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NAMIBIA INSTITUTE OF PUBLIC
}'\DMINIS TRATION AND MANAGEMENT

PROCUREMENT MANAGEMENT UNIT

REQUEST FOR SEALED QUOTATIONS
(WORKS)

REPAIR AND REPLACEMENT OF WINDOW BLINDS FOR TWO
BOARDROOMS AND OTHER LISTED AREAS

PROCUREMENT REFERENCE NO: W/RFQ/NPM-03/2025-2026

BIDDER'S NAME:
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CONTACT PERSON:
CONTACT DETAILS:
E-MAIL ADDRESS:

ISSUING DATE: 08 October 2025
CLOSING DATE: 29 October 2025, AT 11H00 AM

To be deposited in the Tender Box located at the Administration Building,
Ground Floor, Office Number, G55
No bid will be accepted after 11h00 AM

Namibia Institute of Public Administration and Management (NIPAM)
II 27 Paul Nash Street, Olympia, Windhoek, Namibia
Tel: +264 61 296 4700, Fax +264 61 296 4819,
procurement@nipam.na
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Letter of Invitation

Procurement Ref No: W/RFQ/NPM-03/2025-2026

08 October 2025

Dear Sit/Madam,

SUBJECT: REPAIR AND REPLACEMENT OF WINDOW BLINDS FOR TWO
BOARDROOMS, AND OTHER LISTED AREAS.

NIPAM is seeking a service provider with well-versed Interior Artwork experience in blinds
repairs and installations. The repair and replacement of window blinds are for NIPAM's two
Executive Boardrooms and other listed areas.

Bidders must consider the colour of the walls, the ceilings, and the shape of the boardrooms
and other listed areas. The materials and fabrics should be durable to the local weather
conditions and also noting that the greater part of the rooms are glass-made.

Bidders must submit their best Interior Artwork to ensure that Institute gets the new
satisfactory look within the two executive boardrooms and the and other listed areas.

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

Note: There shall be two compulsory site visit meetings for all interested bidders to view
and take windows measurements to remedy any mismatch of blinds' colour, material and
fabrics.

The dates and times for the site visits will be as follows:Wednesday, 15 October 2025
at 10h00 Am, and Wdnesday, 22 Cctober 2025 at 10h00 AM.

Queries, if any, should be addressed to procurement@nipam.na, on or before 29 Qctober
2025,

Please prepare and submit your bidding documents following the instructions given.

Yours sincerely,

Heroldt Vekaama Murangi (PhD)
Executive Director
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SECTION I: INSTRUCTIONS TO BIDDERS

1. Rights of NIPAM

NIPAM reserves the right:

(a) To accept or reject any bid that is not within the prescribed bidding process, or
to cancel the procurement process and

(b) Reject all non-responsive bids following the Public Procurement Act before
contract award.

2. Preparation of Quotations

You are invited to quote for the works mentioned in Section Ill by completing,
sighing, and returning the following:

(a) The Quotation Letter in Section Il, with its annexure for Bid Securing
Declaration, where applicable;

(b} The Priced Activity Schedule in Section IV:

(c) the Specifications and Performance Standards in Section V, and

(d) any other attachment as deemed appropriate.

Before preparing your quotation, you are advised to carefully read the Request for
Quotations document, including the Contract Data Sheet in Section VII. The
standard forms in this document may be retyped for completion, but the bidder is
responsible for their accurate reproduction.

E 3. Validity of Quotations

l The quotation validity period shall be 60 days from the submission deadline date.

4. Eligibility Criteria

II 4.1. Eligible bidders should submit the following mandatory documents:

(a) Founding statement of organisation/Company registration documents
(b) An original, valid, good-standing Tax Certificate;
(c) An original, valid, good-standing Social Security Certificate;
(d) A valid certified copy of the Affirmative Action Compliance Certificate or proof
!I from the Employment Equity Commissioner that the bidder is not a relevant
employer, or an exemption issued in terms of Section 42 of the Affirmative
Action Act, 1998;
(e) Submitt a written undertaking as contemplated in section 138(2) of the Labour
Act, 2007(Act No.11 of 2007);
(f) SME Certificate if applicable (bidders without SME certificates will not be
" disqualified);
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EI 5. Bid Securing Declaration

Bidders are required to submit a Bid Securing Declaration for this procurement
process. The bidder shall furnish a Bid Securing Declaration as part of its quotation
per the format contained in this document's Appendix to Quotation Letter, valid for
90 days.

6. Works Completion Period

The completion period for works shall be five (5) days after acceptance and issue of
the Purchase Order. Deviation in the completion period shall not be accepted/shall be
considered.

7. Documents to be submitted

Bidders shall submit, along with their quotation documents, giving the company's
profile, past experience, and evidence of similar services provided with customers’
reference details.

8. Sealing and Marking of Quotations

clearly marked with the Procurement Reference Number and addressed to the

il Quotations should be sealed in a single envelope, one (1) original and one (1) copy,
Public Entity with the bidder's name at the back of the envelope.

9. Submission of Quotations

EI Quotation should be deposited in the Tender Box located at the Administration
Building, Ground floor, Office number, G55 at the NIPAM Campus, 27 Paul Nash
Street, Olympia, Windhoek, Namibia, on or before 29 October 2025, at 11H00 AM.

Quotations by post or hand-delivered should reach NIPAM on or before the indicated
closing date and time. Late quotations will be rejected.

NB! Bidding document received by e-mail will not be considered,

!I 10. Opening of Quotations

NIPAM will open bidding documents internally immediately after the closing time
referred to in section 9 above. The Opening Register containing the bidder's names
and the total amount of each Bid, any discount or alternative offered and the
documents referred to in section 50(2) of the Public Procurement Act, 2015 {Act
I No.15 of 2015), will be available to any bidder upon request.




11. Evaluation of Quotations

a) Evaluation Criteria

This Section complements the Instructions to Bidders. It contains the criteria that
NIPAM will use to evaluate a bid and determine whether a Bidder has the required
qualifications. No other criteria but the one indicated here shall be used during
evaluation.

b) Mandatory Documents Evaluation

The eligibility criteria will be based on a Yes or No. All bidders are expected to
submit all the required (mandatory) documents.

¢) Technical Proposal and Criteria

The Specifications and Compliance Sheet details the minimum specifications for the
work to be carried out.
All bidders must include a sample of material fabrics to be used and pictures
of the complete interior artwork after work completion.

d) Responsiveness

The bidder who fully complies with all bid requirements, reputation, and financial
capability is deemed acceptable by NIPAM, and who has offered the most
advantageous pricing cost, based on the criteria stipulated in the bidding
document, will be considered for award.

Please note that NIPAM is not obligated to award the contract to the bidder who
submitted the lowest quotation. The procurement contract will be awarded to the
bidder who has submitted a substantially responsive bid that meets the
qualification criteria specified in the bidding document.

NIPAM shall have the right to request clarifications in writing during evaluation.
Offers that are substantially responsive shall be compared based on the evaluated
technical proposals to determine the lowest evaluated quotation.

Bidders are allowed to submit their request for clarification before the bid closing
date.
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Table 1: Mandatory Documentation and eligibility criteria

Document Description Yes/No

+ Founding statement of organisation/Company registration documents

* An original/certified copy of a valid Good Standing Tax Certificate

* An original/certified copy of a valid Good Standing Social Security
Certificate

i‘ o A valid certified copy of the Affirmative Action Compliance Certificate,

proof from the Employment Equity Commissioner that the bidder is not a
relevant employer, or an exemption issued in terms of Section 42 of the
Affirmative Action Act, 1998

Il ¢ Submit a written undertaking as contemplated in section 138(2) of the
Labour Act, 2007(Act No.11 of 2007)

* A sample of material fabrics to be used and pictures of how the complete
" interior artwork will look after work completion.

o Detailed Quotation

H ¢ The Bidding Document must be fully signed and initialled on every page.

II 12. Price and Currency of Payments

Quotations shall be fixed in Namibian Dollars (N$), and all payments will be made in
this currency. Quotes shall cover all associated costs for performing the services.

“ 13. Award of Contract

The submitted responsive guotation and proof of having qualified to perform the
required work shall result in the selection for the contract award.

I’ 14. Notification of Award and Debriefing

NIPAM shall, after award, promptly inform all unsuccessful bidders in writing of the
name and address of the successful bidder and the contract amount. Furthermore,
NIPAM shall attend to all requests for debriefing made in writing from unsuccessful
bidders.
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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 Priced Activity Schedule and documents requested above. A signature
and authorisation on this form will confirm that the terms and conditions of the ONB prevail
over any attachments.

Quotation addressed to:

Procurement Reference Number:

The subject matter of Procurement:

We offer to provide the services detailed in the Scope of Services following the terms and
conditions stated in your Request for Quotations referenced above.

We confirm that we are gligible to participate in this quotation exercise and meet the eligibility
criteria specified in Section 1: Request for Quotations.

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

We have read and understood the content of the Bid Securing Declaration (BSD) attached
hereto and subscribed fully to the terms and conditions contained therein.

We shall abide by clause 4.6 of the General Conditions of Contract if we are awarded the
contract.

The validity period of our quotation is days finsert number of days] from
the date of the bid submission deadline.

We confirm that the prices quoted in the Priced Activity Schedule are fixed and firm and will
not be subject to revision or variation if we are awarded the contract. The service will
commence within [insert number] days from date of issue Letter of
Acceptance.

The services will be completed within finsert number] days from the date
of issue of the Letter of Acceptance.

Quotation Authorised By:

Name of Company's address and Seal
Bidder

Contact

Person

Name of Person Authorising the Quotation: Position: Signature:




Date Phone No./E-mail

SECTION lil. BIDDING FORMS

BID SUBMISSION FORM

Date:

Bidder's reference No.:

Procurement Reference No: .....oooeieieeieniit.

To:

We, the undersigned, declare that:

(a} We have examined and have no reservations about the Bidding Documents.

(b) We offer to execute the required service under the Conditions of Coniract, Scope of
Service and Performance Specifications, and Activity Schedule accompanying this Bid.

EI (c) The total price of our Bid is in Namibian Dollars.

The amount payable in Namibian Dollars
()
(ii)

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

(e) Our Bid shall be valid for a period of [insert validity period (if different from the
stated in this document) days from the date fixed for the bid submission deadline in
accordance with the Bidding Documents, and it shall remain binding upon us and may
be accepted at any time before the expiration of that period;

(f) If our Bid is accepted, we commit to perform in accordance with and as stated in our Bid
Document;

(g} We will not include subcontractors or suppliers for any part of the contract, and we do not
have any conflict of interest under ITB 6.

(h) We are nof participating as a bidder in more than one Bid during this process.

(i) Our firm has not been declared in¢ligible under Namibia's laws.

(i) We are not a government-owned entity / We are a government-owned entity but meet
the requirements as listed;

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

Declaration attached herewith and subscribe fully to the terms and conditions contained

therein if required. We know that non-compliance with the conditions mentioned may lead

to disqualification.




]

() We understand that this Bid and your written acceptance thereof, included in your Letter
of Acceptance, shall constitute a binding contract until a formal agreement is prepared
and executed, should we become successful.

(m) Commissions or gratuities, if any, paid or to be paid by us to agents relating to this Bid
and to contract execution if we are awarded the contract, are listed below:

Name and Amount in Purpose of
address of the NAD Commission
agent or gratuity

(if none, state "none”

(n) We understand that you are not bound to accept the lowest evaluated Bid or any other
bid that you may receive, and

(o) If awarded the contract, the Person named below shall act as the Contractor's
Representative: (Provide a certified copy of the identity document (ID) or a certified copy
of a valid passport of the representative, including evidence of the signatory authorised
to sign the Bid)

Name of
Representative:
In the capacity

Duly authorised to sign the Bid for and on behalf of:

Name of Bidder:
Physical Address:

Postal Address:

Tel no. (Office):
Cell:

E-mail:

Date:

Seal of Company
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BID SECURING DEGLARATION ‘

(Section 45 of the Act) (Regulation 37(1)(b) and 37(5))

Date: oo

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

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

(@)  amodification or withdrawal of a bid after the deadline for submission of offers 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 following the terms and conditions outlined in the
bidding document, should I/\We* be successful bidders or

(d) failure to provide performance security as indicated in the bidding procurement
document.

I/We* understand this Bid securing declaration ceases to be valid if | am/We are* not the
successful bidder.

8o 1T o PSPPSR
linsert signature of the Person whose name and capacity are shown|

Capacity of:
findicate the legal ability of the person(s} signing the Bid Securing Declaration]

A B2 T T OO S
[insert complete name of the Person signing the Bid Securing Declaration]

Duly authorised to sign the Bid for and on behalf of; [insert complete name of bidder]

Dated on day of ,
linsert 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
joint venture partners that submit the proposal.]
*delete if not applicable/appropriate
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Republic Of Namibia

Ministry of Labour, Industrial Relations and Employment Creation |

1. EMPLOYERS DETAILS

2.

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

Company Trade Name: ... .. e e
Registration NUmMber: ... e
Vat NUMDET: ... e
INAUStY/SECIOr: ...
Place of Business: ..., s

Physical Address: ..o e e e

Al AdAre S S, o e s
Postal AGOIES S . i e

Full name of Owner/Accounting Officer: ..o,

E-mail AdAress: ... s ‘|
PROCUREMENT DETAILS

Procurement Reference No.. ........................ et e e eeee e ieaeereiaee i

Procurement Descriplion: ..o e,




—

Anticipated Contract Duration: ...

The location where work will be done:

3. UNDERTAKING
D e e e e , owner/representative

Of o 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 by such shall lead to the action as stipulated in
Section 138 of the Labour Act, 2007, which includes, but is not limited to, the
cancellation of the contract/license/grant/permit or concession.

El Signature: .......coeei i

I -

Seal: . s n

Please take Note:
1. A labour inspector may conduct unannounced inspections to assess the level of
compliance
2. This undertaking must be displayed at the workplace, where it wilf be readily accessible
and visible to the employees rendering the services being procured undsr this contract,
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SELF-DECLARATION FORM

Procurement Reference No: W/RFQ/NPM-03/2025-2026

Title:

1/We, the undersigned, declare that:

1.

Signature (of duly authorised officer):

Full Name and Designation:

The Government of Namibia has not blocklisted me/us under applicable laws as of the
deadline for bid submission.

I/ we have not been blocklisted by the African Development Bank, Asian Development
Bank, European Bank for Reconstruction and Development, Inter-American
Development Bank Group and World Bank Group;

I/ we will submit a statement on past and present declaration of ineligibility by any
local/international agency or any termination of the contract for unsuccessful completion
of an assignment, giving adequate details to enable a fair assessment.

I/ we will inform the contracting authority, without delay, of any situation constituting a
conflict of interest or that could give rise to a conflict of interest;

I/ we have not sought, attempted to obtain, or accept any advantage, financial or in-kind,
to or from any party whatsoever, constituting an illegal or corrupt practice, either directly
or indirectly, as an incentive or reward relating to the award of the contract.

Declared at this day of 2025




As a result of this, 1 permit the Namibia Institute of Public Administration and Management
(NIPAM} Bid Evaluation Committee, a duly authorised person, fo obtain/access the following

company / personal records to validate the information submitted in support of the above Bid.

Previous clients/ interview relevant people.

Bidder's Signature

|

Date: ..ooovvevennn . [l |
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SECTION IV: SPECIFICATIONS AND PERFORMANCE STANDARDS
COMPLIANCE SHEET

Procurement Reference Number: W/RFQ/NPM-03/2025-2026

[Bidders should complete columns C and D with the specifications and performance
standards of the services offered. Also, state "comply” or "not comply” and give details of
any non-compliance/deviation from the specification required. Attach detailed technical
literature if needed. Authorise the specification offered in the signature block below.]

Repair and replace the
window blinds for the First
Floor Boardroom

2 Repair and replace the
window blinds for the
Second Floor Boardroom
3 Holding Room

4 Ground Floor Conference
Hoall (CH-01 — CHO2

5 Executive Conference Hall
CHO03 — CHO4

6 ED's Office

7 Office No. S04

Specifications and Performance Standard Compliance Sheet Authorised by:

Name: Signature:

Position: Date:

Authorised for and on behalf of:

Company
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SECTION V: CONTRACT AGREEMENT AND GENERAL CONDITIONS OF CONTRACT

Any resulting contract shall be placed by means of a Purchase Order/Letter of Acceptance
and shall be subject to the General Conditions of Contract (GCC), Ref: W/IRFQ/NPM-03/2025-
2026 for Provision of Electrical services.

except where modified by the Special Conditions below.
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SECTION VI: CONTRACT DATA SHEET

Procurement Reference Number: W/RFQ/NPM-03/2025-2026

The clause numbers given in the first column correspond to the relevant clause numbers of

the GCC.

Clause Contract Data

GCC 1.1 The contract shall come into effect as from the receipt of the purchase
Effectiveness of | order.

Contract

GCC 1.31 Unless terminated earlier, the Service Provider shall complete its
Intended activities on the date to be indicated on the purchase order.

Completion date

GCC 1.6.1
Issue of notices

The Authorised Representative of the Employer is:

Heroldt Vekaama Murangi (PhD)
Executive Director

The Authorised Representative of the Service Provider is:
Name:
Contact Details:

E-mail Address:

GCC 2.6
Insurance and
liabilities to Third

The amount of the Professional Indemnity Insurance Cover shall be
at least:

Party

GCC 2.7 The Service Provider shall report to the Director of Finance and
Reporting Administration and the Executive Director.

Obligations

GCC 210 The Performance Security shall be for an amount of the Contract
Performance Price. N/A

Security

GCC 4.2 The amount payable is: paid on an annual basis

Contract Price
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GCC 4.3 Payments will be made to the Service Provider thirty days after
Terms of| receipt of the invoice.
Payment
GCC 4.5 As amended, prices shall be adjustable within the allowed 15% of
Price Adjustment | the bid price, as per the Public Procurement Act (Act No. 15 of
2015).
QUOTATION CHECKLIST SCHEDULE .

Procurement Reference No.: W/RFQ/NPM-03/2025-2026

Description Attached (please tick if
submitted and cross if not)

Quotation Letter
Priced Activity Schedule

Performance Compliance Sheet

Bid Declaration form

Material Samples (attached)

Copy of pictures of how the boardrooms and other listed
areas will look like after work completion.

Disclaimer:

The list defined above is meant to assist the bidder in submitting the relevant documents. It

shall not be grounds for the bidder to justify the non-submission of essential papers for their
quotation to be responsive. The onus remains on the bidder to ascertain that it has submitted
all the documents that have been requested and are needed for their submission to be
complete and responsive.

This Bid Document is Approved By:

Hetefdt VA\Murangi (PhD)

Executive Director
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