
REPUBLIC OF NAMIBIA
MINISTRY OF EDUCATION, INNOVATION, YOUTH, SPORTS, ARTS AND CT]LTURE

PROCUREMENT MANAGEMENT UNIT

T el (061) 27 O 6209
Fax (0611 2706536
Enquiries: Ms. M. Mupetami

+264 87 247 7977

Government Offrce Park, Luther St
Private Bag 13391
Windhoek, Namibia

Request for Sealed Quotations for Non -
ConsultancY Services

Provision of travel lunch packs for AGYW and ABYM travelling from

windhoek to attend the Life Skills Training on comprehensive Sexuality

Education, Sexual and Gender-based violence and Economic Empowerment

taking place in SwakoPmund

Procurement Reference No3 NCS/RFQ/027- 5012025

Closing date: Tuesday, 17 March 2026 at 11h00

Bidders Name

,1

Bid Price:
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REPUBLIC OF NAMIBIA
MINISTRY OF EDUCATION, INNOVATION, YOUTH, SPORTS, ARTS AND CULTURI

LETTER OF INVITATION

PROCUREMENT REFERENCENO: NCS/RFQ/027-50/2025

02 March 2026

TO: PROSPECTIVEBIDDERS

Dear Sir/Madam

Provision of catering services for AGYW and ABYM from Windhoek Rural Constituency

during a Life Skills Training on Comprehensive Sexuality Education, Sexual and Gender-

based violence and Economic Empowerment taking place in Swakopmund

The Ministry of Education, Innovation, Youth, Spons, Arts and Culture requests you to suhmit

your best quote for the items described in detail hereunder.

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

enquiries, please do not hesitate to contact the following person:

Technical enquiries: Ms Petrus Shikomba +264 81 247 7977

Please prepare and submit your quotation on Tuesday, 17 March 2026 at llh00, in accordance

Administrative enquiries: Ms R. Puteho
Ms. L. van Wvk

rl'ith the instructions given or inform the unders

Yours faithfully.

Recina.Puteho melvsac. qov.na

Leonie.vanWyk@meiysac.gov. na
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SECTTON I: INSTRUCTIONS TO BIDDERS

1. Rights of Public Entity

The Ministry ofEducation, lnnovation, Youth. Sports, Arts and Culture reserves the right

(a) to split the contract as per the lowest evaluated cost per site, or

(b) to accept or reject any quotation or to cancel the quotation process; and

(c) reject all quotations at any time prior to contract award.

2. Preparation of Quotations
You are requested to quote for the services mentioned in Section III, by completing, signing and

retuming:

(a) the Quotation Lener in Section lI with its annex 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 aftachment as deemed appropriate.

You are advised to carefully read the complete Request for Quotations document, including the

Contract Data Sheet in Section Vll, before preparing your quotation. The standard forms in this

document may be retyped for completion but the Bidder is responsible for their accurate

reproduction.

3. Validity of Quotations

The quotation validity period shall be for 120 days from the date of submission deadline

4. EligibilityCriteria

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

have a valid certified company Registration Certificate;

have valid certified copy Good Standing Tax Certificate;

have a valid certified Good Standing Social Security Certificate;

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;

Submit signed Bid-securing Declaration.

A written 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.

ind Award. where applicable and that it will abide to sub- clause 4.6 of the General

conditions ofContract if it is awarded the contract or part thereof; and;

Documents must be completed an in indelible ink and shall be signed by a person duly authorised

to the bidder's documents.

5. Bid Securing Declaration

Bidders are subscribing to a Bid Securing Declaration for this procurement process

(a)

(b)

(c)

(d)

(e)

(0

6. Period for Services: The period of services shall be on 23-28 March 2026'
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7. Documents to be submitted
Bidders shall submit along with their quotation documents giving company's profile, past

experience and evidence of similar services provided with customers' reference details.

8. Sealing and Marking of Quotations

Quotations should be sealed in a single envelope, clearly marked with the Procurement Reference

Number and addressed to the Public Entity with the Bidder's name at the back ofthe envelope.

9. Submission of Quotations

Quotations should be delivered in the Tender Box located at Ministry of Education, Innovation,

Youth, Sports, Arts and Culture not later than Tuesday, 17 March 2026 at 11h00. Quotations by

post or hand delivered should reach the Ministry of Education, lnnovation, Youth. Sports. Arts and

Cultures, Head Office, room 226,2nd floor, Government Office Park, Luther Street, Procurement

Management Unit, Windhoek, by the same date and time at latest. Late quotations will be rejected-

Quotations received by e-mail rvill not be considered. Clarifications to be done by e-mail.

10. Opening of Quotations

Quotations will be opened internally by the Ministry of Education. lnnovation, Youth. sports, Arts

and Culture immediately after the closing time referred to in section 9 above. A record of the

Quotation Opening Report stating the name of the Bidder, the total amount, any discount or

alternative offered. the presence or absence of a Bid-securing Declaration. Written Undertaking

and compliance with Mandatory Documents (Section 50 (2)) will be put on the notice board of the

Ministry of Education, Innovation, Youth, sports, Arts and culture and available to any bidder on

request within three working days of the Opening.

11. Evaluation of Quotations
The Ministry of Education, lnnovation, Youth, Sports, Arts and Culture shall have the right to

request for clarifications in writing during evaluation. Offers that are substantially responsive shall

be compared on the basis of evalualed cost to determine the lowest evaluated quotation

12. Scope of Services and Performance Standards

The Scope of Services, Specifications and Performance standards detailed in Sections III and V are

to be complied with.

13. Price and Currency ofPayments

Quotations shall be fixed in Namibian Dollars and all payments will be made in this currency.

Quotations shall cover all costs of labour, materials, equipment, overheads, profits and all

associated costs for performing the services, and shall include all duties. The whole cost of
performing the services shall be included in the items stated, and the cost of any incidental services

shall be deemed to be included in the prices quoted.

14. Labour Clause

In order to qualifi for award of the Contract, bidders shall subscribe to the undertaking that the

salaries and wages to be paid in respect of this bid are compliant with the relevant Laws.

Remuneration Order and Award where applicable and that it will abide to the sub-clause 4.6 of the

General Conditions of Contract, if it is awarded the contract or part thereof.
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15.

I5.r

Margin of Preference

The applicable margins ofpreference and their application methodology are as follows

Documentary Evidence to be provided

Certified copy ofSME registration certificate
Declaration indicating the percentage of Namibian MSME ownership

Certified copy of ID's ofall shareholders

Certifi ed copy of founding statement/company registration indicating
ownership structure/shareholder certifi cate

Declaration indicating the percentage of Namibian PDP's ownership

Certified copies of tD's ofall share holders
Certified copy of Founding statement/'company registration indicating
ownership structure/shareholder certifi cate

Declaration indicating the percentage of Namibian female ownership.

ID's of all shareholders
Founding statement/company registration indicating ownership

structure/shareholder certifi cate

Declaration indicati the erce e of Namibian Youth ownershi

Declaralion that bidder employs 500/o or more Namibian cit rzens

In line with the paragraph 9 (3) of the Notice of issuance of code of good practice on

pref'erence referred to in section 71 and 72 of the Public Procurement Act. 15 of 2015 bidders

are requested to include a declaration in its bid, outlining the preferences the bidder

qualifies for and the grounds for such qualifications.

16. Award of Contract
The Bidder having submitted the lowest evaluated responsive quotation and qualified to perfom

the service shall be selected for award of contract. Award of services shall be by Letter of Arvard in

accordance with terms and conditions contained in Section VI: Contract and General Conditions of

Contract.

17. Notification of Award and Debriefing

The Public Entity shall after award must promptly inform all unsuccessful bidders in writing ofthe

name and address ofl the successful bidder and the contract amount and post a notice of award of

ward on its website within seven (7) days. Furthermore, the Public Entity shall attend to all requests

for debriefing made in writing within seven days (7) days of the unsuccessful bidders being

informed of the award.

Sncrrou II: Quora.uoN LETTER
(to be completed by Bidders)

[Complete this form virh oll the requested details and submit it as the first page ofyour quototion

wih;he Priced Acfiyity Schedule and documents requested obove. A sigruture and authorisation

on rhis -form w ill confirm thof the terms and condilions of the RFQ prevail over any attachments. If
yow quotation is not outhorised, it mqt be rciected.l

Margin of
Preference

Category

1Yo

PDP owned
enterprises

Women owned
enterprise

2%Youth owned
enterprise

Service rendered
by Namibian
citizens

MSME

I

I

I

l'"



Quotation Addressed to: Ministry of Education, Innovation, Youth, Sports, Arts
and Culture

Proc urement Reference Number: NCS/RFQ/027- 50/2025

Subject matter of Procurement: Provision of catering services for AGYW and ABYM
from Windhoek Rural Constituency during a Life Skills
Training on Comprehensive Sexuality Education, Sexual
and Gender-based violence and Economic Empowerment
taking place in Swakopmund

We offer to provide the services detailed in the Scope of Services, 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 l: Request for Quotations.

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

resulting contract.

We have read and understood the content of the Bid Securing Declaration (BSD) attached hereto

and subscribe fully to the terms and conditions contained therein. We further understand that this

subscription could lead ffodeiture of the security amount / disqualification on the grounds

mentioned in the BDSI

We declare that the salaries and wages to be paid in respect of this quotation are compliant with the

relevant Laws. Remuneration Order and Award where applicable and that we shall abide to clause

4.6 ofthe General conditions of contract, if we are awarded the contract or part thereof.

The validity period of our quotation is

date ofthe bid submission deadline.

days [insert number of daysJ from the

We confirm that the prices quoted in the Priced Activity Schedule are fixed and firm and will not

be subject to revision or varialion, if we are awarded the contract prior to the expiry date of the

bid validiry.

The service will commence within inserl nunlber/ days from date of issue of

Purchase Order/Letter of Acceptance.

The services will be completed within
Purchase Order/Letter of Acceptance.

insert numberl days from date of issue of

Company's Address and seal

Contact Person

S ignature:PositionName of Person Authorising the Quotation:

Phone No./E-mailDate

6

Quotation Authorised By:

Name of Bidder l

I
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BID SECURING DECLARATION
(Section 45 of Act)

@egulation 37(l)(b) and 37(5))

To:
[insert complete name of Public Entity and addres.s]

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 altemative form of bid security.

I/We* accept that under section 45 ofthe 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 ofan error appearing on the face ofa bid;

(c) failure to sign a procurement contract in accordance with the terms and conditions set

forth in the bidding document' should LIWe* 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 I am/We are* not the successful

Bidder

Capacity of:

[indicate legal capacity ofperson(s1 signing the Bid Securing Declaration]

Name: ...........

[insert complete name ofperson signing the Bid Securing Declaration]

Duly authorized to sign the bid for and on behalfof: [insert complete name ofBidder]

Dated on day of
linsert date of signingl

Corporate Seal (where appropriate)

[Note*: ln case ofajoint venture, the bid securing declaration must be in the name ofall partners to

the joint venture that submits the bid.) *delete if not applicable / appropriate

[Thts lorn is to be deleted if Bid Sec tity is not applicable.] Appendix to Quotation Letter

Date:.

Procurement Ref No.: NCS/RFQ/O27- 50/2025

linsert signature of person whose name and capacity are shownf
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Re ublic Of Namibia

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

1. EMPLOYERS DETAILS

Company Trade Name

Vat Number

Industry/Sector: .

Place of Business

Physical Address:. .

Tell No.:.......

Fax No

Minist of Labour, Industrial Relations and Employment Creation

Email Address:... ..

Postal Address

Full name of Owner/Accounting Officer:.

Email Address

2. PROCUREMENT DETAILS

Procurement Reference No. :

Procurement Description: ...
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Anticipated Contract Duration

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

3. UNDERTAKING

I I i ns e t t fiil na neJ, owner/representative

of Imsert full nane oJcompa4,J

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 1 3 8 of the labour Act. 2007 , which include but not limited to the

cancellation of the contracVlicence/grant/permit or concession.

Signature

Date

Seal

l- A tabow inspectot nay conduct unannourlced hsPections to assess the level ofcompliohce
). Thts nde;kinEmurtbedisptayedatthevo*placewhereitvillbercadilyaccessibleandvtsiblebythee,nplo,-eesrch.detingsen'ice(s)

in rclation: to the goods and senices being ptocwed undet this connact-
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Sncrrou III: Scopr Or SrRvrcrs
Provision of catering services for AGYW and ABYM from Windhoek Rural Constituency
during a Life Skills Training on Comprehensive Sexuality Education, Sexual and Gender-
based violence and Economic Empowerment taking place in Swakopmund

SncuoN IV: Pnrcrn Acrryrrv ScnrouE
Procurement Reference Number: NCS/RFQ/0Z7 - 5012025

[Complete the unit and total prices for each item listed below in Namibian Dollars. Authorize the prices
quoted in the signature block below. The table shown hereunder may be redesigned and customizetl as per
the type of sertices requiredl.

Currency of Quotation: Namibian Dollars

Item
No

Brief Description of Services Quanti
ty

tinit
Price

Total Price
lncl. VAT

B*

Monday 23 March 2026

Travel pack: Russian Brotchen. grilled/liied lamb chop. a boiled egg. fruit.
600m1 sofi drink, 500 ml still water. Simba chips 1259

c* D* E F

5i)

TOTAI-

Priced Activit"v Schedule Authorised By:

Name: Signa turc

Position: Date

Authorised for and on behalIof: Company

SncrroN V: SprcrnrcATIoNS ANo PTnToRMANCE StaNoanos
Courr-uxcE SHEET

Procurement Reference Number: NCS/RFQ/027 - 50/2025

[Bidders should complete columns C ond D with the specificalions and Performance standards of
the services offered. Also state "comply" or "not comply" and give details of any non'

compliance/devialion lo the specirtcaion required. Altach delailed lechnical literature if required.

Authorise the specification offered in the signature block belott.l

I

Unit of
Measure

* Columns A to D to be conpleted as applicoble by Public Entiry"
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Item
No

Specifications and Performance Required Compliance of
Specifications and
Performance
Ofrered

Details of
Compliance/
Deviation
(ifapplicable)

Non-

A* B* C D

I Provision of catering services for AGYW and ABYM
from Windhoek Rural Constituency during a Life Skills
Training on Comprehensive Se3xuality Education,
Sexual and Gender-based violence and Economic
Empowerment taking place in Swakopmund

* Columns A and B to be completed by Public Entity

Specifications and Performance Standard Compliance Sheet Authorised By:

SocrrON VI: CONTNACT AGRBEMENT AND GTNTNA.T

CONUITTONS OF CONTRACT

Any resulting contract shall be placed by means of a Purchase Order/Letter of Acceptance and shall

be iubject to the General Conditions ofContract (GCC). Ref: for the procurement ofservices (time

basedjavailable on the rvebsite ofthe Public Entily (insert *ebsite address) except where modified

by the Special Conditions below.

STCTTON VII: CONTNACT DATA STTTNT

ProcurementReferenceNumber: NCS/RFQ|O?7-5012025

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

GCC [This section is io be cusromised by the Public Entity to suit the requirements ofthe specific

procurement].

GCC T.T

Effectiveness of
Contract

GCC 1.3.1 Intended
Completion date

The services is for the period: 23 March 2026

The services to be completed on 23 March 2026

Signature:Name:

Date:

Authorised for and on behalf of: Company

CONTRACT DATA

I

I

lPosition:

CLAUSE

I



GCC 1.6.1
Issue of notices
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The Authorized Representative ofthe Employer is:

Ms. Petrus Shikomba 081247 7977

The Authorized Representative ofthe Service Provider is:

SCHEDULE 3

Quornrtox Cntcrltsr Scnruulr
[Pubtic Entity to update the Checklist to ensure lhat it contains the documents requiredfrom

Bidders for the specifc procurementl

Procurement Reference No.: .........,.....

The amount of the Professional
least:

Indemnity lnsurance Cover shall be at
GCC 2.6 Insurance
and liabilities to
Third Party

GCC 2.7
Reporting
Obligations

The Service Provider shall report to: Ms. Petrus Shikomba

GCC 2.10
Performance
Security

No Performance Security required

GCC 4.2
Contract Price

The amount payable is as per award letter issued

GCC 4.3
Terms of Payment

Payments will be made to the Service Provider within 30 days after receipt of
lnvo rce

GCC 4.5
Price Adjustment

Prices shall not be adjustable

Attached (please tick if
submitted and cross if not

Description

uotation Letter

SchedulePriced Activi

Performance Com liance Sheet

ifa licableBid Securi

Documents evidenc eli ibili

Company profile, past experience and references where similar
rovidedservices havc been

Disclaimer: The list defined above is meant to assist the Bidder in submitting the relevant

documents and shall not be a ground for the bidder to justify its non-submission of major

documents for its quotation to be responsive. The onus remains on the Bidder to ascertain that it has

submitted all the documents that have been requested and are needed for its submission to be

complete and responsive.

I
I

I

I

I


