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Invitation for Bids (IFB)

Republic of Namibia
Name of Project Creative DesigigencyServices
IFB Title: The Procurement of Consultant for Creative DegigencyServices
IFB Number: NCS/ONB/RFAi 01/2023

Bids are invited through Open National Bidding (ONB) procedures for the procurengamtsodtants
for creative desigagencyservices, the invitation is open to all Namibian bidders.

Interested eligible bidders may obtain further information froradRBund Administration, Manager:
Corporate Services.

A complete set of Bidding Documents in English maydidainedby interested bidderdPotential
bidders must register their interest to bid beocurenent@rfanam.com.naand indicate the
Procurement Reference Number, the full name of the business and the business representative
order to receive the bid document, which will be emailed to the bidder at no cost.

A pre-bid meeting will be held at0h00 a.m.on Tuesday, 6 June 2023 The last day for clarification
requests willbe Tuesday, 13 June2023. Bids must be delivered to the address below at or b&fore
June 2023at 11h00. Electronic bidding will not be permitted. Late bids will be rejected. Bids will be
opened in the presence of the biddersoé repres
below at11h05 on 30 June 2023 All bids must be accompanied byBal Securing Declaration

The address(es) referred to above is(are):

For Bidding Document InspectioReception,Road Fund Administration Head Office, 21 Feld
Street, Windhoek, Namibia.

For PreBid Meeting and Bid OpenindRoad Fund Administration Head Office (2" Floor
Conference Room, 21 Feld Street, Windhoek, Namibia.

For Submission of Bidsthe Tender Box,Road Fund Administration (RFA) Reception(Ground
floor), 21 Feld Street, Windhoek, Namibia.


mailto:procurement@rfanam.com.na
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Summary Description

These Standard Bidding Documents for ProcurememtoofConsultancyservices(time-basedcontracts)
apply when a prequalification process hagt taken place before bidding. brief description of these
documents is given below.

Summary

SBD for Procurement ofServices

PART | T BIDDING PROCEDURES

Section I:

Section II.

Section Il ;

Instructions to Bidders (ITB)

This Section provides relevant information to help Bidders prepare their bids. Information is
also provided on the submission, opening, and evaluation of bids and on the award
Contracts.Section | contains provisions that are to be used without modifation.

Bidding Data Sheet(BDS)

This Section consists @irovisions that are specific gach procurement and that supplement
the information or requirements included in Saat, Instructions to Bidders.

Bidding Forms

This Sectim contains the forms which are to be completed by theddBidnd submitted as
part of itsBid.

PART Il T ACTIVITY SCHEDULE

Sectionl V.

Section V.

PART Il T
Section M.

Section M11.

SectionlX:

Activity Schedule
This Section contains thativity schedule
Scope of ServiceR¥erformance Specifications and Drawings

This section contains Specifications that are intended only as information for the Employer o
the person drafting the bidding document$iey should not be included in the final
documents.

CONDITIONS OF CONTRACT AND CONTRACT FORMS
General Conditionsof Contract (GCC)

This Section contains the general clauses to be applied in all contiHetstext of the
clauses in this Section shall not be modified.

SpecialConditions of Contract

The contents of this Section supplement the General Condiio@ontractand shall be
prepared by the Employer.

Contract Forms

This Section contains forms which, once completed, will form part of the Contract. The
format of Advance RPayment Guarantee Performance Security Notification of award
and Contract.
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Section |. Instructions to Bidders

Section I. Instructions to Bidders
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Section |. Instructions tBidders

1. Scope of Bid

2. Public
Entities
Related to
Bidding
Documents
and to
Application
for Review

3. Corrupt or
Fraudulent
Practices

11

1.2

Instructions to Bidders

A. General

The Public Entity referred to herein after as themployer, as
defined in theBidding Data Sheet (BDS) invites bids for the
Services, as described in tB®S. The name and identificatio
number of the Contract @ovided in the BDS.

The successful @der will be expected to complete tl
performance of the Servicahiring the periodorovided in the
BDS and the SCC Clause 2.3

1.3 Throughout these Bidding Documents:

21

@ the term Ain writingd mea
(e.g.by mail, email, fax,) with proof of receipt;

(b) if the context so require
versa;and

(o Aiday o me an sunlesa dthemvideastatedd a y

The public entities related to these bidding documents are
Public Entity, acting as procuringentity (Purchaser), th
Procurement Policy Unitin charge of issuing standard biddi
documents and responsible for any amendriteste may require
the Central Procurement Board in charge of vetting Bidc
document, receiving and evaluation of bids in respect of n
contracts and the Review Panel, set up under the P
Procurement Act, 2@L(hereinafter referred to as the Act.)

Application for Review shall be addressed to:

The Chairperson
Review Panel
Ministry of Finance
Private Bag 13295
Windhoek, Namibia

3.1 The Government of the Republic dfilamibia requires thai

32

bidders/suppliers/contractors, participating in procuremen
Namibia observe the highest standard of ethics during
procurement process and execution of contracts.

The Employer will reject proposal for award if it determines tf
the Bidder recommended for award has, directly or throug
agent, engaged in corrupt, fraudulent, collusive, coercive
obstructive practices in competing for the contract in question

For the purposes of thi&ubClause:
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4. Eligible
Bidders

1 For the purpose dhis Contract
contract execution.

2 Forthe purpose dhisContragt fipartyo refers to a public official:;
procurement process orcontragtec ut i on; and the fiact or omissiono
contract execution.

3 Forthe purpose dhisContragt fiparti eso refers to participants in
attempting to establisbid prices at artificial, neGaompetitive levels.

4 Forthe purpose dhisContragt fipartyo refers to a participant in

3.3

3.4

3.5

() icor r up t!isphe afering, gieny, receiving o
soliciting, directly or indirectly, of anything of value 1
influence improperly the actions of another party;

(iAfraudul emstany pat a onissiangirtcluding
misrepresentation, that knowingly or réedsly misleads, o
attempts to mislead, a party to obtain a financial or o
benefit or to avoid an obligation;

(ilficol | usi ¥ie anparramgemeantcbetdeen two
more parties designed to achieve an improper purg
including to influence imroperly the actions of anothe

party;

(ViVicoer ci v e ispimgidngi a eharming, o
threatening to impair or harm, directly or indirectly, any p¢
or the property of the party to influence improperly -
actions of a party;

(v VAiobstructi vis depberatayt ideseoginc
falsifying, altering or concdiag of evidence material to th
investigation or making false statements to investigator
order to materially impede an investigation into allegation
a corrupt, fraudulent, coercive or collusive practice; an
threatening, harassing or intimidagi any party to prevent
from disclosing its knowledge of matters relevant to
investigation or from pursuing the investigation.

In further pursuance of this policy, Bidders shall permit
Employer to inspect any accounts and records and
documents relating to the Bid submission and coni
performance, and to have them audited by auditors appoint:
the Employer.

Furthermore, bidders shall be aware of the provision in Cla
3.1 of the General Conditions of Contract.

Bidders, suppliers and public officials shall also be aware o
provisions stated in sectiof5 i 68 (Part 10)of the Public
Procurement A¢t2015which can be consulted on the website
the Procurement Policy Unit (PRU)
www.mof.gov.na/procurementpolicy-unit

Subject to ITB 4.4, a Bidder, and all parties constituting
Bidder, may have the nationality of any country except in the
of open national bidding where the bidding documents lnay
participation to citizens ofNamibia or entities incorporated i

fi anot referstoamublit offidial acting in relation to the procurement process or

t

t he
S in

t he

h e

P
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5.

Quialification
of the Bidder

4.2

4.3

4.4

4.5

4.6

5.1

Namibia A Bidder shall be deemed to have the nationality ¢
country if the Bidder is a citizen or is constituted, incorporatec
registered and operates in conformity with the provisions of
laws of that country. Thigriterion shall also apply to th
determination of the nationality of proposed subcontractor:
service providerfor any part of the Contract

All bidders shall provide in Section IlIBidding Forms a
statement that the Bidder (including all mensbef a joint venture
and subcontractors) is not associated, nor has been associ:
the past, directly or indirectly, with the consultant or any o
entity that has prepared the design, specifications, and
documents for the Project or being ppepd as Project Manag
for theContract.

(a) A Bidder that is under a declaration of ineligibility liye
Governmenbf Namibiain accordance with applicable laws at 1
date of the deadline for bid submission orréadter, shall be
disqualified.

(b) Bids from service providersppearing on the ineligibility list:
of African Development Bank, Asian Development Ba
European Bank for Reconstruction and Development, -It
American Development Bank Group and World Bank Group ¢
be rejected.

Links for checking the ineligibility lists are available on t
Procurement Policy Urits  w e wwsvimbigav.nalineligible
bidders

A firm shall be excludedfiby an act of compliance with
decision of the United Nations Security Council taken ur
Chapter VII of the Charter of the United Natiori§amibia
prohibits any import of goods or contractingvadrks or services
from a country where it is based or gogyment to persons ¢
entities in that country.

Governmenbwned enterprises in the Republicdmibiashall
be eligible only if they can establish that they:

(i) are legally and financially autonomous;
(il) operate under commercial law, and
(iif) are not a dependent agency of the Purchaser.

Bidders shall provide such evidence of their continued eligib
satisfactory to the Employer, as tlnployer shall reasonably
request.

All bidders shall provide in Section IlIBidding Forms a
preliminary description of the proposed work method
schedule, including drawings and charts, as necessary.


http://www.mof.gov.na/ineligible-bidders
http://www.mof.gov.na/ineligible-bidders
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5.2 (@) In the event that prequalification of potehtiedders has bee

5.3

undertakenas stated in the BDS only bids from prequalifiec
bidders shall be considered for award of Contract, in which
the provisions of sublauses 5.3 to 5.6 hereafter shall not ap
These qualified bidders should submit witheir bids any
information updating their original prequalification applications
alternatively, confirm in their bids that the originally submit
prequalification information remains essentially correct as of
date of bid submission. The update amnfirmation should be
provided in Section IV.

(b) If, after opening of bids, where prequalification has not t
undertaken, it is found that any of the document listed in 5.3
5.4 is missing the Employer may request the submission of
document subject to the bid being substantially responsive a
clause 27. The nesubmission of the document by the Bidc
within the prescribed period may lead to the rejection of its bid

If the Employer has not undertaken prequalification of e
bidders, all bidders shall include the following information ¢
documents with their bids in Section 1V, unless othenstaged in
the BDS

(@) copies of original documents defining the constitution
legal status, place of registration, and ppat place of
business;

(b) written power of attorney of the signatory of the Bidany
other acceptable documetd commit the Bidder and &
otherwisespecified in the BDS

(c) total monetary value of Services performed for each of
last five years;

(d) experience in Services of a similar nature and size for ea
the last five years, and details of Services under wa
contractually committed; and names and address aftsl
who may be contacted for further information on th
contracts;

(e) list of major items of equipment proposed to carry out
Contract;

(f) qualifications and experience of key site management
technical personnel proposed for the Contract;

(g reports on the financial standing of the Bidder, such as p
and | oss statements and &
years;

(h) evidence of adequacy of working capital for this Cont
(access to line(s) of credit and availability of other finan
resources);

(i) authority to the Employer to seek references from
Bidderds banker s;
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55

()

(k)

information regarding any litigation, current or during f
last five years, in which the Bidder is involved, the par
concerned, and disputed amount; and

proposals for subcontracting components of the Sen
amounting to more than 10 percent of the Contract Price.

Bids submitted by a joint venture of two or more firms as part
shall comply with the following requirements, unless otherv
stated inlheBDS:

(@)

(b)

(©)

(d)

()

the Bid shall include all the information listed IhB Sub
Clauseb.3 above for each joint venture partner;

the Bid shall be signed so as to be legally binding or
partners;

the Bid shall include a copy of the agreement enterecont
the joint venture partners defining the division
assignments to each partner and establishing that all pa
shall be jointly and severally liable for the execution of
Contract in accordance with the Contract terms; alternati\
a Letter ofIntent to execute a joint venture agreement in
event of a successful bid shall be signed by all partners
submitted with the bid, together with a copy of the propc
agreement;

one of the partners shall be nominated as being in ch
authorzed to incur liabilities, and receive instructions for ¢
on behalf of any and all partners of the joint venture; and

the execution of the entire Contract, including payment, ¢
be done exclusively with the partner in charge.

To qualify for awad of the Contract, bidders shall meet i
following minimum qualifying criteriaunless otherwise stated
theBDS:

(@) a minimum average annual financial amount of work ovel

(b)

(€)

(d)

(€)

periodspecified in the BDS

experience as prime contractor in girevision of at least twc
service contracts of a nature and complexity equivalent t
Services over the last 5 years (to comply with 1
requirement, Services contracts cited should be at lea
percent completegs specified in the BDS

proposas for the timely acquisition (own, lease, hire, etc.)
the essential equipmelntted in the BDS;

a Contract Manager with f
of an equivalent nature and volume, including no less
three years as Manager; and

liquid assets and/or credit facilities, net of other contrac
commitments and exclusive of any advance payments w
may be made under the Contract, of no less than the ar
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6.

Conflict of
Interest

Cost of
Bidding

Site Visit/Pre-
bid Meeting

5.6

6.1

7.1

8.1

specified in théBDS.

() A consistent history of litigation or arbitration avds agains
the Applicant or any partner of a Joint Venture may resu
disqualification.

The figures for each of the partners of a joint venture sha
added together to determine
minimum qualifying criteria ofiTB SubClause5.5 (a), (b) and
(e); however, for a joint venture to qualify the partner in che
must meet at least 40 percent of those minimum criteria fc
individual Bidder and other partners at least 25% of the crit
Failure to comply with thisequirement will result in rejection ¢
the joint ventureods Bid. S
wi || not be taken i nto acc
compliance with the qualifying criteria, unless othervatsed in
the BDS.

A Bidder shall not have a conflict of interest. All Bidders founc
have a conflict of interest shall be disqualified. A Bidder may
considered to have a conflict of interest with one or more parti
this bidding processf, i

(a) they have a controlling partner in common; or

(b) they receive or have received any direct or indirect suk
from any of them; or

(c) they have the same legal representative for purposes o
bid; or

(d) they have a relationship with each other, dlyeor through
common third parties, that puts them in a position to t
access to information about or influence on the Bid of anc
Bidder, or influence the decisions of the Employer regar:
this bidding process; or

(e) a Bidder participates in morman one bid in this biddin
process. Participation by a Bidder in more than one Bid
result in the disqualification of all Bids in which the party
involved. However, this does not limit the inclusion of
same subcontractor in more than one bid

(f) a Bidder or any of its affiliates participated as a consultai
the preparation of the design or technical specifications o
contract thats thesubject of the Bid.

The Bidder shall bear all costs associated with the preéparand
submission of his Bid, and the Employer will in no case
responsible or liable for those costs.

@ The Bidder, at the Bidde
encouraged to visit and examine the Site of reguservices anc
its surroundings and obtain all information that may be nece:
for preparing the Bid and entering into a contract fer Services
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The costs of visiting the Si

(b) A pre-bid meeting shall be held so indicatedin the
BDS to allow bidders to obtain clarifications on the biddi
documents. Any information given in the coursetlod meeting
that may have an incidence in the preparation of the bids sh:
issued by the PubliEntity as addendum after the meeting, as
ITB 11.2, to form part of the Bidding Documents.

(©) No bidder shall be disqualified from the bidding
process as a result of not attending the prbid meeting.

B. Bidding Documents

9. Content of 9.1 The set of bidding documents comprises the documents list
Bidding the table below andda@enda issued in accordance wWikB Clause
Documents 11:

Section | Instructions to Bidders
Section Il Bidding Data Sheet
Sectionlll Evaluation Criteria

Section IV Bidding Forms

SectionV  Activity Schedule

Section M Scope of Service arfderformance Specifications
SectionVIl  General Conditions of Contract

SectionVIIl Special Conditions of Contract

SectionlX  ContractForms

9.2 The Bidder is expected to examine all instructions, forms, te
and specifications in the bidding documenfsilure to furnish all
information required by the bidding documents or to submit &
not substantially responsive to the bidding documents in €
respect wil/ be at the Bidd
of its bid. Sections llland 1V should be completed and return:
with the Bid in the number of copies specified in Bi2S.

10. Clarification 10.1 A prospective Bidder requiring any clarification of the bidd
of Bidding documents may notify the Employer in writing or tagsimile at
Documents the Employerés address indi

Employer will respond to any request for clarification recer
earlier than 14 days prior to the deadline for submission of
and by the date indicated the BDS Copiesoft he E mp
response will be forwarded to all purchasers of the bid
documents, including a description of the inquiry, but with
identifying its source.

11. Amendment 11.1 Before the deadline for submission of bids, the Ewygriomay
of Bidding modify the bidding documents by issuing addenda.

Documents _ e
11.2 Any addendum thus issued shall be part of the bidding docur

and shall be communicated in writing or by cable to all purche
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12.

14.

15.

11.3

Language of 12.1
Bid

Bid Prices 14.1

14.2

14.3

14.4

14.5

Currencies of 15
Bid and
Payment

of the bidding documents. Prospective bidders shall acknow/l
receipt of each addendumwriting to the Employer.

To give prospective bidders reasonable time in which to tak
addendum into account in preparing their bids, the Employer
extend, as necessary, the deadline for submission of bic
accadance withTB SubClause 2.2 below.

C. Preparation of Bids

The bid prepared by the Bidder, as well as all correspondenc
documents relating to the bid exchanged by the Bidder ant
Employershall be written irEnglish Supporting documents ar
printed literature furnished by the Bidder may be in ano
language provided they are accompanied by an accurate trans
of the relevant passages in the language specified iBitlteng
Data Sheetin which case, for purposes of interpretation of
Bid, the translation shall govern.

The Contract shall be for the Services, as described in Appen
to the contract and in the Specifications, based on the p
Activity Schedule Section V submitted by the Bidder.

The Bidder shall fill in rates and prices for all items of the Serv
described inSection M the Scope of Service and Performan
Specificationsand listed inSection Vthe Activity Schedule, Item:
for which no rate or price is entered by the Biddet mat be paid
for by the Employer when executed and shall be deemed co
by the other rates and prices in the Activity Schedule.

All duties, taxes, and other levies payable by the Service Pro
under the Contract, or for any other cause, as®fdate30 days
prior to the deadline for submission of bids, shall be include
the total Bid price submitted by the Bidder.

If provided for in the BDS, the rates and prices quoted by -
Bidder shall be subject to adjustment during the performaihic
the Contract in accordance with the provisions of Clause 6.6 ¢
General Conditions of Contract and/or Special Conditions
Contract. The Bidder shall submit with the Bid all the informat
required under the Special Conditions of Contract andhef
General Conditions of Contract.

For the purpose of determining the remuneration due for addit
Services, a breakdown of tii@me-Basedprice shall be provides
by the Bidder in the form of Appendices D and E to the Contra

The time basedprice shall be quoted by the Bidder Mamibia
Dollars Only.
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16.

17.

Bid Validity

Bid Security

16.1
16.2

16.3

17.1

17.2

17.3

174

Bids shall remain valid for the periggecified in theBDS.

In exceptional circumstances, the Employer may request the
bidders extend the period of validity for a specified additional pe
The request and the bidderso
facsimile A Bidder may refuse the request weith forfeiting the Bid
Security. A Bidder agreeing to the request will not be require
permitted to otherwise modify the Bid, but will be required to exi
the validity of Bid Securit{Bid Securing Declaratiofor the period of
the extension, and irompliance witHTB Clause ¥ in all respects.

In the case of contracts in which the Contract Price is fixed
subject to price adjustment), if the period of bid validity
extended by more than 60 days, the amounts payable in
currency to the Bidder selected for award, shall be increase
applying to the local currency component of the payme
respectively, the factors specified in the request for extensior
the period of delay beyond 60 days after the expiry of the ir
bid validity, up to the notification of award. Bid evaluatioiti be
based on the Bid prices without taking the above correction
consideration.

The Bidder shall furnish, as part of the Bid, a Bid Secuitya
Bid-Securing Declaration, if required, sigecified in theBDS.

The Bid-Securing Declaration shall be in the form of a sig
subscription in the Bid Submission Form.

The Bid Security shall be in the amowpecified in theBDS and
denominated itNamibia Dollas, and shall:

(@) be issued by a reputableverseas banklocated in any
eligible country, with acounter guarantee from a commerc
bank having its place of business Mamibia or any
commercial bank operating ilNamibia selected by the
Bidder,

(b) be substantially in accordance with the form of Beturity
includedin Sectionlll, Bidding Forms;

(c) be payable promptly upon written demand by Emeployer
in case the conditions listed iTB SubClausel7.5 are
invoked;

(d) be submitted in its original form; copies will not |
accepted,;

(e) remain valid fora period of30 days beyond thealidity
period of the bids, as extended, if applicable, in accord
with ITB Sub-Clausel6.2;

If a Bid Security is required in accordance WilfB SubClause
17.1, any bid not accompanied by a substantially responsive
Security in accordance wiliB SubClausel?.1, shall be rejecte
by theEmployeras norresponsive.
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175

17.6

17.7

178

18.  Alternative 18.1
Proposals by

Bidders
18.2

18.3

The Bid Security of nsuccessful Bidders shall be returned
promptly as possible upon t
the Performance Security pursuant to ITB Cla@&se

The Bid Securityshallbe forfeited or the Bid Securing Declaratir
executed:

(a) if a Bidder withdraws its bid during the period of b
validity specified by the Bidder on the Bid Submiss
Form, except as provided in ITB Sdausel6.2; or

(b) if a bidder refuses to accept a correction of an err
appearing on the face of the Bid; or

(c) if the successful Bidder fails to:

(i) sign the Contract in accordance with ITB Cla34e
or

(i) furnish a Performance Security in accordance \
ITB Clause35.

The Bid Security or Bid Securing Declaration of a JV must be
the name of the JV that submits the bid. If the JV has not
legally constituted at the time of bidding, the Bid Security orE
Securing Declaration shall be in the names of all future partse
named in the letter of intent to constitute the JV.

If a bid security iot required in the BDS, and

(a) if a Bidder withdraws its bid during the period of bid valid
specified by the Bidder on the Letter of Bid Form, excep
provided in ITB 16.2por

(b) if a bidder refuses to accept a correction of an el
appearing on the face of the Bid; or

(c) if the successful Bidder fails to:

(1) sign the Contract in accordance with ITB Clause
or

(i)  furnish a Performance Security in accordance \
ITB Clause35.

The Bidder may beisqualified to be awarded a public contract
the Republic oNamibiafor a period of timdo be determined by
theReview Panel

Unless otherwise indicated in the BDSalternative bids shall nc
be considered.

When alternative times for completion are explicitly invited
statement to that effect will bacluded in the BDS, as will the
method of evaluating different times for completion.

Except as provided unddfB SubClause 8.4 below, bidders
wishing to offer technical alternatives to the requirements of
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18.4

19. Format and 19.1
Signing of Bid

19.2

19.3

20. Sealingand 20.1
Marking of
Bids

20.2

bidding documents must firsubmit a Bid that compliesith the
requirements of the bidding documents, including the scope,

technical data, graphical documents and specifications. In ad
to submitting the basic Bid, the Bidder shall provide

information necessary for a complete evaluation ofafkernative
by the Employer, including calculations, technical specificatic
breakdown of prices, proposed work methods and other rels
details. Only the technical alternatives, if any, of the lov
evaluated Bidder conforming to the basic technregjuirements
shall be considered by the Employer. Alternatives to the spec
performance levels shall not be accepted.

When bidders argermitted in the BDS to submit alternative
technical solutions for specified parts of the Services, pacts
shall be described in the Specifications (or Terms efefence)
and Drawings, SectioW. In such case, the method for evaluat
such alternatives will be asdicated in the BDS.

The Bidder shall prepare one original of the documents compr
the Bid as described iffB Clause 1 of these Instructions t
Bidders, bound with the volume containing the Form of Bid,
clear | yOrmam ked fn addition,
copies of the Bid, in the numbspecified in theBDS, and clearly
mar ke QwpPiesso i I n the event of
the original shall prevail.

The original and all copies of the Bid shall be typed or writte
indelible ink and shalbe signed by a person or persons d
authorized to sign on behalf of the Bidder, pursuant te@ahses
5.3(a) or5.4(b), as the case may be. All pages of the Bid wi
entries or amendments have been made bledhitialled by the
person or personsgsiing the Bid.

The Bid shall contain no alterations or additions, except thos
comply with instructions issued by the Employer, or as nece:
to correct errors made by the Bidder, in which case ¢
corrections shall benitialled by the persomr persons signing th
Bid.

D. Submission of Bids

The Bidder shall seal the original and all copies of the Bid in
inner envelopes and one outer envelope, duly marking the
envel oPrRe:1BIAL@G S a GORIEST .

The inner and outer envelopes shall

(@) be addressed to the Employer at the addremaded in the
BDS,

(b) bear the name and identification number of the Contrac
defined in theBDS and SpeciaConditions of Contract; and

(c) provide a warning not to open before the specified time



Section |. Instructions tBidders

14

21. Deadline for
Submission of
Bids

22. Late Bids

23. Modification
and
Withdrawal
of Bids

24. Bid Opening

20.3

20.4

21.1

21.2

22.1

23.1

23.2

23.3
23.4

23.5

date for Bid opening agefined in theBDS.

In addition to the identification required IMB SubClause20.2,
the inner envelopes shall indicate the name address of the
Bidder to enable the Bid to be returned unopened in case
declared late, pursuant ifbB Clause 2.

If the outer envelope is not sealed and marked as above
Employer will assume no responsibility for the misplacemen
prematire opening of the Bid.

Bids shall be delivered to the Employer at the address spe:
above no later than the time and dgtecified in theBDS.

The Employer may extend the deadline for submission of bid
issuing an amendment in accordance Wit Clause 1, in which
case all rights and obligations of the Employer and the bic
previously subject to the original deadline will then be sulijec
the new deadline.

Any Bid received by the Employer after the deadline prescribe
ITB Clause 2 will be returned unopened to the Bidder.

Bidders may modify or withdraw their bids by giving notice
writing before the deadline prescribedTB Clause 2.

Each Bidderdés modification c
sealed, marked, and delivered in accordance WighClauses 2
and 20, with the outer and inner envelopes additionally mar
AMODIFICATIONO OMITHDRAWAL, 0 as appropr

No Bid may be modified after the deadline for submission of B

Withdrawal of a Bid between the deadline for submission of
and the expiration of the period of Bid validity specified in t
BDS or as extended pursuantli®B SubClause 6.2 may result in
the forfeiture of the Bid Securitgr execution of the Bid Securin
Declarationpursuant tdTB Clause 7T.

Bidders may only dér discounts to, or otherwise modify tl
prices of their bids by submitting Bid modifications in accorda
with this clause, or included in the original Bid submission.

E. Bid Opening and Evaluation

24.1

24.2

24.3

The Employer will open the bids, including modifications mi
pursuant toITB Clause 3, I n t he presen
representatives who choose to attend at the time and in the
specified in theBDS.

Envel opesWTtarawkié d sihal | be ope
first. Bids for which an acceptable notice of withdrawal has t
submitted pursuant @B Clause 3 shall not be opened.

The biddersd names, the Bid g
of any alternative Bid (ifalternatives have been requested
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25. Process to Be
Confidential

26. Clarification of
Bids

27. Examination of
Bids and
Determination of
Responsiveness

24.4

25.1

25.2

26.1

26.2

26.3

27.1

27.2

permitted), any discounts, Bid modifications and withdrawals,
presence or absence of Bid Secusiypscription to Bid Securin
Declaration,and such other details as the Employer may con:
appropriate, will be arounced by the Employer at the opening.

bid shall be rejected at bid opening except for the late bids pur
to ITB Clause22; Bids, and modifications, sent pursuant 1B

Clause23 that are not opened and read out at bid opening will nc
considerd for further evaluation regardless of the circumstan
Late and withdrawn bids will be returned unopened to the bidder:

The Employer will prepare minutes of the Bid opening, including
information disclosed to those present in accordance WBhSub
Clause 2.3.

Information relating to the examination, clarification, evaluation,
comparison of bids and recommendations for the award of a co
shall not be disclosed to bidders or any other personsfficially

concerned with such process. Any effort by a Bidder to influenc:
Empl oyerds processing of bid:
rejection of his Bid.

If, after notification of award, a bidder wishes to ascertain
grounds on whie its bid was not selected, it should address
request to the Employer, who will provide written explanation.
request for explanation from one bidder should relate only to its
bid; information about the bid of competitors will not be addresse

To assist in the examination, evaluation, and comparison of bid:
Empl oyer may , at the Empl oye
clarification of the Bidderoés
the Activity Schedule, and other information that the Employer 1
require. The request for clarification and the response shall be in w
via email or facsimile, but no change in the price or substance o
Bid shall be sought, offered, or permitteccept as required to confirr
the correction of arithmetic errors discovered by the Employer ir
evaluation of the bids in accordance WilB Clause 3.

Subject to ITB SubClause 3.1, no Bidder shall contact th
Employer on any matter relating tts ibid from the time of the bi
opening to the time the contract is awarded. If the Bidder wish
bring additional information to the notice of the Employer, he shi
do so in writing.

Any effort by the Bidder to influence the Employer in thenp | 0
bid evaluation or contract award decisions may result in the reje
of the Bidderds bid.

Prior to the detailed evaluation of bids, the Employer will detern
whether each Bida) meets the eligibility criteria defined 1B

Clause4; (b) has been properly signed; (c) is accompanied by
required securities; and (d) is substantially responsive to
requirements of the bidding documents.

A substantially responsive Bids ione which conforms to all tF
terms, conditions, and specifications of the bidding documi
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28. Correction of
Errors

29. Currency for Bid
Evaluation

30. Evaluation and
Comparison of
Bids

27.3

28.1

28.2

29

30.1

30.2

without material deviation or reservation. A material deviatior
reservation is one (a) which affects in any substantial way the s
quality, or performace of the Services; (b) which limits in ai
substantial way, inconsistent with the bidding documents,
Empl oyerds rights or the Bi di
(c) whose rectification would affect unfairly the competitive posit
of other lidders presenting substantially responsive bids.

If a Bid is not substantially responsive, it will be rejected by
Employer, and may not subsequently be made responsiv
correction or withdrawal of the nonconforming deviation
reservation.

Bids determined to be substantially responsive will be checked &
Employer for any arithmetic errors. Arithmetical errors will

rectified by the Employer on the following basis: if there i
discrepancy between unit pe and the total price that is obtained
multiplying the unit price and quantity, the unit price shall prev
and the total price shall be correctédthere is an error in a tote
corresponding to the addition or subtraction of subtotals, the sub
shall prevail and the total shall be correctédhere is a discrepanc
between the amounts in figures and in words, the amount in v
will prevail.

The amount stated in the Bid will be adjusted by the Employe
accordance with the above procedure for the correction of errors
with the concurrence of the Bidder, shall be considered as bir
upon the Bidder. If the Bidder does not acdéptcorrected amoun
the Bid will be rejected, and the Bid Secustyall be forfeitedor the
Bid Securing Declaration exerctsandin accordance withTB Sub

Clause 1.6(b).

The Employer willevaluatehe Bid Pricein terms of ITB 15~hichis
corrected pursuant tdéTB Clause 8 and is payable excluding
Provisional Sums but including Daywork where pric
competitively

The Employer will evaluate and compare only the bids determin
be substantially responsive in accordance With Clause 7.

In evaluating the bids, the Employer will determine for each Bid
evaluated Bid price by adjusting the Bid price akfes:

(@) making any correction for errors pursuant®8 Clause 3;

(b) excluding provisional sums and the provision, if any,
contingencies in the Activity ScheduleSection 1V, but
including Day work, when requested in the Specifications
Terms @& Reference) Section V;

(c) making an appropriate adjustment for any other accep
variations, deviations, or alternative offers submitted
accordance withTB Clause 8; and

(d) making appropriate adjustments to reflect discounts or ¢
price modifcations offered in accordance wilhB Sub-Clause
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23.5.

30.3 The Employer reserves the right to accept or reject any varie
deviation, or alternative offer. Variations, deviations, and altern:
offers and other factors, which are in excess ofréggirements o
the bidding documents or otherwise result in unsolicited benefit
the Employer will not be taken into account in Bid evaluation.

30.4 The estimated effect of any price adjustment conditions ugdbr
Clause6.6 of theGeneralConditions of Contract, during the peric
of implementation of the Contract, will not be taken into accour
Bid evaluation.

31. Preference for 31.1 Margin of Preference shall not be applicable.
Domestic Bidders
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32. Award 32.1
Criteria

32.2

33. Empl oy e331
Right to
Accept any
Bid and to
Reject any or
all Bids

34. Notification of 34.1
Award and
Signing of
Agreement

34.2

34.3

35. Performance 35.1
Security

F. Award of Contract

Subject toITB Clause 3, the Employer will award the Contra
to the Bidder whose Bid has been determined to be substar
responsive to the bidding documents and who has offere:
lowest evaluated Bid price, provided that such Bidder has
determined to be (a) eligibla accordance with the provisions
ITB Clause4, and (b) qualified in accordance with the provisic
of ITB Clauseb.

If, pursuant tdTB Sub-Clause 3.2 this contract is being let on
Aslice and packageo basi s be
determined when evaluating this contract in conjunction \
other contracts to be awarded concurrently. Taking into acc
any discounts offered by the bidders for the award of more
one contract.

NotwithstandingITB Clause 2, the Employer reserves the rig
to accept or reject any Bid, and to cancel the bidding proces
reject all bids, at any time prior to the award of Contract, witt
thereby incurring any liabilityo the affected Bidder or bidders

Prior to the expiration of the period of bid validity, the Emplo
shall, for contract amount above the prescribed thresifalth 2
M, notify the selected biddeof the proposed award ar
accordingly notify unsuccessful bidders. Subject amy
application for review to the Review Partae Employer shal
notify the séected Bidder, in writing, by issuing a notification
awardfor the contract.lt will statethe sum that the Employer wi
pay to the Service Provider in consideration of the execution ¢
services by the Service Provider as prescribed by the Co
(hereinafter and in the Wthint
seven days from the iss ofthe notification of awarthe Employer
shall publish on the Public Procurement Pcaitad d t he |
website, the results of the Bidding process.

The issue of thenotification of awardwill constitute the
formation of the Contractubject to the provisions of Section
(5), (6) and (7)f the Procurement Act, 2015 (Act 15 of 201
read with Regulation 38 of the Public Procurement Regulat
2017

The Contract, in the form prowd in the bidding document
will incorporate all agreements between the Employer anc
successful Bidder. It will be signed by the Employer and se
the successful Bidder along with theotification of award
Within 21 days of receipt of the Conttathe successful bidde
shall sign the Contract and return it to the Employer, toge
with the required performance security pursuant to Clabise 3

Within thirty (30) days after receipt of thidotification of award
the successful Bidder shall deliver to the Employer
Performance Security in the amount and in the fofra Bank
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36.

37.

38.

Advance
Payment and
Security

Adjudicator

Debriefing

35.2

35.3

36.1

37.1

38.1

Guaranteestipulated in the BDS, denominated inNamibia
Dollarsin accordance with the General Conditions of Contrac

If the Performace Security is provided by the successful Bid
in the form of a Bank Guarantee, it shall be isseitider atthe
Bi dder 0 s ampmerciabank lobated iath&epublic of
Namibiaor a foreign bank through a correspondemtnmercial
banklocated n the Republic oNamibia

Failure of the successful Bidder to comply with thquirements
of ITB SubClause 3.1 shall constitute sufficient grounds f
cancellation of the award and forfeiture of the Bid Security.

The Employer will provide an Advance Payment on the Con
Price as stipulated in the Conditions of Contract, subject tc
amountstated in the BDS.

The Employer proposes the persoamed in the BDS to be
appointed a Adjudicator under the Contract, at an hourly
specified in theBDS, plus reimbursable expenses. If the Bid
disagrees with this proposal, the Bidder should so state ii
Bid. If, in the Notification of award the Employer has nc
agreed on thepgpointment of the Adjudicator, the Adjudicat
shall be appointed by the Appointing Authority designated in
Special Conditions of Contract at the request of either party.

The Employer shall promptly attend to all requestsifuriefing
for the contract, made in writing, and within 30 days from
date of the publication of award or date the unsuccessful bic
areinformed about the award.
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Section II. Bidding Data Sheet

The following specific data for theervicesto be procured shall complement, supplement, or amend the
provisions in the Instructions to Bidders (ITB). Whenever there is a conflict, the provisions herein she
prevail overthose in ITB.

A. General

ITB 1.1 The Employer iRoad Fund Administration (RFA)

The name and identification number of i@curemenis Creative DesignAgency
Services NCS/ONB/RFAI 01/2023

ITB 1.2 The IntendedContractPeriodis 1 year.

ITB 5.2(a) | Prequalificationsfi h a v e beanccarried out

ITB 5.3 The Quialification Information and Bidding forms to be submitted are as follow|

1 Bidder must b&@Namibian Registered Creative Design Agency

ITB 5.3(b)

(8This authorization shall consist of written confirmation and shall be attach
the bid. It may include a delegation of power by resolution of the Board
company or from the CEO, himself holding power from the Board or frg
Director being a sharebider of a company or through a Power of Attorney.

The name and position held by each person signing the authorization must
typed or printed below the signature

(c)In the case of Bids submitted by an existing or intended JV an under,
signed byall parties (i) stating that all parties shall be jointly and severally lig
if so required in accordance with ITB 5.4, &gl nominating a Representatiy
who shall have the authority to conduct all business for and on behalf of al
all the parties of the JV during the bidding process and, in the event the
awarded the Contract] during cont

Note: The power of Attorney or other written authorization to sign may be for a determil
period or limited to a specific purpose.

ITB5.4 The information needed for Bids submitted by joint ventures is as folloWsA|

specified in Sectiond .

ITB 5.5 Thequalification criteria in Su€Clause 5.5 are modified as follow& n o n e 0

ITB 5.5(a) | The minimum required annual volume of Services for the successful Bidder
of the last5 years shall bel times the annual contract amount payalbe the
selected bidder for theontract.

ITB 5.5(b) | The experience required to be demonstrated by tkdeeB should include as
minimum that he has executed during the lagears the followingPortfolio of
similar work undertaken during the last 3 years.

ITB 5.5(c) | Not Applicable
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ITB 5.5(e) | The minimum amount of liquid assets and/or credit facilities net of other conti
commitments of the successful Bidder shalN§500,000.00
ITB 5.6 Subcontract égws O |be lakeeito accounte
B. Bidding Data
ITB 8.1 (b) | A pre-bid meetingii w b belheld.
The address and date for fhre-bid meetingwill be:
Road Fund Administration, Head Office, Conference room, 2 Floor, 21 Feld
Street, Windhoek
Date: 06 June2023
Time:10h00 a.m.
ITB 9.2 The number of copies of the Bid to be completed and returned shhlbbginal
and 19.1 | andtwo (2) copies.
C. Preparation of Bids
ITB 10.1 The deadline to seek clarifications 18 June2023
ITB The additional materials required to ctmmpleted and submitted arfN/A]
13.1(9)
ITB 14.1 Local inputs shall be quoted Mamibian Dollars Only
ITB 14.4 The Contracti i s gulgectdo price adjustment in accordance with-Slause
6.6 of the Conditions of Contract.
ITB 16.1 The period of Bid vidity shall be180days.
ITB 17.1 The Bidder shall subscribe to a Bid Securing Declaration by signing th¢
Submission Form containing the provision with regard thereto.
90ITB 17.3 | The amount of Bid Security shall adot applicable
ITB 18.1 Alternative bidsare not permitted.
ITB 18.2 | Alternative times for completioare not permitted.
ITB 18.4 | Alternative technical solutions shall be permitted for the following parts of the
ServicesNot applicable
D. Submission of Bids
ITB20.2 |The Empl oy erhesgurpase df Bid sulsmissianis: t

To: Tender Box, Reception, Ground Floor, Road Faddhinistration Head Office
21 Feld Street, Windhoek
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For identification of the bid the envelopes should indicate:
Contract Creative DesignAgency Services
ReferencédNumber:NCS/ONB/RFAI 01/2023
Markings on envelopei DO NOT OPEN BEFORE CAND
Tl MEO
ITB 21.1 | The deadline for submission of bids shall be
Date: 30 June 2023
Time: 11h00 a.m.
E. Bid Openingand Evaluation
ITB 24.1 Bids will be opened aill1h05 a.m.of the day30 June 2023at the following
address.
Road Fund Administration Head office, 21 Feld Street, Windhoek
Conference Room (2 Floor)
F. Award of Contract
ITB 35.1 The Performance Security acceptable to the Employer shall be the in the §
Form of an unconditiond@ank Guaranteand for an amount ofs Not Applicable
ITB 36.1 The Advance Paymerig Not Applicable
ITB 37.1 The Adjudicaor proposed by the EmployerNot Applicable
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Section lll.- Evaluation Criteria

This section contains supplementary criteria that the Employer shall use to evaluate bids.

1. Eligibility Compliance Criteria/ Mandatory Checklist

a) The Public Procurement Regulation and RFA has defined minimum pre-
qualification/mandatory criteria listed in the table below that must be met by
service provider for RFA to accept a bid for evaluation.

b) Failure to comply with mandatory documents will lead to automatic
disqualifications.

T A certified copy of proof of business (form/type) registration
(depending on the type of business entity, proof can be either
BIPA documents or a partnership agreement).

2 JAn original (or certified copy) of a Valid Certificate of Good
Standing for Tax from the Ministry of Finance: Inland Revenue
(the validity period of the tax certificates is stated in the
document).

3 |An original (or certified copy) of a Valid Good Standing
Certificate: Social Security Commission (SSC certificates are
valid only for I-month from date of issue unless stated
otherwise).

4 |An original (or certified copy) of 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 (these certificates are valid for 12-months
from date of issue unless stated otherwise).

5 [Signed Bid Securing Declaration (refer to page 31 of this
document)
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2. Technical Evaluation Criteria

Technical Criteria Points
INDICATIVE PROJECT PLAN
Describe your proposed work method. Comprehensive technical approach detailing
design philosophy and methodology and how you plan to keep RFA involved and
informed along the process. Detailed description of how deliverables will be performed
in response to the Terms of Reference. 15
Bidders must provide an indicative project plan with clearly defined timelines,
deliverables, and roll-out plan that also addresses the following:
- Expertise to translate research insights into advertising concepts; (12)
- Provision for weekly and monthly status reports. (3)
TRACK RECORD
Demonstrate a minimum of 7 years prior experience in Creative Design Services. 6
Details about awards and achievements won by the Agency in the field of
Advertising/Creative Design and Communication.
1-3 years (1)
3-6 (3)
7 years and more (6)
Bidders are requested to submit 3 reference letters where similar services were 6
rendered.
No reference letter (0)
1 Reference letter (2)
2 Reference letters (4)
3 Reference letters (6)
Note: The RFA will verify the information provided and if your referee does not
confirm the information provided the reference will not be considered.
COMMUNICATIONS and MARKETING CONCEPT 20
Bidder must provide an advertising concept and strategy that they will employ to
increase public awareness about RFA. The submitted document will be assessed and
scored.
SKILLS/CAPACITY
Bidder must provide CVs of personnel who will be involved in the project, each with a 8

minimum of 5 years’ experience in the field, in particular:
- Account Director; (2)
- Strategic Director; (2)
- Creative Director; and (2)
- Account Executive (2)

NOTE: Bidders who score less than 40 out of 55 points will not be considered for the next

evaluation phase, which is the presentation stage.
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Technical Criteria Points

PRESENTATION 15
Qualifying Bidders will be required to conduct presentation on:

- Thein-house process used to craft an advertising strategy. (5)

- The proposed advertising plan on how to increase awareness for RFA and
educate public with RFA services; and (5)

- Present examples on how they will deliver a higher Return on investment for

the RFA’s advertising spend. (5)

Total 70

Bidders scoring 50 out of 70 on technical criteriq, including presentation, will be further
evaluated on Price.

3. Margin of Preference

The applicable margin of preference is: National Preference

CODE OF GOOD PRACTICE ON PREFERENCE IS A REQUIREMENT OF SECTION 71
AND 72 OF PUBLIC PROCUREMENT ACT, 2015

The code of good practice aims to - promote, facilitate, and strengthen measures to implement the
empowerment and industrialisation policies of the Government by providing a framework for the
application of preferences and reservations under the Act without compromising standards of goods,
works and services and value for money; grant exclusive preferences to categories of local suppliers
through reservation of certain procurement of goods, works and services.

1.2 Criteria for applying margins of preference to qualifying bidders (National Preferences)

Paragraph 10(2)

Procurement Margin of Preference
Namibian Shareholding — bidder must meet any of the | 3%
qualification criteria under section 71 (3) of the Act
Service Rendered by Namibians (key employees) 2%
- Indicate that more than 60 % of the key employees
to render the service inclusive of management are
Namibian citizens; 1.D Copies, CV of employees

attached.
Service rendered by Namibian Employees 3%
-Indicate if 100% semi-skilled labour are Namibian
citizens.
Women Owned Enterprise 1%

- IDs of all shareholders

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

- declaration indicating the percentage of Namibian
female ownership

MSME 1%
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- SME registration certificate

- Declaration indicating the percentage of Namibian
MSME ownership

Total 10%

1.3 MARGINS OF PREFERENCES APPLICABLE FOR NATIONAL PREFERENCES

(@) The maximum cumulative allowable margin of preference applicable to exclusive preferences for price
evaluation purposes is 10%.

(b) The Board or public entity, when evaluating bids for all procurements other than procurements reserved
for exclusive preference, must apply the margins of preference to qualifying bidders according to the
criteria set out in Annexure 7 of the Code.

(c) A bidder must include a declaration in its bid, outlining the preferences the bidder qualifies for and the
grounds for such qualifications.

(d) If a bidder qualifies for margins of preferences on more than one basis, all such margins of preferences
must be granted to the bidder and, when considering the bid, the bid price must be reduced with the
amount determined in accordance with the formula below:

A =MP x BP/100
(e) inwhich formula -
(a) “A” represents the amount to be determined.
(b) “MP” represents the total percentage of all margins of preferences granted in respect of the bid; and
(c) "BP" represents the bid price.

Example:

Bidder C N$ 25 500 =10% x 255 000
100
This means the Bid Price of N$255 000 minus N$ 25 500 = N$ 229 500 for price evaluation purposes.

4. Financial Evaluation Criteria
Financial Proposals of technically responsive bids, which scored a Minimum Technical Score of 50

points, will be evaluated.

The Financial Proposals will be checked and adjusted for arithmetic errors.
The RFA will award a Price Score, calculated in accordance with the following formula:

Ps=(PL/PN) X 30
where:

PS = Price Score awarded to the Financial Proposal under consideration
PL = The Proposal Price of the lowest Financial Proposal opened;
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PN = The Proposal Price of the Financial Proposal under consideration

Combining the Technical and Financial / Price Scores (Proposal Index):

The Technical and Financial scores for each proposal evaluated shall be combined to
achieve a final score (Proposal Result) for each Proposal, in accordance with the following
formula:

Pr=(Ts + PS)/100

where:

Pr = The Proposal Result for the proposal under consideration

TS = The Technical Score achieved by the Proposal under consideration
PS = The Price Score achieved by the Proposal under consideration
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Section V.- Bidding Forms

Table of Forms
Bid Submission Form
Bid Securing Declaration
Written Undertaking in terms of Section 138 of the Labour Act, 2007

Qualification Information

29

32

34
346
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To:

Bid Submission Form

The Bidder must prepare ti®ee r vi ¢ e P r om statiohery witls its Btterthead clearly
showing the Bidderds complete name and a

Note: All italicized text is for use in preparing these fosrand shall be deleted from the final
document.

Date:
Bi dder 6s Reference No.

We, the undersigned, declare that:

(@)

(b)

(©)

(d)

(€)

(f)

(9)

(h)

@)

(k)

We have examined and have no reservations to the Bidding Documents, including Addenda issuec
accordance with Instructions to Bidders (ITB) Clalite

"""""""

Contract] in accordance withthe Conditions of Contract, Scope of Service and Performance
Specifications, andctivity Schedule accompanying this Bid.

The total price of our Bith Namibia Dollas, after discounts offered in item (d) below is:

Amount payabléen Namibia
Dollars

(i)
(ii)

The discounts offered and the methodology for their application are:

Our bid shall be valid for a period @80daysfrom the date fixed for the bid submission deadline in
accordance with the Bidding Documents, and it shall remain binding upon us and may be acceptec
any time before the expiration of that period;

If our bid is accepted, we commit to obtain a PerforteaBecurity in accordance with the Bidding
Document;

We, including any subcontractors or suppliers for any part of the contract, do not have any conflict
interest in accordance with ITB 6;

We are not participating, as a Bidder in more than one bldsrbtdding process.

Our firm, its affiliates or subsidiaries, including any Subcontractors or Suppliers for any part of the
contract, has not been declared ineligible under the laNsmwiibig

We are not a government owned entity / We are a governmenedowntity but meet the
requirements of ITB 4.5;

We hereby confirm that we have read and understood the content of the Bid Securing Declarati
attached herewith and subscribe fully to the terms and conditions contained therein, if required. V
undestand that noitompliance to the conditions mentioned may lead to disqualification.

5> Use one of the two options as appropriate.
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()] We understand that this bid, together with your written acceptance thereof included in you
Notification of award shall constitute a binding contract between us, until a formal contract is
prepared and executed;

(m) Commissions or gratuities, if any, daor 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 address of agent  Amountin Namibia Dollars Purpose of Commission or gratuity

(fnone, state finoneod)

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

(0) | f awar ded t he contract, t he person named

Name:

In the capacity of:

Signed:

Duly authorized to
sign the Bid for and o1
behalf of:

Date:

Seal of Compan
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Appendix toBid Submission Form

BID SECURING DECLARATION
(Section 45 of Act)

(Regulation 37(1)(b) and 37(5))

,,,,,,,,,,,,,

,,,,,,,,,,,,,,,,,,,,,,,,,,,

I/We* understand that in terms of section 45 of the Act a public entity must include bididiag 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;
(©) 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 | am/We are* not the successful Bidder

LS T 1T o PPN

Capacity of:

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

Dated on day of ,

Corporate Seal (where appropriate)

[Note*: In case of a joint venture, the bid securing declaration must be in the name of all partners to the joint ventt
that submits the bid.]

*deleteif not applicable / appropriate
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oy SN ey
(L

Republic Of Namibia

Ministry of Labour, Industrial Relations and Employment Creation

Witten undertaking in terms of section 138 of the Labour Act, 2015 and section

50(2)(D) of the public procurement act, 2015

1. EMPLOYERS DETAILS

7 7

CompanyTrade Nametd é é é é ¢ € e e éééééeeéeeeceé

Registration Number . . . éééééééeéeeeeceéeééeéececee
Vat Number: éééeéééceceééeceééeecéeéecceé
l ndustry/ Sector: éééeeéééeceéeeceéeécec
Pl ace of Business: ééééééeccececeeceeecte
Physical Address: ééeecéeééceééeceéécec
Tel |l éNoeeékééeeéeéeeceeééeeceééeeéécece

Fax No.:ééeeééeceeéeceéeceéeceéecetéd
Email Address: ééeéeééeeééeeéeééeecééecece
Postal Address: éeéééeecéeééeéeééeeéeéec
Full name ofOwne¥Accounting Officer e € ¢ é é . . éeéé é é.éé

eeéeéeéeéeceeeceéeéecéeececeéeccee,

EmaillAdd ess: ééeéeéeéeeéeéeéeéeecéeecéeté.
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(O}
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-
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-
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-
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2. PROCUREMENT DETAILS

ProcuremenReferencdNo . . é ééééééééééééeéeeéeeecece

-
-
-
-
-
-
-
-
-

Procurement Description: ééééecéeée

-

eeéeéeéceeéeéecee

(0N
D~
(0N

eeéeéeéeecceet

-

eeéeéeéeceéeéeccee

D
(D~
D

eeéeéeéeecéet

(O
D
D
D
M-
D
(O}
D
(O

Antici pated Contract Duration:

Location where work wild/ be done, good/ s

D
-
D
o}

eéeeéeéeéeecéeéec

-
-
-

eéeéeecéeéecté
3. UNDERTAKING

| ééeeeeeeééeeee e eécrecssee,owner/representative
of eééeeéeecéeeéeeéececete éiné:rt.fullnameofcompany]

hereby undertake in writing that my company will at all relevant tiooesply 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 to such shall lead to the action as stipulated in secti
138 of the labour Act, 2007, which include but not limited to the cancellation of the
contract/licence/grant/permit or concession.

Signature: éééééééeeece.
Date: éééééeéeééécecéeeé.
Seal : éééeeééeeéeééeeé.

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 will be readily accessible and visible by the employe
rendering service(s) in relations to the goods and services being procured under this contract.
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1. Individual
Bidders or

Individual

Members of Joint

Ventures

Qualification Information

1.1 Constitution or legal status of Biddejattach copy]

,,,,,,

,,,,,

Power of attorney or other acceptable document of signatol
Bid: [attach]

1.2 Total annual volume of Services performed in five years, in
internationally traded currency specified in the BBS € é é .

1.3 Services performed as prime Service Provider on the provisic
Services of a similar nature and volume ofler last five years
The values should be indicated in the same currency used for
1.2 above. Also list details of work under way or committ

including expected completion date.

Project name and Name of employer Type ofServices Value of contract
country and contact persor provided and year of
completion
(a)
(b)
1.4 Major items of Service Provider's Equipment proposed for carr
out the Services. List all information requested below. Refer al
ITB Sub-Clause 5.5(c).
Item of Description,  Condition (new, good, Owned, leased (from whom?), or t
equipment make, and age  poor) and number be purchased (from whom?)
(years) available
(a)
(b)
1.5 Qualifications and experience of key personnel proposed
administration and execution of the Contract. Attach biograpt
data. Refer also to ITB Su®lause 5.5(e) and GCC Clause 4.1.
Position Name Years of experience Years of experience in

(general) proposed position

(@)
(b)
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1.6 Proposedubcontracts and firms involved. Refer to GCC Clause ¢

Sections of the Value of Subcontractor Experience in providing similar
Services subcontract (name and address) Services
(a)
(b)

1.7 Financial reports for the last three yeatlsalance sheets, profit ar
| oss statements, auditorsoé re

1.8 Evidence of access to financial resources to meet the qualific
requirements: cash in hand, lines of credit, etc. List below
attach copies of upport documents. We certify/confirm that v
comply with eligibility requirements as per ITB Clause 4.

1.9 Name, address, and telephone and facsimile numbers of bank
may provide references if contacted by the Employer.

1.10 Information regarding anjitigation, current or within the last five
years, in which the Bidder is or has been involved.

Other party(ies)

Cause of dispute  Details of litigation Amount involved
award

(@)
(b)

2. Joint Ventures

1.11 Statement of compliance with threquirements of ITB Sullause
4.2.

1.12 Proposed Program (service work method and sched
Descriptions, drawings, and charts, as necessary, to comply wil
requirements of the bidding documents.

2.1 The information listed in 1.11.11 above shall be provided for ea
partner of the joint venture.

2.2 The information in 1.12 above shall be provided for the joint vent

2.3 Attach the power of attorney or other acceptable document o
signatory (ies) of the Bid authorizing s@fure of the Bid on beha
of the joint venture.

2.4 Attach the Agreement among all partners of the joint venture
which is legally binding on all partners), which shows that

(@) all partners shall be jointly and severally liable for f
execution ofthe Contract in accordance with the Contr
terms;
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(b) one of the partners will be nominated as being in che
authorized to incur liabilities, and receive instructions for
on behalf of any and all partners of the joint venture; and

(c) the execution of the entire Contract, including payment, sha
done exclusively with the partner in charge.

3. Additional 3.1 Bidders should provide any additional information required in
Requirements BDS and to fulfill the requirements of ITB SuBlause 5.1, if
applicable.
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Part Il T Activity Schedule
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Section V. Activity Schedule
PRICED ACTIVITY SCHEDULE

Procurement Reference Number: NCS/ONB/RFAiI 01/2023

Bidders are required to provide detailed costing of their services as well as indicate the hoursgret jotal prices

for each item listed below iamibia Dollars. Authorize the prices quamt in the signature block below

Note: Services not limited the below

Currency of Bid: Namibia Dollars

Item Brief Description of Services| Cost per | Hours per job| Quantity Total Price
No hourFlat
Rate
A* B* C* D* E F
1
Design and Layout 1
2 Client Service (Accoun
Executive) Fee 1
3 Copywriting/Scriptwriting 1
4 Stock Images 1
5 Photography 1
6 Campaign development F¢ 1
i.e. through the
line/integrated
7 Editing & Proof Reading 1
8 Design for Website 1
9 Design and post schedulir 1
for social media Pages 6
posts including gif/shor
video (Monthly retainer)
10 % Of Production Costs 1
11 Production of Radio Advel 1
45 seconds
12 Production of TV Advert 1
60 seconds
13 Production for Corporat 1
Video 15 minutes
14 Production for Interactive 1
Media Display
15 Design for Interactive 1
Website
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16 Media buying and booking
fee

Enter 0% VAT rate if VAT exempt.

Other additional costs

Subtotal

VAT @ %
Total
* Columns A to [to be completed as applicable by Public Entity
Priced Activity Schedule Authorisedby:
Name: Signature:
Position: Date:

Authorised for and on behalf of:

Company
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Section M. Scope of Service and Performance Specifications

A. Background

The Road Fund Administration (RFA) was established by the RFA Act 18 of 1999, to manage the
Namibian Road User Charging System (RUCS) and the Road Fund. The RFA’s main objective is to
manage the RUCS in such a manner as to secure and allocate sufficient funding for the payment
of road expenditure with the view to achieve a safe and economically efficient road sector in
Namibia.

The Road User Charging System

The Namibian RUC system was developed with the aim of economically recovering the full cost
of roads expenditure from road users in an equitable manner. The system determines the amount
and manner of funds to be raised from road users in accordance with the ‘user pay’ principle and
consequently determines the road user charges to be imposed.

Road User Charges

1. Annual Vehicle License and Registration Fees (AVLRF)
2. Fuel Levies (FL)

3. Mass Distance Charges (MDC)

4. Cross Border Charges (CBC)

5. Abnormal Load Fees (ALF)

B. Terms of Reference

Appointment of an established creative design agency to review and craft a communications and
marketing strategy and implement the roll out plan for the road fund administration.

The RFA rebranded to the current brand in November 2020. That included the introduction of a
new logo, slogan and brand positioning. The brand is fairly new, therefore the RFA desires to
have a constant brand presence in the market.


































































