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“Affidavit “— a written statement confirmed by-eath-or-affirmation,foruse~as&vidence in
court.

“Accounting Officer’”” means the accounting officer of a public entity or if the accounting officer
is absent or is for any other reason unable to perform his or her functions.

(i) A person acting accounting officer with the written authority of the accounting officer,
or a person appointed as acting accounting officer in terms of section 21 (1) (a) of
the Public Service Act, 1995 (Act No. 13 of 1995; and

(ii) In the case of a public entity governed by a board, local authority, regional council or a
similar governing body the person acting as accounting officer with the written
authority of the board, local authority council, regional council or governing body.

“Associate” means the relation to the disclosure of interest which includes:

(a) A co-shareholder of a company incorporated under Chapter 4 of the Companies Act,
2004 (Act No. 28 of 2004) Or an entity established by an Act of Parliament including
subsidiaries of such an entity.

(b) A co-member of a close corporation contemplated in section 2 of the Close Corporations

(c) A person to whom one has granted or whom one has received a general power of

attorney
(d) A trustee or beneficiary of a trust contemplated in section 1 of the Trust Monies

Protection Act, 1934 (Act No. 36 of 1934).
(e) Co-members of a co-operative registered under the Co-operatives Act, 1996 (Act No. 23

of 1996); or
(f) Partnersin a partnership or joint venture or similar arrangement

“Bid"” means an offer or proposal submitted in response to a request to supply goods, works or
services, or any combination thereof, and, where applicable includes any prequalification

process.

“Bidder” means a participant in procurement or prequalification process and includes a
contractor.

“Bidding document’ (a) means any document issued by a public entity on the basis of which

bidder prepare bids.
(b) including any document which contains instructions to bidder, specification, maps, designs,
terms of references, evaluation criteria, bills of quantities, conditions of contract or other

similar items.
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“Close relative” means a spouse, child, grandchild, parent or sibling, cousin, nephew, niece,

aunt, uncle, father-in-law, mother-in-law, son inj law, daugqtgroie]Jaﬁbzgrother-in- aw, and
sister-in-law.
& i , ) . Tel: 065-251019 - )
Works” means any work associated with the construction, regonsgaistiog; demolition), repair
or renovation, site preparation, excavation, erection, building, installation of equipmenJ{ or
materials, decoration and finishing, as well as services incidental to construction such as drilling,
mapping, satellite photography, seismic investigations and similar services.

“Goods” — means objects of every kind and description, including commodities, raw materials,
manufactured products and equipment, industrial plant, objects in solid, liquid or gaseous form,
electricity, as well as services incidental to the supply of the goods such as freight and

insurance.
“Guidelines”- means guidelines issued in terms of section 7.

“Local supplier” means a supplier who complies with the criteria stated in section 71 (3) and
whose goods, works or services complies with the minimum local content as may be
determined by the Minister in the codes of good practice issued in terms of section 70.

“Non-consultancy services’” means any service other than consultancy services and services
incidental to the supply of goods or the execution of works.

“Policy unity” —means the Procurement Policy Unit established in terms of section 6;

“Prescribed “— Means prescribed by regulation

“Procurement’” means the acquisition of goods, works, consultancy service or non-consultancy
services by any means, including purchase, rental, lease or hire purchase.

“Procurement Committee” means the procurement Committee of a public entity constituted
in terms of section 25;

Procurement Management Unit” means the division or department in a public entity that is
responsible for the execution of procurement functions constituted in terms of section 25;

“Procurement contract” means a contract between a public entity and a supplier resulting
from a procurement process.

“Public entity’”’ — means any office ministry of agency of the Government and includes
(a) Alocal authority
(b) Aregional council
(c) A public enterprise as referred to in the public Enterprises Governance Act, 2006 (Act
No. of 2006),
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(d) A body or trust that is owned or controlled by thé Governme1n3, Whlnzcgr?gaaged in an
procurement individually or in consortium, and |
(e) An entity declared as public entity in terms of sectlon 5 ofthegub l;rl}regqlgqment Act.
“Services”” means any object of procurement, a Contract or framewog_li agree
consultancy and non-consultancy services. s St il

“Supplier’” means a person delivering goods, works, consultancy services or other services.

“Responsive” in a relation to a bid, means responsive to the basic requirement of a bid
regarding ability to perform and complete on time.

“Threshold’”” means a threshold amount prescribed for the procurement of goods, works and
consultancy services or non-consultancy services, including disposal of assets for the mandatory
application of prescribed process.

“Margin of preference” means a percentage of price preference given to a bidder who meets
the specified criteria as determined in paragraph 9 and 10.

“Micro, Small, and medium enterprise’” Means an enterprise that has a valid micro, small and
medium enterprise certificate issued by the ministry responsible trade.

“Price preferences” means a percentage by which offered bid prices for goods, works or
services are reduced for purposes of bid evaluation as a margin of preference scored by a

bidder from a specific category of local suppliers.

“Reservations” means the setting a side of certain goods, works or services for procurement by
public entities or the board exclusively from local suppliers.

“Value for money” means the most advantageous combination of price and quality that makes
a product or services fit for purpose and will achieve required outcomes of a buyer.

“Youth” means as defined in section 1 of the National Youth Council (Act No.3 of 2009).
“Previously disadvantaged” Persons means person contemplated in Article 23(2) of the
Namibian Constitution an includes-

(a) Women; and

(b) Persons with any disability as defined in the National Disability Council Act, 2004 (Act

No. 26 of 2004).

“Exclusive Preferences” means the preference given to local suppliers in the procurement, or
evaluation of bids for the procurement of goods, works and services reserved in terms of
section 72 of the Act.
“Namibian Citizen” means a citizen of Namibia by Virtue of Article 4 of the Namibian
Constitution and the Namibian Citizenship Act, 1990 (Act No. 14 of 1990.

“’Contractor” means a person who has entered into a procurement contract with a public
entity.



SMALL VALUE PROCUREMENT (SERVICES)

Procurement Ref. No: NCS/IQ/ORC-06/2026/2027

To: Potential Bidders

The Omusati Regional Council: Division of Gender Equality and Child Welfare hereby invites you
to submit your quotation for the Services listed hereunder. Your offer should be made on this
form, with any annex which you may wish to enclose, and should be addressed to Mr. Martin
Ausiku, Omusati Regional Council, ERF No 1080, Namaungu Street, Private Bag 523, Outapi.
Your quotation should reach Omusati Regional Council on or before the 20 October 2026, by

11h00 at latest.
AN

Date: 13;0;\/(:;41 SighbtoFe RES ?WUNC"L

PRIVATE BAG 523 OUTAPI ™
Title of Officer: Pﬂ\fm ......... H‘tm .......................................
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Price activity schedule-3---—~—=="""""

Item Brief Description of Services | Quantity Unit of | Unit Price Total Price
No Measure
1 Training of Cleéning and 4 Per Day

Housekeeping for (6) Six Staff
Members (4) Four days at

.| Oshana Region, Ministry of
Gender Equality and Child
Welfare, Women Centre Hall

Enter 0% VAT rate if VAT exempt. Subtotal
VAT (15%)
Total

(a) The Omusati Regional Council: Division of Gender Equality and Child Welfare requests
delivery within 4 working days as from the date of placement of order.

(b) Delivery Date: within .....ccccccevune working days from date of placement of order.

(c) The tests and inspections will be carried out/conducted on the goods at delivery.

(d) Validity of offer: 90 working days as from closing date set for submission of quotations.

I/We agree to supply the above-mentioned goods at price(s) quoted by me/us and subject to
conditions specified overleaf.
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SECTION V: SPECIFICATIONS AND PERFORMANCE STANDARD COMPLIANCE SHEET Tel: 065-261019
i 251078
Procurement Reference Number: NCS/1Q/ORC- 06/2026/27 ‘. Fax: 065-

i s ARt

Bidders should complete columns C and D with the specification of the service offered. Also,
state “comply” or “not comply” and give details of any non-compliance/deviation to the
specification required. Attach detailed technical literature if required. Authorise the
specification offered in the signature block below.

Item | Specifications a_‘n__d_,Pgrforman_c_'eliRequ‘irjed_" ~ Compliance of i Detalls of Non-'i -
No } 0 . Speczflcatlons and | Compllance/

0 Performance Offered Devnatlon .
Ayl By e .

1. | Hygiene management and housekeeping
1. General hygiene management

2. Housekeeping cleaning procedures

3. Cleaning materials and eqguipment

4. Waste Management

5. Health and safety

6. Cleaning Chemicals

2. | NB: The service provider should provider
training materials, practical and
demonstrations, attendance registers,
assessment of participants and certificates of
completion.

Specifications and Compliance Sheet Authorised By:

Name: Signature:
Position: Date:
Authorised for and on behalf of: Company
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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) 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.

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

SIBRAtUTE] oomsisemassssmssmsssinimsnsmns

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

Dated on day of 20

Corporate Seal/Stamp: .......ooeceeiiiiiirinienns

[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 Justice and Labour Relations

Written undertaking in terms of section 138 of the Labour Act, 2007 and Section 50(2)(D) of the
Public Procurement Act, 2015

1. EMPLOYERS DETAILS

Company Trade NaMIB: ..ottt et ettt s s s et st st eee e
Registration N UMD e v s mssiasese e s G o
VAT NUMDBEIT ettt ettt e e e s et st s s esees st sse s snenis
T L T T Lo 1 R ——
Place Of BUSINESS! vttt sttt sttt st et et st ees e s e s bsa s s ses bbb s asb st

P S AL A TS 8 masens v T TSV ST iR b A mntme st am AL AR

o g 0Tz 1Y [ L=
2oLy = | X0 [ =N OV

Fullname:afOwner/Accounting Oficert g

e (=TI (o T =T USSR

2. PROCUREMENT DETAILS
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Anticipated Contract DUratIONT wis i siscsrssssisssisis s s v cabiss iie g5 S0 sesantasasansaneanss

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

| ettt ettt e ettt et et et et b et st bbbt ettt eaeenas [insert full name], owner/representative

O e memsn s s S e [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 Ilimited to the cancellation of the

contract/licence/grant/permit or concession.
SIgNature: e e
DAYE: commsininsnsr i s e

Seal/Date Stamp:.....cercreeereeserneessssraseenes

Please take note:
1. Alobour 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.

OMUSATI REGIONAL COUNCIL
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General Terms and Conditions Applicable

Purchaser
The Omusati Regional Council is hereby inviting the Informal Quotation for the purpose

of entering contract with the successful bidder.

Supplier
The Bidder having submitted the lowest price and whose offer is substantially

responsive to the requirements specified shall be selected for award of contract and

referred to as the Supplier.

Rights of the Public Entity

The Purchaser shall have the right to

(a) Ask for clarifications at time of evaluating quotations,
(b) Split the contract on an item basis or

(c) Reject all quotations.
A Purchaser shall not be bound to accept the lowest or any quotation.

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

(a) have valid original document; or a valid certified copy of Good Standing Tax
Certificate, as certified by a commissioner of Oath appointed in terms of the Justices
of Peace and Commissioners of Oaths Act, 1963 (Act No. of 1963) as amended.

(b) have valid original document; or a valid certified copy of Good Standing Social
Security Certificate, as certified by a commissioner of Oath appointed in terms of the
Justices of Peace and Commissioners of Oaths Act, 1963 (Act No. of 1963) as
amended or printouts of these online Social Security Good standing certificates will
be accepted as valid documents in terms of Section 50(2) of Public Procurement
no.15 of 2015 as amended.

(c) have a valid original 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; or a
valid certified copy as certified by a commissioner of Oath appointed in terms of the

Justices of Peace and Commissioners of Oath t e.—-e#-—l@é%é—a
| REGIONAL COUNCIL

PRIVATE BAG 523 OUTAPI
PROCUREMENT MANAGEMENT UNIT

13 0CT 2026

Tel: 065-251019
Fax: 065-251078

amended.

11
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(d) have a written undertaking as contemplated in section 138(2) of the Labour Act,
2007, (Act No. 11 of 2007); and
(e) avalid -
i) certificate of business registration for an entity incorporated or registered under
the company or close corporation laws of Namibia.
ii) certificate of registration of a co-operative registered under the laws regulating
co-operatives in Namibia.
iii) document serving as evidence of registration as a trust and the trust deed for a
trust registered under the laws regulating trusts in Namibia; or
iv) partnership agreement in the case of a partnership, a valid joint venture
agreement in the case of a joint venture or a valid agreement in case of other
similar arrangements,

but a bidder or supplier who is a sole proprietor only needs to comply with the
provisions of paragraph (a) to (d)

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

(g) be registered with the Procurement Policy Unit (for Bids reserved to categories of
bidders and goods);

(h) submit a signed Bid Securing Declaration; as per instruction given below the bid
securing declaration form.

(i) All bidders with abandoned or incomplete projects in Omusati Regional Council will
not be eligible to bid.

(i) Certified copy of company owner ID

(k) All mandatory documents should be certified with police date stamp and certifier stamp.
This applies to all pages of the mandatory documents.

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 Schedule 1 of this document.

Prices
Prices shall be quoted in Namibian dollars. Prices quoted shall be firm and fixed during

validity period of quotation and for execution of contract,

OmUSATI REGIONAL COUNCIL

PRIVATE BAG 523 OUTAPI
FROCUREMENT MANAGEMENT UNIT
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Tel: 065-251019
Fax: 065-251078
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10.

11.
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The Contract
The letter of Acceptance/Purchaser Order Form as the case may be together with this

Informal Quotation form shall constitute the contract between the Public Entity and the
Supplier.

Purchase order

A supplier to whom a purchase order is issued must confirm the purchase order within

three working days of receipt of the purchase order and;

(a) may not change or alter the terms of the purchase order; and

(b) must undertake to deliver the goods or services on or before the date set in the
purchase order for delivery of the goods or services.

(c) the Purchase Order shall be valid for 14 calendar days only and will be cancelled
thereafter.

Warranty

(a) The Supplier warrants that the goods shall conform to the standards, specifications,
and related services as defined by the Purchaser in its Invitation for Informal
Quotation subject to any alternative proposal made by the Supplier in its response
to the Purchaser’s Invitation for Informal Quotation.

(b) The Supplier undertakes to make good at its own cost and promptly, any deficiency
in the supply of goods items and related services.

(c) The Supplier warrants that the goods items to be supplied are new and unused and
that it shall attend promptly to any defect in the good items as per the warranty
conditions mentioned in its offer.

Payment
The Purchaser undertakes to effect payment within 30 calendar days or as the case

might be after supply of the Services items to the satisfaction of the Purchaser and
subject to the Supplier submitting all required documents. Final payment shall be
adjusted to reflect any noncompliance in the execution of the contract.

Margin of Preference

11.1 Margin of preference should comply with annexure 1, 4, 5, 6 and 9 of the Code of Good
Practice on preference, issued in terms of Section 71 and 72 of the Public Procurement act
No.15 of 2015 as amended.

11.2 Cost structure for value added calculation per product for the procurement of

goods.

13
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ANNEXURE 1

COST STRUCTURE FOR VALUE ADDED CALCULATION PER PRODUCT.
(Paragraph 1)

Product 1
NS

(a) Raw Materials, Accessories & Components

e Value of Import (including cost, Insurance, Freight)
e Local (value Added Tax and Excise duty fee)
e Local (Cost,Insurance,freight)

(b) Labour Cost
e Direct Labour
e C(lerical Wages
e Salaries to Management

(c) Utilities
e  Electricity
e Water
e Telephone
Depreciation

Interest on loans

Rent

Other (please specify)

TOTAL COST

COST OF IMPORTED INPUTS

LOCAL VALUE ADDED

14



% LOCAL VALUE ADDED

TOTAL COST

Local Value Added = Total cost of imported inputs x 100

NB! The cost structure must be certified by a Certified Acco

Tel: 065-251019
Fax: 065-251078

Total Cost OMUSATI BZEGIONAL COUNGIL ]
ntant PRIVATE BAG 523 OUTAF)
PROCUREMENT MANAGEMENT UNIT
ANNEXURE 4
3 0CT 2026
SERVICES l
I

{Paragraph 6(c)

Procurement of Training for Cleaning and Housekeeping, Division of Gender Equahty and Child Welfare

ANNEXURE 5

INDICATE CRITERIA FOR APPLYING MARGIN OF PREFERENCE TO QUALIFYING BIDDERS

(EXCLUSIVE PREFERENCES)

(Paragraph 7(c))

Category of bidder Criteria

Manufacture A bidder who is a manufacture as defined in
paragraph 1 whose minimum equity is 51% owned
by Namibians

MSME A bidder who is a MSME as defined in paragraph 1

whose minimum equity is 51% owned by
Namibians

Women owned enterprise

A bidder who is a woman or whose minimum
equity is 51% owned by Namibian women

Youth owned enterprise

A bidder who is a youth or whose minimum equity
is 51% owned by Namibian youths

PDP owned enterprise

A bidder who is a PDP or whose minimum equity is 51%
owned by Namibian PDPs

15
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Suppliers providing environment A bidder that promotes the Qg?tsgp%%;lge
protection environment, maintain ecosystemsand dlistainable use
of natural resourdes as.specified-by-the-pubfi in
the bidding document

Suppliers providing employment to | A bidder who employs 50% or more Namibian citizens

Namibians
ANNEXURE 6:
INDICATE MARGIN OF PREFERENCES WHEN EVALUATING FOR EXCLUSIVE PREFERENCES
(Paragraph 9(2))
Category Margin of preference | Documentary evidence

Manufacturer | 2 percent

-Certificate of registration from a registering
authority

-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 percent

-SME registration certificate

-Declaration indicating the percentage of
Namibian MSME ownership

Women owned | 1 percent
enterprise

-IDs of all shareholders

-Founding statement /company registration
indicating ownership structure/ shareholder
certificates

-Declaration indicating the percentage of
Namibian female ownership

Youth owned 2 percent
enterprise

-IDs of all shareholders

-Founding statement/company registration
indicating owner structure/shareholder
certificate

-Declaration indicating the percentage of
Namibian youth ownership

16




PDP owned 2 percent -IDs of all shareholders

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

Supplier 1 Percentage -Declaration and proof that the bidder meets

promoting the requirements set out in the bidding

Environmental document

protection

Services

rendered  by| 1 percent Declaration that the Bidder employs 50% or

Namibian more Namibian citizens

citizens

TOTAL 10%

ANNEXURE 9
LOCAL CONTENT

(Paragraph 1, 7(b) and 8(c)

Nature of procurement

Minimum local content

Non -consultancy services

50% or more of the employees for
rendering the service must be Namibian

citizens.

12. Financial Qualification
Only Bidders whose bid amount is within 15% below the estimated amount shall be deemed
compliant and shall be accepted and those above the estimated amount will not be considered.
The cost estimate shall be made up of 70% of the market research plus 30% of the average of bid

quotations.

13. Liquidated damages
Liquidated damage will be 1% per day with a maximum of 4 % of the contract value.

14. Bid Validity

The bid validity period shall be 180 working days from the d%tem%@%ﬁd‘“‘“m‘m

OMUSATI REGIONAL COUNCIL

AG 523 OUTAP!
PRIVATE B NT UNIT

13 0CT 2026

-

1 Tel: 065-251019
i Fax: 065-251078
]




Procurement Reference

QUOTATION CHECKLIST SCHEDULE

Description

Attached Not
Attached

Quotation Letter

List of Goods and Price Schedule

Specification and Compliance Sheet

Bid Securing Declaration

Company profile, past experience and references where

similar services have been provided

Written Undertaking

Evidence for conformity of Goods

Attach certified ID Copy of the company owner (s).

NB: All pages of mandatory documents should be certified with police date stamp and

certifier stamp

18
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