
MINISTRY OF EDUCATION, INNOVATION, YOUTH, SPORTS, ARTS AND CULTUR.E

PROCUREMENT MANAGEMENT UNIT

Tel (062) 562249
Fax (O5tl270 6236
Enquiriesr Juliet Buiswalelo

+264 87 296 938?

Request for Sealed Quotations

SUPPLY AND DELIVERY OF MATERIALS FOR AFI
AFTERSCHOOL PROJECT UNDER THE

IMPLEMENTATION OF THE UNICEF/MEIYSAC
UPSTIIFT PROGRAMME IN THE OMAHEKE REGION.
MINISTRY OF EDUCATION, INNOVATION, YOUTH,

SPORTS, ARTS AND CULTURE

Procurement Reference Number: G/RFQ/027-12512025

Closing date: Tuesdav.03 March2026 @ 11h00

Total Quotation Amount

REPUBLIC OF NAMIBIA

I

Government Office Parh Luther Str.
Private Ba813391
wndhoek, Namibia

Bidders Name:

.l
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REPUBTIC OF NAMIBIA
MINISTRY OF EDUCATION, INNOVATION, YOUTII, SPORTS, ARTS AND CT]LTURI

Letter of Invitation

SUPPLY AND DELIVERY OF MATERIALS FOR AN AFTERSCHOOL PROJECT T]NDER
THE II\{PLEI\{ENTATION OF THE I]NICEFA{EIYSAC UPSHITT PROGRAMI\{E IN THE
OI\{AHEKE REGION . I\{INISTRY OF EDUCATION, INNOVATION, YOUTII, SPORTS,

ARTS AIID CT]LTURE

16Eebruary 2026

Procur ement Reference Number: G/RFQ/027 - 125 I 2025

The Ministry of Education, Innovation, Youth, Sports, Arts and Culture requests you to
submit your best quote for the items described in detail hereunder.

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

A d ministrative enquiries: Reqina.Puteho@meivsac. gor,.na

Leonie.vanwyk@neiyac. gov.na

Please prepare and submit your quotation on Tuesday, 03 March 2O26 at 11h00, in
accordance with the instructions given or inform the undersigned if you will not be

submitting a quotation.

Yours faithfully,

lq 'oa.aoAL
S REGINA PUTEHO

Ms R. Puteho
Ms. L. r,an Wyk

DEPUTY DIRECTOR: HEAD OF PMU

TO: PROSPECTI!.E BIDDERS

Any resulting contract shall be subiect to the terms and conditions referred to in the

document.

nl
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SgCTTON I: INSTRUCTIONS TO BIDDERS

1. Rights of Public Entity
The Ministry reserves the right:

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

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

quotations at any time pdor to contract award.

2. Prepatation of Quotations
You are lequested to quote for the items mentioned in Section III by completing signing

and returning:
(a) the Quotation Letter in Section II
(b) the List of Goods and Price Schedule Section III;
(c) the Specifications and Compliance Sheet in Section V;
(d) the Supplier's Business principal must be in line;
(e) the use of correctional fluid is prohibited;
(f) corrections should be signed/initialled;
(g) ail pages must be initialled and every blank (provided) space must be

completed; and
(h) 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 not be retyped for completion.

3. Validity of Quotations
The Quotation validity period shall be 60 days from the date of submission deadline.

a. EligibilityCriteria
To be eligible to participate in this Quotation exercise, you should please tick be1ow, to

indicate whether each of the follow documents is attached:
Please tickDocument name / title

1

2 Valid certified copy of Certificate of Tax Good Standing for Procurement Puryoses, issued

the Min of Finance: Inland Revenue.

Valid Certified copy of a valid Affirmative .{ciion Cornpliance Certificate (issued in

of Section 42 of the Affirrnative Action (Employrnent) Acl29 ot L998, as amended); or Lettet

from the Employment Equity Commission (letter should be on letterhead, stamped and

terms3

4 Valid certified c of Good Standin Certificate v.,ith the Social Securi Commission

valid certified Copy of the Close corporation ce ificate (issued in terms of Act 26 of 1988)

or Founding Statement or any other Company Registration Certificate. These Celtificates

should c1 lier isindicate the ds / seNices that the Su stered to render

Valid Certified copy of a valid Certificate of Registration as an SME, issued by the Ministry

of Industrialisation, Trade and SME Devel ticable
6

)(2 NoAct 1 o1 2007tl3o1-l 8 of Ladre bourtedIa ltI ectisconternasdertakiu11wrtA tten n8,7

Siened Bid Securing Declaration

siened bv the EEC).
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5. Delivery
Deliver)r shall be fourteen (14) days aftel the issuing of the Purchase Order. A penalty of

1% per rveek shall be instituted on late delivery.

5.1 The following tests and incepfions will be conducted on the goods at delivery:

- Check if it is correct delivery as specified on the request for quotation

- If delivery is on time

- If delivery note is attached

8. Opening of Quotations
Quotations will be opened internally by the Minisky immediately after the closing time

referred to in instruction 7 above. A record of the Quofation opening stating the name of

the bidders, the amount quoted, will be posted on the website of the Ministry and available

to any bidder on request'within three wor*ing days of the Opening.

9, Evaluation of Quotations
The Public Entity shall have the right to request for clalifications in writing during

evaluation. Offers that are substantially responsive shall be compared on the basis of Plice
01. ownership cost, subject to Margin of Preference rvhele applicablg to determine the

lowest evaluated quotation.

Margin of Preference

Documentary Evidr:nee to be providedCategory Ii{argtu of
Preference

- Certified copy of SME registration certificate

- Declalation indicating.lire percentage of Narnibian MSME
ownershi

MSME t%

PDP owned
enterpdses

- Certified copy of ID's ofall shareholders

- Certified copy of founding staternent/company registration

indicating ownership struchrre/shareholdel' cefiifi cate

- Declaration indicating the percentage of Namibian PDP's

ownershi

Women
owned
enterprise

- Certified copies of ID's ofall share holders

- Certified copy of Founding statemenrcompany registration
o wnershi structure/shareholder certifi cate1

6. Sealing and Marking of Quotations
Quotations should be sealed in a single envelope, clearly marked rvith the Procurement

Description, addressed to the Ministry, with the Bidder's name and contact infomation at

the back of the envelope.

7. Submission of Quotations
Quotations shouid be deposited in the Quotatjon/Bid box at Ministry of Education

Building, at Ministry of Education, Innovation, YouttL Sports, Arts and Culture ,2"d (loot,

room 226 - Government Office Park, Luther Street, Procurement Management Unit,

Windhoek, not latet than 11h00 on Tuesday, 03 March 2026.
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- Declaration indicating the percentage of Namibian female

orvnersl'tip .

Youth orvned
entetprtse

zYo - ID's of all shareholders

- Founding staternent/company registtation indicating ownership

structure/shareholder certifi cate

- Declaration indicating the percentage of Namibian Youth

S ervice
rendered by
Namibian
citizens

1o/o - Declaratiou that bidder employs 500/o or more Namibian
citizens

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

preference referred to in section 71 and72 ol 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 {or such qualifications.

L0. Technical Compliance
Bidders shall submit along with theil quotation's docurnents, catalogues and any othel. .

literature to substantiate compliance with the required specifications and to qualify

deviations (if any), with respect to the Ministry's requirements.

The specifications, Performance Requirements and Compliance sheet details the minimum

specifications o{ the goods/items to be supplied. The specifications have to be met but no

credit rvill be given for exceeding the specifications.

11. Prices and CurrencY of PaYment

Prices shall remain fixed for the duration of the period and quoted in Namibian Dollars

(N$). The Ministry shall not consider price increases due to exchange ratesi therefore,

bidders are advised to make their own projections.

12. Award of Conttact
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. Arvard

of contract sha1l be by issue of a Purchase Order in accordance r,r'ith telms and conditions

contained in Section VI: General Conditions of Contract and Conhact Agreement'

13. Notification o{ Award and Debriefing '..' "

The Public Entity shall, after arvard of contract, promptly publish on the website, of the

name of the successful bidder and the contract amount. 
'

SncrroN II: QuorarloN LETTER
(to be completed by Biddets)

Complete this form with all the tequested details and submit your quotation with the Pdce

list and documents requested above. A siSnature and authorisation on this form will

ownership

I
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confirm that the terms and conditions of the RFQ prevail over any attachments. If your

quotation is not authorised, it will be rejected.

we offer to supply the items listed in the attached List of Goods and P(ice schedule as per

the defined specifications, except for the qualified deviations [Bidder may delete this phrase

in case of no deviationl 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 proculement process and the execution

of any resulting conhact.

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 aIld

fir.m and will not be subject to revision or variatiory if we are a\4/arded the conh'act prior to

the expiry date of the quotation validity'

The delivery period offered from the date of issue of Purchaser Ofder/Award letter is as

shown in the List of Goods items and Plice Schedule'

Quotation Authorised bY:

Quotation addressed to: Ministry of Education, Innovatio& Youth, Sports, Arts and

Procurement Ref: GIRJQ1027-1251202s

Subject: ST]PPLY AND DELIVERY OF I\{ATERIALS FOR AN
AF'TERSCHOOL PROJECT T]NDER TIIF',

IMPLEMENTATION OT' TIIE IINICEF/I\(EIYSAC UPSHITT
PROGRAMME IN THE OMAIrEKE REGION - MINISTRY OF
EDUCATION, INNOVATION, YOUTH, SPORTS' ARTS AND
CULTURE

Name of Bidder Companl.'s Address and seal

Contact Person

Name of Person Authorising the Quotation: Position: Signature:

Date Phone

No./Fax

Culture.
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(b)

(c)

(d)

BID SECURING DECLARATION
(Section 45 of Act) @egulation 37(5) and 56(2)

Date: ....

To: Ministry ofEdueation, Innovation, Youth, Sports, Arls and Cuture

VWe* un<lerstand that in terms of section 45 of the Act a public entity must include in the bidding

document the requirement for I aleclsration as an alternative form of bid security.

VWe* accept that under section 45 of the Act, Vrve* may be zuspended or disqualified in the event of

(a) a modilication or rvithdrarval of a bid after the deadline for submission ofbids durlng the period

of validity;

refusal by a bidder to accept a colrection of an error appearing on the face of a bid;

failure to sign a procurement contlact iu accordance rvith tlre terms and condit ons set forth in the

bidding document, should VWe* be successful bidder; or

failure to provide security for the performance of the procurement conh'act if required to do so by the
bidding documenL

L4ye* understand this bid securing declaration ceases to be valid ifl an/![e aro* not the successfirl Bidder

[insert signature ofperson whose name and capacity are shown]

Capacity of:

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

Name: ,

[inserl complete name ofperson signing the Bid Securing Declaration]

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

Daled on day of
[insert date of signing]

Cor?orare Seal (where appropriate)

[Nolex: h case of a joint venture, the bid seeuring declaration must be in lhe nanre of all partners to thejoint

ventue that submits the bid.l

*deiete if uot applicabtc / appropriate
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Re ublic of Namibia

Witten undertaking in terms of section 138 of tle Labour Act, 2015 and seetion 50(2)
(D) of the Public Procurement Act, 2015

1. EMPLOYERS DETAILS

Company Trade Name

Regi stration Number

Vat Number

Industry/Sector

Physical Address

Ministry ofl,abour, Industrial Relations and Em yment Creation

Tell No

Fax No.:....

Full rrrme of Owner/Accounting Officer

Email Address
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2. PROCUREMENT DETAILS

Plocurement Description

Anticipated Conhact Duration

3. UNDERTAKING

I linsert tuu namel, owner/representative

of linsert full name ofcompany]

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 limited to the cancellation of the

contlact/iicence/grant/permit or concession.

Seal

Plqse lake note:
l. A labour inspe.tor lnay coaduct unannounced inspections to assess dre level of complianoe

2. This undena-king must be disolayed at &e wor(dace wher e it will be rcaalily accessiblc ard visible by lhe employccs r.trdering servic{s) in relatiotrs

to tlre goods and servic€s beiDg procued urder this contact.

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

Signature:
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Sncuors III: Lrsr or Goons Auo Pnrcn ScHnpurp

QUOTATION FOR: SUPPLY A]rlD DELTVERY OI' MATERIALS FOR AN AFTERSCEOOL PROJECT ITNDER TIrF
IMPLEMENTATION OF THE UNICEFA,IETYSAC UPSEIT"T PROGRAMME INTHE OMAEEKE REGION. MINISTRY OF

EDUCATION, INNOVATION, YOUTH, SPORTS, ARTS A}ID CIJLTUR-E

INSTRUCTIONS TO THE PUBLIC BODY

At time of pleparation of the RFQ, Columns A to I shall be filled in by the Ministry of
Educatio& lnno\',Hcr! Youth, Sports, Afts and Culh-ue

INSTRUCTIONS TO BIDDERS

Bidders shall61l-in colunms E - I and fill th€ total
E = mark with a *if an equivaitnt is quoted
F = Rate per unit
G =Total price for all items (CxF)
. If an equivalent is quoted, please attach tq your quote appropdate tedmical inJormation &

specification
. Bidders shall fill in and sign the bottom section of this page

A B C D E F H I
Item
code

Description ofy UOM Unit Price
(Excl. vAT)

N$

Total price
(Excl. VAT) N$

Delivery Period
(days)

Country
of Origin

1 Toble Kiddies 50x50x45cm (Green/White) 7

2. Choir Kiddies W/Armrest {Green) 7

3 Choir Kiddies W/Armrest {Mogenlo) 8

Toble Kiddies 50x50x45cm (Mogento/White) 8

5 White Boord Mogneiic 900x900m m 1

6 Morker White Boord Sup Blue (box of l0) I

7 h4orker White Boord Sup Block (box of l0) 1

8. Book Coloring 24pgs DC 7

9 The Robbit's Tole Book 2

10. The in the Costle Book 2

G

4.
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11 One. Two, BucKLe my Shoe Book

Book: D wi words Educotionol 5

13. Pencil HB Trion le ocket of I 2 t0
74. Pencil Colourin full len ihboxofl2 t0
15. Clqyon Retroctoble Wox pocket of l2
76. C on Wox Jumbo kt-9 l0

Po er Co A4 Rolotrim 80c,m box-5 2

t8 Book Note A5 Side iound 140 s t0
19 Eroser 62\20x1 0 Lo l5
20 Sho ener Melol Double Hole 6

Flt chort er 2

Permonenl morkers I

l3 Permqneni morkers Block box of l0 1

**Items to be delivered at Gobabis Multi-Purpose Youth Resource Centre"*

COMPANYNAME: VAT 15%

Total
NAME Otr' STAFF: ADDRESS:

POSITION: SIGNATURE:

2

12.

10

17.

i

27.

22_ (Green) box of 10

Sub Total

DATE:

___l

--l
---]
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SncrtoN V: SprctrIcATIoNS ANo CowTPLIANCE Snmr

Specifications and Compliance Sheet Authorised By:

Position:

Arry resulting contl.act shall be placed by means of a Purchase order and shall be

subject to the General Conditions of Contract (GCC) for the Procurement of Goods

(Ref. G/RFQ-GCC), except rvhere modified by the Special Conditions belorv'

Item No Technical Specifi cation Required

B*

1 SUPPLY AND DELIVERY OF MATERIALS FOR AN AFTERSCHOOL PROIECT LINDER

THE IMPLEMENTAT]ON OF THE UNICEF/MEIYSAC UPSHIFT PROGRAMME IN THE

OMAHEKE REGION

Item
No

Technical Specification Requited Compliance of
Specification

Offered
Indicate

comply/not comply

Details of Non-
Compliance/

Deviation
(if applicable)

D

1 SUPPLY AND DELIVERY OF MATERIALS FOR AN
AFTERSCHOOL PROIECT UNDER THE IMPLEMENTATION

OF THE UNICEF/METYSAC UPSHIFT PROGRAMME IN THE

OMAHEKEREGION

Signature:Name:

CompanyAuthorised for and on behalf of:

SgcrToN IV: SPNCTNICATIONS ANO PNNTORMANCE

RrgutREurNrs

Bidders should complete columns C and D with the specification of the goods offefed.

Attach detailed technical literature as stated in the requirements. Authorise the

specification offered in the signature block below.

Date: 
I

,srcrrols VI: GnNsnAL CoNDITIoNS OF CoNrnacr Arup

CoNrRacr AGREEMENT
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SncrtoN VI: CoNlrnecr AcRUIMENT
Any resultir.rg conhact shal1 be placed by means of a Purchase Order and shall be

subject to the General Conditions of Conh'act (GCC) for the Procurement of Goods

except where modified by the Special Conditions below.

Sncnoru VIII: SpecIAL CoNDITIoNS Or Coxrne'cr
The clause numbers given in the first column correspond to the relevant clause

number of the GCC.

Subject and GcC
clause reference

The Site/final destination for ddiyery q[]Lhc..lc99!!s is

GOBABIS, MULTI.PURPOSE YOUTH RESOUIICE CENTRE

MINISTRY OF EDUCATION. INNOVATION, YOUTH, SPORTS, ARTS AND
CULTURE
GOBABIS

Site
GCC 1.1(m)

Incoterms slrall be governed by the rules prescribed in Incoterms 2010-Incoterms Edition
ccc 4.2(b)

Any notice shall be sent to the following addresses:

For the Ministry, the address and the contact name shall be:

MINISTRY OF EDUCATION, INNOVATION, YOUTII, SPORTS, ARTS AND
CULTI'RE
GOBABIS

Notices
GCC 8.1

Delivery and

Documents
GCC 13.1

The Service are to be delivered rvithin 
-L 

days hom tlre date of the Pu

The bidder to ensur: that services is received as per clianls expectation

The documents to be fumished by the Supplier are:

(a) Signed delivet y note; and filst Invoice for Payment.

The structure of Paymeirrs shall be; full payment follor,'ing delivery

and submission of an invoice

rchase Order.

of the SuppliesTerms of Payment

GCC 16.1

Payments shall be made not later than thirty (30) days after submission o

and its certification by the Purchaser

f an invoice
Terms of Payment
GCC 16.3

I

Special Conditions

Attention: Juliet Buiswalelo, 081 296 9387

For the Supplier, the address and contact name shall be:



Scsrnurn 2: Cosr Srnucruns Fon Varun Anoso Clrcurlrror.l PEn

PRoDUCT

Subject and GCC
clause reference

Special Conditions

Terms of Payment
GCC 16.4

The currency of payrnent shall be the currency oforder specified in the List ofGoods,

Price Schedule and Product details in the Statement of Requirements.

Performarrce Security
GCC 18

(i) No performance security is required

The packing, marking and documentation within and outside the packages shall be:

product name, quantities

Insurance
GCC 24

The bidder bears the cost of insurance

Transportati on
GCC 25

Inspection & Tests

GCC26,
Testing and commissioning of goods shall be at the supplier s expense

Liquidated Damages

GCCZT

Warranty
GCC 28.3

For item 1, the minimum period of warranty/shel( life shall be 

-For item 2, the minimum period of rvarranty/shelf life shall be 

-For item 3, the minimum period of warranty/shelf life shall be 

-

COST STRUCTURE FOR VALUE ADDED CALCULATION
PER PRODUCT

N$N$

Raw Materials, Accessories (clinical supplies) &
ntsCom

rted (In-r

FeeLocal AT & Excisc Du

Labour Cost

Direct Labour

Clerical Wa es

Salaries to Mana emenl

1.1

Packing
GCC 23.2

The Goods shall be delivered: Delivery Duty Paid

Liquidated damages fol the whole contract are 1% per week. The maximum amount

of liquidated damages for the whole contract is 5% of the final contract price.
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Elcctrici

o Water

. Tel hone

D reciation

Interest on Loans

Rent

Other Iease ecl )

TOTAL COST

Local Value Added = Total Cost - Cost of imDorted inDutt x 100

Total Co6t

NB! The cost structure should be certified by a Certified Account

3: QuornrloN CHECKLIST ScHEDULE

Supplier/Bidder Name:

Not Attached

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

documelrts and shall not be a ground for the bidder to iustiff its non-submission of maior

documentS for its quotation to be responsive. The onus remains on the Bidder to ascertain that

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

to be complete and resPonsive

AttachedDescription

Quotation Lettel'

Specilication and Compliance Sheet
List of Goods and Price Schedule

Evidences for conlormitY of Goods

Mandatory DocumentatiorE


