in
accordance with ITB Clause 9, in which case all rights and
obligations of the Purchaser and Bidders previously subject to
the deadline shall thereafter be subject to the deadline as
extended.

The Purchaser shall not consider any bid that arrives after the
deadline for submission of bids, in accordance with ITB Clause
25. Any bid received by the Purchaser after the deadline for
submission of bids shall be declared late, rejected, and returned
unopened to the Bidder.

A Bidder may withdraw, substitute, or modify its Bid after it has
been submitted by sending a written notice in accordance with
ITB Clause 24, duly signed by an authorized representative, and
shall include a copy of the authorization (the power of attorney)
in accordance with ITB Sub-Clause 23.2, (except that no copies
of the withdrawal notice are required). The corresponding
substitution or modification of the bid must accompany the
respective written notice. All notices must be:

(@ submitted in accordance with ITB Clauses 23 and 24
(except that withdrawal notices do not require copies), and
in addition, the respective envelopes shall be clearly
marked “WITHDRAWAL,” “SUBSTITUTION,” or
“MODIFICATION;” and

(b) received by the Purchaser prior to the deadline prescribed
for submission of bids, in accordance with ITB Clause 25.

Bids requested to be withdrawn in accordance with ITB Sub-
Clause 27.1 shall be returned unopened to the Bidders.

No bid may be withdrawn, substituted, or modified in the
interval between the deadline for submission of bids and the
expiration of the period of bid validity specified by the Bidder on
the Bid Submission Form or any extension thereof.

The Purchaser shall conduct the bid opening in the presence of
the Bidders’ representatives who choose to attend at the address,
date and time specified in the BDS. Any specific electronic bid
opening procedures required if electronic bidding is permitted in
accordance with ITB Sub-Clause 24.1 shall be as specified in
the BDS.

First, envelopes marked “WITHDRAWAL” shall be opened and
read out and the envelope with the corresponding bid shall not
be opened, but returned to the Bidder. No bid withdrawal shall
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29. Confidential
ity

28.3

28.4

29.1

be permitted unless the corresponding withdrawal notice
contains a valid authorization to request the withdrawal and is
read out at bid opening. Next, envelopes marked
“SUBSTITUTION” shall be opened and read out and exchanged
with the corresponding Bid being substituted, and the
substituted Bid shall not be opened, but returned to the Bidder.
No Bid substitution shall be permitted unless the corresponding
substitution notice contains a valid authorization to request the
substitution and is read out at bid opening. Envelopes marked
“MODIFICATION” shall be opened and read out with the
corresponding Bid. No Bid modification shall be permitted
unless the corresponding modification notice contains a valid
authorization to request the modification and is read out at Bid
opening. Only envelopes that are opened and read out at Bid
opening shall be considered further.

All other envelopes shall be opened one at a time, reading out:
the name of the Bidder; the Bid Price(s), including any discounts
and alternative bids and indicating whether there is a
modification; the presence of a bid security or the subscription
with respect to the Bid Securing Declaration in the Bid
Submission Form, if required; and any other details as the
Purchaser may consider appropriate. Only discounts and
alternative offers read out at bid opening shall be considered for
evaluation. No bid shall be rejected at bid opening except for late
bids, in accordance with ITB 26.1.

The Purchaser shall prepare a record of the Bid opening that
shall include, as a minimum: the name of the Bidder and whether
there is a withdrawal, substitution, or modification; the Bid Price,
per lot if applicable, including any discounts, and alternative
offers if they were permitted; and the presence or absence of a
Bid Security, if one was required. The Bidders’ representatives
who are present shall be requested to sign the record. The
omission of a bidder’s signature on the record shall not invalidate
the contents and the effect of the record. A copy of the record
shall be distributed, upon request, to all Bidders who submitted
bids in time; and posted on line when electronic bidding is
permitted.

E. Evaluation and Comparison of Bids

Information relating to the examination, evaluation, comparison,
and post-qualification of bids, and recommendation of contract
award, shall not be disclosed to bidders or any other persons not
officially concerned with such process until publication of the
Contract Award.
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29.2

29.3

30. Clarification 30.1

of Bids

31. Responsiven
ess of Bids

31.1

31.2

31.3

32. Nonconform 32.1

ities, Errors,
and
Omissions

32.2

Any effort by a Bidder to influence the Purchaser in the
examination, evaluation, comparison, and post-qualification of
the bids or contract award decisions may result in the rejection of
its Bid.

Notwithstanding ITB Sub-Clause 29.2, from the time of bid
opening to the time of Contract Award, if any Bidder wishes to
contact the Purchaser on any matter related to the bidding
process, it should do so in writing.

To assist in the examination, evaluation, comparison and post-
qualification of the bids, the Purchaser may, at its discretion, ask
any Bidder for a clarification of its Bid. Any clarification
submitted by a Bidder in respect to its Bid and that is not in
response to a request by the Purchaser shall not be considered.
The Purchaser’s request for clarification and the response shall
be in writing. No change in the prices or substance of the Bid
shall be sought, offered, or permitted, except to confirm the
correction of arithmetic errors discovered by the Purchaser in the
Evaluation of the bids, in accordance with ITB Clause 32.

The Purchaser’s determination of a bid’s responsiveness is to be
based on the contents of the bid itself.

A substantially responsive Bid is one that conforms to all the
terms, conditions, and specifications of the Bidding Documents
without material deviation, reservation, or omission. A material
deviation, reservation, or omission is one that:

(@) affects in a substantial way the scope, quality, or
performance of the Goods and Related Services specified
in the Contract; or

(b) limits in a substantial way, inconsistent with the Bidding
Documents, the Purchaser’s rights or the Bidder’s
obligations under the Contract; or

(c) if rectified, would unfairly affect the competitive position
of other bidders presenting substantially responsive bids.

If a bid is not substantially responsive to the Bidding
Documents, it shall be rejected by the Purchaser and may not
subsequently be made responsive by the Bidder by correction of
the material deviation, reservation, or omission.

Provided that a Bid is substantially responsive, the Purchaser
may waive any non-conformities or omissions in the Bid that do
not constitute a material deviation.

Provided that a bid is substantially responsive, the Purchaser may
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32.3

33. Preliminary  33.1

Examinatio
n of Bids

34. Examinatio
n of Terms
and
Conditions;
Technical

33.2

34.1

request the Bidder to submit the necessary information or
documentation, within a reasonable period of time, or to rectify
nonmaterial nonconformities or omissions in the bid relating to
documentation requirements. Such omission shall not be related
to any aspect of the price of the Bid. Failure of the Bidder to
comply with the request may result in the rejection of its Bid.

Provided that the Bid is substantially responsive, the Purchaser
shall correct arithmetical errors on the following basis:

(a) if there is a discrepancy between the unit price and the line
item total that is obtained by multiplying the unit price by
the quantity, the unit price shall prevail and the line item
total shall be corrected, unless in the opinion of the
Purchaser there is an obvious misplacement of the decimal
point in the unit price, in which case the line item total as
quoted shall govern and the unit price shall be corrected;

(b) if there is an error in a total corresponding to the addition
or subtraction of subtotals, the subtotals shall prevail and
the total shall be corrected; and

(c) if there is a discrepancy between words and figures, the
amount in words shall prevail, unless the amount expressed
in words is related to an arithmetic error, in which case the
amount in figures shall prevail subject to (a) and (b) above.

The Purchaser shall examine the bids to confirm that all
documents and technical documentation requested in ITB Clause
12 have been provided, and to determine the completeness of
each document submitted.

The Purchaser shall confirm that the following documents and
information have been provided in the Bid. If any of these
documents or information is missing, the offer shall be rejected.

(@) Bid Submission Form, in accordance with ITB Sub-Clause
13.1;

(b) Price Schedules, in accordance with ITB Sub-Clause 13.2;

(c) Bid Security or Bid Securing Declaration, in accordance
with ITB Clause 22, if applicable.

The Purchaser shall examine the Bid to confirm that all terms
and conditions specified in the GCC and the SCC have been
accepted by the Bidder without any material deviation or
reservation.
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Evaluation

35. Margin of
Preference

36. Evaluation
of Bids

34.2

34.3

351

36.1

36.2

36.3

36.4

The Purchaser shall evaluate the technical aspects of the Bid
submitted in accordance with ITB Clause 19, to confirm that all
requirements specified in Section V, Schedule of Requirements
of the Bidding Documents have been met without any material
deviation or reservation.

If, after the examination of the terms and conditions and the
technical evaluation, the Purchaser determines that the Bid is not
substantially responsive in accordance with ITB Clause 31, it
shall reject the Bid.

Margin of preference shall not be a factor in bid evaluation,
unless otherwise specified in the BDS.

The Purchaser shall evaluate each bid that has been determined,
up to this stage of the evaluation, to be substantially responsive.

To evaluate a Bid, the Purchaser shall use only the factors,
methodologies and criteria defined in ITB Clause 36. No other
criteria or methodology shall be permitted.

To evaluate a Bid, the Purchaser shall consider the following:

(@) evaluation to be done for Items or Lots, as specified in the
BDS; and the Bid Price as quoted in accordance with
clause 15;

(b) price adjustment for correction of arithmetic errors in
accordance with ITB Sub-Clause 32.3;

(c) price adjustment due to discounts offered in accordance
with ITB Sub-Clause 15.4;

(d) adjustments due to the application of the evaluation criteria
specified in the BDS from amongst those set out in
Section |11, Evaluation and Qualification Criteria;

(e) adjustments due to the application of a margin of
preference, in accordance with ITB Clause 36 if applicable.

() The Purchaser’s evaluation of a bid will take into account:

(i) in the case of Goods offered from within Namibia, all
taxes but excluding VAT payable on the Goods if the
Contract is awarded to the Bidder;

(i) in the case of Goods offered from outside Namibia,
customs duties applicable in and payable on the Goods if
the Contract is awarded to the Bidder; and

(iii) transport and other costs for the goods to reach its final
destination.



Section | Instructions to Bidders

23

37. Comparison
of Bids

38. Post-
qualification
of the
Bidder

36.5

36.6

37.1

38.1

38.2

38.3

38.4

(b) The Purchaser’s evaluation of a bid will not take into account any
allowance for price adjustment during the period of performance
of the Contract, if provided in the Bid.

The Purchaser’s evaluation of a bid may require the
consideration of other factors, in addition to the Bid Price
quoted in accordance with ITB Clause 15. These factors may
be related to the characteristics, performance, and terms and
conditions of purchase of the Goods and Related Services. The
effect of the factors selected, if any, shall be expressed in
monetary terms to facilitate comparison of bids, unless
otherwise specified in Section 111, Evaluation and Qualification
Criteria. The factors, methodologies and criteria to be used
shall be as specified in ITB 36.3 (d).

If so specified in the BDS, these Bidding Documents shall
allow Bidders to quote separate prices for one or more lots, and
shall allow the Purchaser to award one or multiple lots to more
than one Bidder. The methodology of evaluation to determine
the lowest-evaluated lot combinations is specified in Section 11,
Evaluation and Qualification Criteria.

The Purchaser shall compare all substantially responsive bids to
determine the lowest-evaluated bid, in accordance with ITB
Clause 36.

The Purchaser shall determine to its satisfaction whether the
Bidder that is selected as having submitted the lowest evaluated
and substantially responsive bid is qualified to perform the
Contract satisfactorily.

The determination shall be based upon an examination of the
documentary evidence of the Bidder’s qualifications submitted
by the Bidder, pursuant to ITB Clause 20.

An affirmative determination shall be a prerequisite for award of
the Contract to the Bidder. A negative determination shall result
in disqualification of the bid, in which event the Purchaser shall
proceed to the next lowest evaluated bid to make a similar
determination of that Bidder’s capabilities to perform
satisfactorily.

Notwithstanding anything stated above, the Purchaser reserves
the right to assess the Bidder’s capabilities and capacity to
execute the Contract satisfactorily before deciding on award.
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39.1

40.1

41.1

42.1

42.2

The Purchaser reserves the right to accept or reject any bid, and
to annul the bidding process and reject all bids at any time prior
to contract award, without thereby incurring any liability to
Bidders.

F. Award of Contract

The Purchaser shall award the Contract to the Bidder whose
offer has been determined to be the lowest evaluated bid and is
substantially responsive to the Bidding Documents, provided
further that the Bidder is determined to be qualified to perform
the Contract satisfactorily.

At the time the Contract is awarded, the Purchaser reserves the
right to increase or decrease the quantity of Goods and Related
Services originally specified in Section V, Schedule of
Requirements, provided this does not exceed the percentages
specified in the BDS, and without any change in the unit prices
or other terms and conditions of the bid and the Bidding
Documents.

Prior to the expiration of the period of bid validity, the Purchaser
shall, notify the selected bidder of the proposed award and
accordingly notify unsuccessful bidders. Subject to any
application for review, the Purchaser shall notify the selected
Bidder, in writing, by a Letter of Acceptance for award of
contract. The Letter of Acceptance shall specify the sum that the
Purchaser will pay the Supplier in consideration of the execution
and completion of the Contract (hereinafter and in the
Conditions of Contract and Contract Forms called “the Contract
Price”). Within seven days from the issue of the notification of
award, the Purchaser shall publish on the Public Procurement
Portal (www.mof.gov.na/procurement-policy-unit) and the
Purchaser’s website, the results of the Bidding Process
identifying the bid and lot numbers and the following
information:

(i) name of the successful Bidder, and the Price it offered, as
well as the duration and summary scope of the contract
awarded; and

(i) an executive summary of the Bid Evaluation Report

Until a formal Contract is prepared and executed, the letter of
Acceptance shall constitute a binding Contract.

43.1 Promptly after issue of the notification of award, the Purchaser
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Contract

44. Performanc
e Security

45. Debriefing

43.2

43.3

44.1

44.2

46.1

shall send the successful Bidder the Agreement and the Special
Conditions of Contract.

Within thirty (30) days of the award, the successful Bidder shall
sign, date, and return it to the Purchaser.

Notwithstanding ITB 43.2 above, in case signing of the Contract
Agreement is prevented by any export restrictions attributable to
the Purchaser, to Namibia, or to the use of the products/goods,
systems or services to be supplied, where such export restrictions
arise from trade regulations from a country supplying those
products/goods, systems or services, the Bidder shall not be
bound by its bid, always provided, however, that the Bidder can
demonstrate to the satisfaction of the Purchaser that signing of
the Contact Agreement has not been prevented by any lack of
diligence on the part of the Bidder in completing any formalities,
including applying for permits, authorizations and licenses
necessary for the export of the products/goods, systems or
services under the terms of the Contract.

Within thirty (30) days of the award, the successful Bidder, if
required, shall furnish the Performance Security in accordance
with the GCC, using for that purpose the Performance Security
Form included in Section VIII Contract forms, or another Form
acceptable to the Purchaser. The Purchaser shall promptly notify
the name of the winning Bidder to each unsuccessful Bidder and
discharge the Bid Securities of the unsuccessful bidders pursuant
to ITB Sub-Clause 22.5

Failure of the successful Bidder to submit the above-mentioned
Performance Security or sign the Contract shall lead to the
annulment of the award and forfeiture of the Bid Security or
execution of the Bid-Securing Declaration. In that event the
Purchaser may award the Contract to the next lowest evaluated
Bidder, whose offer is substantially responsive and is determined
by the Purchaser to be qualified to perform the Contract
satisfactorily.

The Purchaser shall promptly attend to all debriefing for the
contract made in writing and within 30 days from the date of the
publication of the award or date the unsuccessful bidders are
informed about the award.
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Section Il. Bidding Data Sheet (BDS)

The following specific data for the goods to be procured shall complement, supplement, or
amend the provisions in the Instructions to Bidders (ITB). Whenever there is a conflict, the
provisions herein shall prevail over those in ITB.

ITB Clause
Reference

A. General

ITB1.1

The Purchaser is: National Planning Commission

The name and identification number of the Procurement are: Supply and
Delivery of Stationeries to National Planning Commission
for the period of two (2) years

Identification number: G/ONB/26-03/2022/23

The Invitation for Bids has been issued through an Open national bidding
procedure.

The name of the Project is: Supply and Delivery of Stationeries to
National Planning Commission

ITB2.1

The Funding Agency is: National Planning Commission

ITB3.1

(@) The address to file application for review is:

The Review Panel
Private Bag 13295
Windhoek
Namibia

ITB5.2

(a) Pre-qualifications have not been carried out.

ITB5.3

(a) Refer to Section III: Evaluation Criteria.

(b) Not Applicable

ITB 5.4

Joint VVentures are not allowed.
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ITB5.5

All the qualification criteria in Sub-Clause 5.5 applies with the following
additions:

Submit reference letters on Company letterheads from previous completed
or current contracts clients.

(a) Not Applicable

(b) The experience required to be demonstrated by the Bidder should
include a minimum of three (3) years relevant experience, evident
in the company profile.

(c) The essential equipment to be made available for the Contract by
the successful Bidder shall be: Not Applicable.

(e) Not Applicable

ITB5.6

Subcontracting is not allowed.

B. Contents of Bidding Documents

ITB8.1

For Clarification of bid purposes only, the Purchaser’s address is:

Attention: Sylvia Kaune

Address: Government Office Park, Luther Street
Town: Windhoek

Telephone: 061 283 4006

Request for Clarification should reach the Purchaser fourteen (14)
working days, excluding public holidays prior to the closing date for
submission of bids.

C. Preparation of Bids

ITB 12.1 (c)

(b)This authorization shall consist of written confirmation and shall be
attached to the bid. It may include a delegation of power by resolution
of the Board of a company or from the CEO, himself holding power
from the Board or from a Director being a shareholder of a company or
through a Power of Attorney.
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The name and position held by each person signing the authorization
must be typed or printed below the signature.

(©)In the case of Bids submitted by an existing or intended JV an
undertaking signed by all parties (i) stating that all parties shall be
jointly and severally liable, if so required in accordance with ITB 5.1,
and (i) nominating a Representative who shall have the authority to
conduct all business for and on behalf of any and all the parties of the
JV during the bidding process and, in the event the JV is awarded the
Contract, during contract execution.”]

Note: The power of Attorney or other written authorization to sign may be for a
determined period or limited to a specific purpose.

The Bidder shall submit the following additional documents in its bid:

ITB 12.1 (h)
1.Catalogue

ITB 14.1 Alternative Bids shall not be considered.

ITB 15.5 The Incoterms edition is: Incoterms 2010.

ITB 15.7 The prices quoted by the Bidder: shall be adjustable

ITB 15.8 Prices quoted for each lot shall correspond at least to % of the items
specified for each lot. Not applicable
Prices quoted for each item shall correspond at least to % of the quantities
specified for this item. Not Applicable

ITB 16.1 Bidders shall quote only in Namibian dollars on the basis of® either:
Prices subject to adjustment to the fluctuation in rate of exchange.

ITB 19.3 Period of time the Goods are expected to be functioning (for the purpose of
spare parts): Not applicable

ITB20.1(a) | Manufacturer’s authorization is required

ITB 20.1 (b) | After sales service is not required

ITB21.1 The bid validity period shall be 90 days.

6 Delete as appropriate
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ITB 22.1 The Bidder shall subscribe to a Bid Securing Declaration by signing the
Bid Submission Form containing the provision with regard thereto.
ITB 22.3 The amount of the Bid Security shall be not applicable
ITB 22.8 If a bid securing declaration is required and the Bidder incurs any of the
actions prescribed in subparagraphs (a) to (c) of this provision, the Bidder
may be declared ineligible to be awarded contracts by the Government of
Namibia for a period of time (not exceeding 5 years) to be determined by
the Review Panel.
ITB 23.1 In addition to the original of the bid, the number of copies is: one copy
D. Submission and Opening of Bids
ITB 24.1 Bidders shall not have the option of submitting their bids electronically.
ITB 24.1 (b) | If bidders shall have the option of submitting their bids electronically, the
electronic bidding submission procedures shall be Not applicable
ITB 24.2 (c) | The inner and outer envelopes shall bear the following additional
identification marks:
Name : Supply and Delivery of Stationeries to National
Planning Commission for the period
Reference Number G/ONB/26-03/2022/23
ITB 25.1 For bid submission purposes, the Purchaser’s address is:
To: National Planning Commission
Address:
Town: Windhoek, Government Office Park, Luther Street
Telephone: 061 283 4172/4158
Reference number: G/ONB/26-03/2022/23
1 Floor, Room 104C
The deadline for the submission of bids is:
Date: 24 April 2023
Time: 11:00
ITB 28.1 The bid opening shall take place at:

National Planning Commission
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Street Address: Windhoek, Government Office Park, Luther Street
Floor/ Room number: 1% Floor, Room 104C

City: Windhoek

Date: 24 April 2023

Time: 11:00

ITB 28.1

If electronic bid submission is permitted in accordance with ITB sub-
clause 24.1, the specific bid opening procedures shall be: Not applicable

E. Evaluation and Comparison of Bids

ITB35.1

A margin of preference shall be applicable to local Domestic Suppliers as
indicated in Section I11.

ITB 36.3(a)

Evaluation will be done for

“Bids will be evaluated for each item and the Contract will comprise
the item(s) awarded to the successful Bidder” .

ITB 36.3(d)

The adjustments shall be determined using the following criteria, from
amongst those set out in Section 111, Evaluation and Qualification Criteria:
[refer to Schedule 111, Evaluation and Qualification Criteria; insert
complementary details if necessary]

@) Deviation in Delivery schedule: No
(b) Deviation in payment schedule: No

(©) the cost of major replacement components, mandatory spare parts,
and service: not applicable

(d) the availability in Namibia of spare parts and after-sales services for
the equipment offered in the bid not applicable

(e) the projected operating and maintenance costs during the life of the
equipment not applicable

)] the performance and productivity of the equipment offered: not
applicable.

ITB 36.6

Bidders shall not be allowed to quote separate prices for one or more lots.
Not applicable

F. Award of Contract

ITB41.1

The maximum percentage by which quantities may be increased or
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decreased is: 10 %.
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Section I11. Evaluation and Qualification
Criteria

This Section complements the Instructions to Bidders. It contains the criteria that the Public

Contents
1. Evaluation Criteria (ITB 36.3 (d))
Preliminary Administrative Evaluation of Bids Comply Not
Comply

Bidder has submitted the duly filled in, signed, stamped, and dated Bid Submission Sheet
Form;

Bidder submitted written statement by a power of attorney (or notary statement, etc proving
that

the person, who signed the bid on behalf of the company/joint venture/consortium, is duly
authorized to do so (ITB Sub-clause)

Original and all copies of the bid are typed or written in indelible ink and signed by a persof
duly authorized to sign on behalf of the Bidder (ITB 13.1(f)(7) Sub-clause )

All pages of the bid, except for non-amended printed descriptive literature, are signed or
initialled by the person signing the bid (ITB Clause )

Bid is written in English language (ITB Clause)

Offered period of validity of the bid is in line with the period stipulated in ITB Sub-clause

Obligatory documents (Legal admissibility) Comply  Not Comply

Bidder has submitted a copy of company Registration Certificate

Bidder has submitted Valid trade license indicating the stream of business in which the
company is engaged and is it related to the procurement activity

Bidder has an original valid/certified copy by the Namibian Police or Commission of
Oath of Good Standing Tax Certificate

Bidder has an original valid/certified copy by the Namibian Police or Commission of
Oath of Good Standing Social Security Certificate;

Bidder 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
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Is 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 thereof been signed;

Signed Bid Securing Declaration

VAT registration certificate by NaMRA

Post qualification Requirements (ITB 38.2)

Company profile and experiences

Company Profile with insight of activities for the supply and delivery of Stationeries (5
marks)

Experience in supply and delivery of Stationeries that are comparable in size and
requirements of the National Planning Commission
(4 years experience: 10 marks, more than 4 years and above:15 Marks)

Client references similar to the supply and delivery of Stationeries : (Less than three
reference: 5marks, more than three refences and above 10 marks

Marks: 30

Logistics

Details how the company intend to deliver the stationeries upon request.

5 marks

Attach Company Financial Statement for the year 2021-2022, to dertemine whether the
company is able to supply.

10

Manufacture Authorisation to supply stationeries

Total marks

50

1. Margin of Preference

100% Namibian owned company
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Section IV. Bidding Forms

Table of Forms

Bidder INfOrmation FOIM .........ooiiiiiiiee e e
Joint Venture Partner INformation FOIM ..o
Bid SUDMISSION FOFIM ..ot bbbttt bbb reanes
Bid Security (Bank GUANANTER) .........coiiiiiiieieiee ettt
Bid Securing Declaration.......ccoevieviiiiieiiiiiieiiieiiiiiieieriiieierieciietieciaciecsasssccnasesns
Witten undertaking in terms of section 138 of the Labour Act......ccoeeviiniieiieiiininnnnne
PrICE SCREAUIR : ..o bbbttt bbbt e reanes
Price and Completion Schedule - Related SErviCes ...
Manufacturer’s AUtROTIZAtION .............cccooiiiiiiiiii s

Cost Structure for Value Added Calculation per Product.............cocooviiinieninineninesee



Section VII: Special Conditions of Contract 48

Bidder Information Form

[The Bidder shall fill in this Form in accordance with the instructions indicated below. No
alterations to its format shall be permitted and no substitutions shall be accepted.]

Procurement NO.:--==-========mmmmmmm oo oo -=mene-

1. Bidder’s Legal Name ----------------mmnmmmmmen o

2. In case of JV, legal name of each party: [insert legal name of each party in JV]

3. Bidder’s actual or intended Country of Registration: [insert actual or intended Country of
Registration]

4. Bidder’s Year of Registration: [insert Bidder’s year of registration]

5. Bidder’s Legal Address in Country of Registration: [insert Bidder’s legal address in
country of registration]

6. Bidder’s Authorized Representative

Name: [insert Authorized Representative’s name]

Address: [insert Authorized Representative’s Address]

Telephone/Fax numbers: [insert Authorized Representative’s telephone/fax numbers]
Email Address: [insert Authorized Representative’s email address]

7. Attached are copies of original documents of: [check the box(es) of the attached original
documents]

] Articles of Incorporation or Registration of firm named in 1, above, in accordance with
ITB Sub-Clauses 5.1 and 5.2.

[ In case of JV, letter of intent to form JV or JV agreement, in accordance with ITB Sub-
Clause 5.1.

] In case of government owned entity from Namibia, documents establishing legal and

financial autonomy and compliance with commercial law, in accordance with ITB Sub-
Clause 5.5.




Section VII: Special Conditions of Contract 48

Joint Venture Partner Information Form

[The Bidder shall fill in this Form in accordance with the instructions indicated below].
Date: [insert date (as day, month and year) of Bid Submission]
Procurement No.: [insert reference number of bidding process]

1. Bidder’s Legal Name: ........c.ooiiiiiiii i e,

2. JV’s Party legal name: ............ooe ittt it e e e e e e e e e e e e e s

3. JV’s Party Country of RegiStration: ..........c..ccouet et iesves e ce et it e e e eee een e

4. JV’s Party Year of Registration: ...........cccco oo ieriiie s et et e vt e

5. IV’s Party Legal Address n Country of Registration:

6. JV’s Party Authorized Representative
AUIESS: ... ...

Telephone/Fax numbers: [insert telephone/fax numbers of JV’s Party authorized
representative]

7. Attached are copies of original documents of: [check the box(es) of the attached original
documents]

] Articles of Incorporation or Registration of firm named in 2, above, in accordance with
ITB Sub-Clauses 4.1 and 4.2.

] In case of government owned entity from Namibia, documents establishing legal and
financial autonomy and compliance with commercial law, in accordance with ITB Sub-
Clause 5.5.
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Bid Submission Form

[The Bidder shall fill in this Form in accordance with the instructions indicated. No
alterations to its format shall be permitted and no substitutions shall be accepted.]

To:

Date: ....coooei it et et e e e . ... OF Bid Submission]
Procurement Ref. NO.: ... coe et e e e e e e e e e e e
ARCINALIVE NO.. e e e e e e e e e e e e e e e e e

We, the undersigned, declare that:

(@)

(b)

(©)

We have examined and have no reservations to the Bidding Documents, including
Addenda NO. ... if applicable.

We offer to supply in conformity with the Bidding Documents and in accordance with
the Delivery Schedules specified in the Schedule of Requirements the following Goods
and Related Services [insert a brief description of the Goods and Related Services];

The total price of our Bid, excluding any discounts offered in item (d) below,

(d) The discounts offered and the methodology for their application are:

(€)

()

9)

Discounts. If our bid is accepted, the following discounts shall

Methodology of Application of the Discounts. The discounts shall be applied using
the following

Our bid shall be valid for the period of time specified in ITB Sub-Clause 21.1, from the
date fixed for the bid submission deadline in accordance with ITB Sub-Clause 25.1, and
it shall remain binding upon us and may be accepted at any time before the expiration
of that period,;

If our bid is accepted, we undertake to obtain a Performance Security in accordance
with ITB Clause 44 and GCC Clause 18 for the due performance of the Contract;

We, including any subcontractors or suppliers for any part of the contract, have
nationality from eligible countries [insert the nationality of the Bidder, including that of
all parties that comprise the Bidder, if the Bidder is a JV, and the nationality each
subcontractor and supplier]
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(h)
(i)

)

We have no conflict of interest in accordance with ITB Sub-Clause 5.2;

Our firm, its affiliates or subsidiaries—including any subcontractor or supplier for any
part of the contract—have not been declared ineligible by an international financing
agency such as the World Bank, African Development Bank or any other international
agency or under the Laws of Namibia or official regulations in accordance with ITB
Sub-Clause 5.3;

The following commissions, gratuities, or fees have been paid or are to be paid with
respect to the bidding process or execution of the Contract: [insert complete name of
each Recipient, its full address, the reason for which each commission or gratuity was
paid/ is payable and the amount and currency of each such commission or gratuity]

Name of Recipient Address Reason Amount

(If none has been paid or is to be paid, indicate “none.”

(K) We hereby confirm that we have read and understood the content of the Bid Securing

U]

(m)

Declaration attached herewith and subscribe fully to the terms and conditions contained
therein, if required. We understand that non-compliance to the conditions mentioned
may lead to disqualification.

We understand that this bid, together with your written acceptance thereof included in
your notification of award, shall constitute a binding contract between us, until a formal
contract is prepared and executed.

We understand that you are not bound to accept the lowest evaluated bid or any other
bid that you may receive.

Signed: [insert signature of person whose name and capacity are shown]
In the capacity of [insert legal capacity of person signing the Bid Submission Form]

Name: [insert complete name of person signing the Bid Submission Form]

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

Dated on day of , [insert date of signing]
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[This form is to be deleted if Bid Securing Deceleration is not applicable.] Appendix to Bid Submission Form

BID SECURING DECLARATION
(Section 45 of Act)

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

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

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

(@) 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;

(© 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.

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

YT LT oSS SRS STPSRSSN
[insert signature of person whose name and capacity are shown]

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

I =T =SSR
[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
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- JUSTICED
T R

Republic Of Namibia

N T

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

Vat NUIMDCT: ...

INdUStIY/SeCtOr: . e e
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2. PROCUREMENT DETAILS

Anticipated Contract DUration: ............oooeiviiiiiiiie i e s

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

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

[insert full name], OWNEr/representative
OF oo [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.

| 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.oovvvviiiiiiinniiiiinnne

Date: coveiiriitiitiirieteeteeenennceseascasene

=7 |

Please take note:
1. Alabour 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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|.Price Schedule Forms

[The Bidder shall fill in these Price Schedule Forms in accordance with the instructions
indicated. The list of line items in column 1 of the Price Schedules shall coincide with the
List of Goods and Related Services specified by the Purchaser in the Schedule of
Requirements.]
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COSTING SHEET FOR OFFICE STATIONARIES
1 2 3 4 5

Item Description of Goods and related Qty | Unitof | Unit/Price | Vat Expected Delivery
No. services measures Schedule
1 Binding plastic cover (frosted 0.18 mm) 1 each 5 days

2 Board paper Assorted (A4/80gsm/500 sheet per pack) |1 each 5 days

3 Board paper Assorted (A4160gsm/100 sheet per pack) | 1 each 5 days

4 Binding rings 6mm / 30 sheets 1 each 5 days

5 Binding rings 8mm / 50 sheets 1 each 5 days

6 Binding rings 10mm / 80 sheets 1 each 5 days

7 Binding rings 11mm / 100 sheets 1 each 5 days

8 Binding rings 12mm / 110 sheets 1 each 5 days

9 Binding rings 14mm / 130 sheets 1 each 5 days
10 |Binding rings 16mm / 150 sheets 1 each 5 days
11 |Binding rings 18mm / 160 sheets 1 each 5 days
12 |Binding rings 19mm / 170 sheets 1 each 5 days
13 | Binding rings 20mm / 180 sheets 1 each 5 days
14 | Binding rings 22mm / 200 sheets 1 each 5 days
15 |Binding slide binders 5mm 1 each 5 days
16 | Counter books (2 Quire, A4, 192 pages) 1 each 5 days
17 | Cube refill Assorted (100 x 100mm) 1 each 5 days
18 | Cello tape clear big 1 each 5 days
19 | Cello tape clear small 1 each 5 days
o0 | Cello tape packaging buff big 1 each 5 days
21 | Carbon film for handwriting (handifilm 205 blue) 1 each 5 days
29 | Calculators (Not scientific) 1 each 5 days
23 | Confidential label stickers 1 each 5 days
24 | Desktop Calculators Paper roll 1 each 5 days
ot | Desk Organizer | Pen Holder 1 each 5 days
26 | Examination pads 100 sheets 1 each 5 days
o7 | Eraser 1 each 5 days
og | File lever arch big A4 1 each 5 days
og | File lever arch small A4 1 each 5 days
30 |File pockets plastic (pkt of 100) 1 each 5 days
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31 | Film index stick’s note 1 each 5 days
32 | Flip chart papers 1 each 5 days
33 | Filedividers plain 1 each 5 days
34 |Filedividers 1-31 1 each 5 days
35 |File dividers A-Z 1 each 5 days
36 | File suspension 1 each 5 days
37 | Glue stick prit 40g 1 each 5 days
38 | Highlighters Assorted 1 each 5 days
39 |Laminating doc pouch (100 pcs/A4 216x303mm / 1 each 5 days
2x75 Total 150 Micro / Gloss
40 |Letter opener 1 each 5 days
41 | Lettertray 3 tier 1 each 5 days
42 | Pen ball point (Bic) (black) 1 each 5 days
43 | Pen ball point (Bic) (red) 1 each 5 days
44 | Pen ball point (Bic) (blue) 1 each 5 days
45 |Pencil HB 1 each 5 days
46 | Photocopy paper A4 Rotarim 1 each 5 days
47 | Paper clips large (33m) 100 clips 1 each 5 days
48 | Paper clips wavy gem clips (77m) (50 pcs) 1 each 5 days
49 | Paper cube holder 1 each 5 days
5o |Pencil sharpeners 1 each 5 days
51 | Pen purpil (pentel - Violet) 1 each 5 days
52 | Permanent markers (artline 70) fine point 1 each 5 days
53 |Prestik 100g (Bostick) 1 each 5 days
54 |Pins drawing (thumbs tacks) 1 each 5 days
55 |Punch H/duty 1 each 5 days
5g |Punchsmall 1 each 5 days
57 | Ring reinforcement 1 each 5 days
5g | Rubber band (No 77 /100g) 1 each 5 days
59 | Rubber band (No 69/1009) 1 each 5 days
60 |Rubber band (No 64/100g) 1 each 5 days
61 |Staplers 1 each 5 days
62 |Short hand note books 144 pages feint 1 each 5 days
63 |Staple remover light duty 1 each 5 days
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64 |Staple remover heavy duty 1 each 5 days
65 | Staple pin 26/6 1 each 5 days
66 | Scissors 1 each 5 days
67 | Urgent label stickers 1 each 5 days
68 | Confidential label stickers 1 each 5 days
69 |Secret label stickers 1 each 5 days
70 | White board markers 1 each 5 days
71 | White board cleaner 1 each 5 days
72 | Adaptor double adaptor 3 pin plug 1 each 5 days
73 | Adaptor 3 point and 2/2 point 1 each 5 days
74 | Long life rechargeable AAA (2 pack) 1 each 5 days
75 | Batteries 4 pack AA 1 each 5 days
76 | Batteries non rechargeable AAA (4 pack) 1 each 5 days
77 | Batteries AA 2 pack 1 each 5 days
78 | External hard drive 2TB 1 each 5 days
79 | Lead extension (5m) 1 each 5 days
g0 |Lead extension (10m) 1 each 5 days
g1 |Lead extension (50mm) 1 each 5 days
g2 | Multi plug 5 way (red) 1 each 5 days
g3 | Multi plug 8 way (white) 1 each 5 days
84 | Multi plug 9 way (white) 1 each 5 days
g5 | Photo frame A4 (sliver) 1 each 5 days
g6 |Attendance Register 1 each 5 days
g7 | Endorsing ink violet 1 each 5 days
gg | Fold back clips 25mm 1 each 5 days
g9 |NPC Golden file 1 each 5 days
90 |A4 hardcover assorted paper 1_ each 5 days

3

Total Unit Price (N$)

Total Vat (N$)
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Section V. Terms of Reference

Term of Reference

1.

Supply and delivery of office stationaries on request, (as per attached list). Other items
not listed may as well be requested upon need.

The successful bidder must ensure that enough back-up stationaries is kept readily
available in case of sudden shortage thereof.

A timely delivery of office stationaries (delivery should be done within minimum 5
working days from time of order)

Stationaries to be delivered should correspond with the description in the Order and
any applicable requirements.

Stationaries to be supplied should be of the highest quality and free from any defects.

The successful bidder must have the capacity and competency to supply and deliver
office stationaries to National Planning Commission office efficiently and effectively.

Delivery address;

Windhoek (Head Office)- Government Office Park, Luther Street
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Section VII. Special Conditions of Contract

The following Special Conditions of Contract (SCC) shall supplement and / or amend the
General Conditions of Contract (GCC). Whenever there is a conflict, the provisions herein
shall prevail over those in the GCC.

16. Terms of Payment

GCC16.1 Supply and delivery of stationaries to National
Planning Commission

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

(1))On Acceptance: The Contract Price of Goods received
shall be paid within 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.

(if) No advanced payment allowed.

(iii) Payment only to be done after the Purchaser received
all goods/services as requested.




