MINISTRY OF INDUSTRIALISATION AND TRADE

Request for Sealed Quotations
For Good

Supply and installation 36 000 Btu cassette ceiling air-conditioner and
Supply and installation 24 000 Btu wall air-conditioner

Procurement Reference No: G/RFSQ/19-21/2020

Private Bag 13340, Windhoek, Tel no: 061 2837116 & Fax no: 061 223528,

Date: 20 January 2021

NB: The bidder should ensure that each page of the document is initialled

o



1

Ministry of Industrialisation and Trade
Private bag 13340, Windhoek
Tel no: 061 2837111
Fax no: 061 223528

LETTER OF INVITATION

Procurement Reference No: G/RFSQ/19-21/2020

20 January 2021

Dear Sir / Madam

Request for Quotation for Supply and installation 36 000 Btu cassette ceiling air-conditioner and
Supply and installation 24 000 Btu wall air-conditioner.

The Ministry of Industrialisation and Trade invites you to submit your best quote for the items as
per specification attached.

Any resulting contract shall be subject to the terms and conditions referred to in the document,

Queries, if any, should be addressed to Mr, Lazarus Nyambali, Brendan Simbwaye Building,
C/NR Goethe and Dr Kenneth Kaunda Street, Tell No: 061 2837116

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,

?- _,\éls._d/
ermine Himarua

Head of Procurement Management Unit



SECTION I: INSTRUCTIONS TO BIDDERS

1. Rights of Public Entity
2. The Ministry of Industrialisation and Trade reserves the right:

(a) To split the contract as per the lowest evaluated cost per item, and

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

3. 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 II with its annex for Bid Securing Declaration
(b) The List of Goods and Price Schedule Section I1I;
(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.

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

S. Eligibility Criteria
To be eligible to participate in this Quotation exercise, you should:
(a) Have a valid company Registration Certificate;
(b) have an original valid good standing Tax Certificate:

(c) have an original valid good Standing Social Security Certificate:

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

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

6. Bid Security/Bid Securing Declaration
Bidders are required to submit subscribe to a Bid Securing Declaration for this procurement
process. The Bidder shall furnish as part of its quotation, a Bid Security as per the format
contained in Schedule 1 of this document for an amount of NAD... ... [based on 0.05% - 2%

of your budget estimate for the procurement] OR .....% [insert percentage within the
Jollowing range: 0.05% - 2% of the quoted price] valid up to .................. [Validity

period of bid security must be 30days beyond the quotation validity period]
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10.
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12.

13.

3

[Public Entity shall insert amount/percentage of bid security and validity period, if a Bid
Security is applicable 7 '

Delivery

Dellivcry shall be /6 days after acceptance/issue of Purchase Order. Deviation in delivery
period shall not be accepted/shall be considered if such deviation is reasonable.

Sealing and Marking of Quotations

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

Submission of Quotations

Quotations should be deposited in the Quotation/Bid Box located at room 409 or forwarded
by fax 061 223528, not later than 26 January 2021, at 10h00 Quotations by post or hand
delivered should reach Brendan Simbwaye Building 4 floor by the same date and time at
latest. Late quotations will be rejected.

Quotations received by e-mail will not be considered.

Opening of Quotations

Quotations will be opened internally by the Public Entity 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 Security/Bid Securing
Declaration, will be posted on the website of the Public Entity and available to any bidder
on request within three working days of the Opening.

Evaluation of Quotations

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

Technical Compliance

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

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

Prices and Currency of Payment
[Public Entity to customise this clause as appropriate. Public Entity may allow for prices to
be adjustable to change in rates of exchange of currency, price variation etc. depending on
the behaviour of the market in respect of the specific goods items being procured.]
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Prices shall be fixed in Namibian Dollars.

14. Margin of Preference
12.1  The applicable margins of preference and their application methodology are as follows:

[To be inserted if applicable]

12.2  Bidders applying for the Margin of Preference shall submit, upon request, evidence of:

15.

16.

17.

[To be inserted if applicable]

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.

Performance Security
[This paragraph shall be deleted if Performance security is not applicable]

The successful bidder shall upon acceptance of its offer submit a Performance Security as
per the format contained in the Schedule for an amount of [insert percentage between the

Jollowing range: 10 to 25 %] of the contract price.

Notification of Award and Debriefing

The Public Entity shall after award of contract promptly inform all unsuccessful bidders in
writing of the name and address of the successful bidder and the contract amount and post a
notice of award on its website within seven days. Furthermore, the Public Entity shall attend
to all requests for debriefing made in writing within 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: Ministry of Industrialisation and Trade

Procurement Reference Number: G/RFSQ/19-21/2020

Subject matter of Procurement: Supply and installation of air-
conditions

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

We confirm that we are eligible to participate in this Quotation exercise and meet the eligibility
criteria specified in Section 1: Instruction to Bidders.

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

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

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

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

of the quotation validity.

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

Quotation Authorised by:

Name of Bidder Company’s Address and seal

Contact Person

Name of Person Authorising the Quotation: Position: Signature:

Date Phone No./Fax
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