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Letter of Invitation 

08 November 2024 

 

NCS/RFQ/NAMDIA-03/2024 

 

 

Dear Sir/Madam, 

 

Request for Quotations for Hosting of NAMDIA Website for a period of 24 Months and 

Once-off Website Update 

 

 

NAMDIA invites you to submit your best quote for the services described in detail hereunder. 

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

Queries, if any, should be addressed to, procurement@namdia.na, tel: 083 - 331 1126. 

 

Please prepare and submit your quotation in accordance with the instructions given or inform the 

undersigned if you will not be submitting a quotation.  

 

 

Yours faithfully, 

 

 

_______________________ 

Lituwete Ndaedapo 

Head of Procurement 

mailto:procurement@namdia.na
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SECTION I: INSTRUCTIONS TO BIDDERS 

 

1. Rights of Public Entity 

 The NAMDIA 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 returning:   

 (a) the Quotation Letter in Section II 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 attachment as deemed appropriate. 

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

the Contract Data Sheet in Section VII, 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 90 days from the date of submission deadline. 

 

4. Eligibility Criteria 

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

(a) have a valid company Registration Certificate; 

(b) have an original valid good Standing Tax Certificate; 

(c) have an original valid good Standing Social Security Certificate; 

(d) 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; 

            (e) Submit signed Bid-securing Declaration; 

(g) An 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, and Award, where applicable and that it will abide to sub- 

               clause 4.6 of the General conditions of Contract if it is awarded the contract or part  

               thereof. 
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5. Bid Security/Bid Securing Declaration  

Bidders are required to subscribe to a Bid Securing Declaration for this procurement process. 

The Bidder shall furnish as part of its quotation, a Bid Security as per the format contained in 

Appendix to Quotation Letter of this document for 2% valid up to 30 days. 

 

6. Contract Period for Services 

The contract shall be on fixed rate for a period of 24 Months. 

 

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 of 

the envelope. 

 

9. Submission of Quotations 

 

Guardhouse  

            Erf 337, Cnr of Sam Nujoma Drive and Nkwame Nkrumah Road, Klein Windhoek 

 

By not later than 21 November 2024, 11H00 (AM).  

 

Late quotations will be rejected. 

 

10. Opening of Quotations 

Quotations will be opened internally by NAMDIA immediately after the closing time referred 

to in section 9 above.  A record of the Quotation Opening stating the name of the Bidders and 

the amount, the presence or absence of a Bid Security/Bid-Securing Declaration will be put 

on the website of NAMDIA and available to any bidder on request within three working days 

of the Opening. 

 

11. Evaluation of Quotations  

NAMDIA shall have the right to request for clarifications in writing during evaluation.  Offers 

that are substantially responsive shall be compared on the basis of evaluated cost to determine 

the lowest evaluated quotation.  

 

Bidders are expected to clearly provide references were similar services were performed as 

site visits to the referenced clients will form part of the evaluation. 

 

Bidders should clearly stipulate where works/services within this RFQ are subcontracted. 

Details of the referenced subcontractor should form part of the bidder response to this RFQ. 
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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 of Payments 

 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 qualify 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. 

 

 

15. Award of Contract 

The Bidder having submitted the lowest evaluated responsive quotation and qualified to 

perform the service shall be selected for award of contract. Award of contract shall be by 

issue of a Purchase Order/Letter of Acceptance in accordance with terms and conditions 

contained in Section VI: Contract and General Conditions of Contract. 

 

16. Notification of Award and Debriefing 

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

of the name and address of 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. 
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SECTION II: QUOTATION LETTER 
 (to be completed by Bidders) 

[Complete this form with all the requested details and submit it as the first page of your quotation 

with the Priced Activity Schedule and documents requested above. A signature and authorisation on 

this form will confirm that the terms and conditions of the RFQ prevail over any attachments.  If 

your quotation is not authorised, it may be rejected.]  
 

Quotation Addressed to:   

Procurement Reference Number:  

Subject matter of Procurement:  

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 1: 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 Security/Bid Securing Declaration (BSD) 

attached hereto and subscribe fully to the terms and conditions contained therein. We further 

understand that this subscription could lead disqualification on the grounds mentioned in the BDS. 

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 of the General Conditions of Contract, if we are awarded the contract or part thereof.  

The validity period of our quotation is 90 days from the date of the bid submission deadline.  

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

subject to revision or variation if we are awarded the contract prior to the expiry date of the bid 

validity. 

The service will commence within 7 days from date of issue of Purchase Order/Letter of Acceptance. 

 

Quotation Authorised By: 

Name of Bidder  Company’s Address and seal 

Contact Person  

Name of Person Authorising the Quotation: 

 

Position: Signature: 

Date  Phone No./E-mail 
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Appendix to Quotation Letter 

 

 
 

BID SECURING DECLARATION  
(Section 45 of Act)  

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

 

Date: ........[Day|month|year].......... 

  
Procurement Ref No.: .................................................. 

 

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

 

I/We* understand that in terms of section 45 of the Act a public entity must include in the bidding document 

the requirement for a declaration as an alternative form of bid security. 
 

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

(a) a modification or withdrawal of a bid after the deadline for submission of bids during the period 

of validity; 

 

(b) refusal by a bidder to accept a correction of an error appearing on the face of a bid; 

 

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

the bidding document, should I/We* be successful bidder; or 

 

(d) failure to provide security for the performance of the procurement contract if required to do so 

by the bidding document. 
 

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

Signed: ..................................................................................................................................................  
[insert signature of person whose name and capacity are shown] 

 

Capacity of:  
[indicate legal capacity of person(s) signing the Bid Securing Declaration] 

 

Name: ...................................................................................................................................................  
[insert complete name of person signing the Bid Securing Declaration] 

 

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

 

Dated on ____________ day of __________________, _______  
[insert date of signing] 

 

Corporate Seal (where appropriate) 

 

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

venture that submits the bid.]  
 

 

 
 

   

 

 



7 

 

Republic Of Namibia 

Ministry of Labour, Industrial Relations and Employment Creation  

 

Written 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 
 

Company Trade Name:……………………………………………………… 

 

Registration  Number :...……………………………………………………... 

 

Vat Number: ………………………………………………………………… 

 

Industry/Sector: ……………………………………………………………… 

 

Place of Business:…………………………………………………………….. 

 

Physical Address:…………………………………………………………….. 

 

Tell No.:……………………………………………………………………… 

 

Fax No.:………………………………………………………………………. 

 

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 ……………………………………………[insert full name], owner/representative   

 

of ………………………………………………………….[insert full name of company]  

 

hereby undertake in writing that my company will at all relevant times comply  

fully with the relevant provisions of the Labour Act and the Terms and Conditions of 

Collective Agreements as applicable.  

 

I am fully aware that failure to abide to such shall lead to the action as stipulated in section 

138 of the labour Act, 2007, which include but not limited to the cancellation of the 

contract/licence/grant/permit or concession.  

 

Signature: …………………………….. 

 

Date: ………………………………….. 

 

Seal:……………………………………. 

 
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 employees rendering service(s) in relations 
to the goods and services being procured under this contract.  
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SECTION III: SCOPE OF SERVICES 
 

 

TERMS OF REFERENCES 

 

The Service should include the following: 

 

REQUIREMENTS: 

 

It is encouraged that Vendors familiarize themselves with the existing sites to gain deeper 

understanding of the requirements enhancements. 

Website is accessible at https://www.namdia.na/  

Intranet only accessible from internal network and arrangements can be made to show Vendors on 

current design. 

 

User Experience/User Interface:  

• brand corporate identity must be adhered to  

• Clean, creative, visually/graphically appealing design and layout  

• Experience in SharePoint, WordPress and use standard SharePoint functionality or add-ons 

that complement  

 

Security:  

• Namdia requires a solution that will embed the prevention of security breaches such as spam 

, viruses , phishing , DOS attacks , site hacking unapproved posting , FTP access personal 

information or database thefts  

 

Technical Requirement:  

• Insight knowledge and configuration of SharePoint and WordPress  

• Training for IT Manager, Systems Administrator and Marketing end user 

 

Content Migration:  

• New content will also be introduced. The bidder will work closely with the Namdia Marketing 

and Communication Department (Digital Marketing) and Namdia IT Department and will 

rely on bidder experience in record and information management and content management 

experience from inventory check stage to go live stage.  

 

 

 

https://www.namdia.na/
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Change Management  

• The bidder must describe the change management approach and plan to drive the adoption 

and use of the new intranet solutions that will be deployed for use of Namdia employees and 

stakeholders.  

 

 INTRANET – BUILT ON MICROSOFT SHAREPOINT 

  

1. Customization for a friendly look and feel  

2. To be more interactive  

3. Rearrange existing content  

4. Admin and super user training  

 

WEBSITE UPDATES 

  

The following changes are to be incorporated onto the NAMDIA website. 

  

1. Create a separate line for Management (Our Team) and add 6 people 

2. Create a separate tab for The NAMDIA Foundation, add Contact us details under it.  

3. Create a space for us to load our videos onto our website  

4. Provide Training to IT Manager 

5. Under the Contact Us Tab, add the following contact details for NAMDIA foundation 

(Menu Tab) 

a. NAMDIA Foundation Coordinator  

b. Email address: foundation@namdia.na   

c. Telephone  

6. Convert to a different template/design – options to be demonstrated to NAMDIA  

7. Create a tab, titled Namibian Diamond Story in About Us and add the following:  

 

 

HISTORY OF NAMIBIAN DIAMOND STORY 

The official story of Namibia's diamond history began in 1908, when Zacharias Lewala, a young 

railway worker, stumbled upon a glistening stone while on duty in Kolmanskuppe near the southern 

coastal town of Lüderitz. Little did he realize that this seemingly ordinary act would unleash a series 

of events of monumental proportions, forever altering the course of history. An influx of fortune 

seekers, captivated by the allure of the world's purest and most precious diamonds, flocked to this 

desert land. 

As a result of the diamond rush, towns sprouted from the sands, although many now remain as mere 

remnants of the past. The German colonial government, which then controlled what was known as 

Deutsch-Südwestafrika (German Southwest Africa), designated the diamond-rich regions of the 

country as "Forbidden Areas" or "Sperrgebiet," where small-scale mining operations were 

established. 

 

 

Following World War I, these colonial mining enterprises were consolidated to form Consolidated 

Diamond Mines (CDM), which held a monopoly over the mining rights within the "Forbidden Area." 

mailto:foundation@namdia.na
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However, with Namibia gaining independence in 1990, the government sought to regain control of 

the country's diamond reserves. A landmark joint venture agreement was reached between CDM and 

the Government of the Republic of Namibia, leading to the establishment of a unique collaborative 

operation known as NamDeb. 

A comprehensive review of diamond legislation and regulations highlighted the need to open up the 

industry to other participants and create a fair playing field. This resulted in the enactment of the 

Diamond Act (Act 13 of 1999) in 2000. The introduction of this legislation paved the way for new 

entrants into the diamond sector, diversifying it beyond mining and rough diamond exports into areas 

such as diamond dealing, manufacturing and jewellery production. 

As a result, Namibia witnessed the emergence of more than 13 cutting and polishing companies, 

positioning beneficiation at the forefront. In 2016, the establishment of NAMDIA allowed Namibia 

to ascertain the value of its diamonds and contribute to socioeconomic development. 

 

DIAMOND IMPACT 

Namibia's diamonds play a pivotal role in the country's economy, making them the largest contributor 

to Namibia's GDP. Diamond mining alone accounts for approximately 10% of the nation's Gross 

Domestic Product. The industry also provides employment for 2% of the population, making it one 

of the most coveted sectors for job seekers. Among diamond companies, Namdeb Diamond Company 

stands out as the largest taxpayer, contributing over a fifth of Namibia's international earnings. 

NAMDIA is not solely focused on showcasing Namibia's diamond story to the world but also on 

investing in local communities. Through the NAMDIA Foundation, which serves as their Corporate 

Social Responsibility vehicle, NAMDIA aims to address Namibia's social and economic challenges 

in the realms of education, health, and sports. Since its establishment, NAMDIA has invested over 

N$ 40 million to various charitable and philanthropic programs. 

 

The Foundation remain committed to participating in life-changing initiatives within Namibian 

communities. The NAMDIA Foundation actively promotes nation-building and prioritizes its 

contribution to the country's socioeconomic growth through donations and sponsorships. Their 

ongoing projects aim to create lasting benefits that will positively impact future generations and 

contribute to the overall socioeconomic advancement of the nation. NAMDIA's commitment extends 

to supporting organizations, institutions, and individuals through donations and sponsorships for 

charitable and philanthropic purposes, with a focus on achieving long-term, transformative outcomes. 
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SECTION IV: PRICED ACTIVITY SCHEDULE 

Procurement Reference Number: ______________________________ 

PREPARING FINANCIAL PROPOSAL 

Currency of Quotation: Namibian Dollars 

Item 

No 

Component Quantity 

(Months) 

 

Rate/Fee Per 

Quantity (N$) 

Total Price (N$) 

 

A* B* C* D* F 

1 

Namdia website (minimum 7GB 

data) – site will need to be moved 

from the current data center where 

it is currently residing. 

24 

  

2 
Website Updates as on page 10-11 

Once-off 
  

3 
Training of 3 people 

Once-off 
  

Other Cost 

3     

4     

Total Amount (N$)  

 

• Other cost, such as disbursement and incidental expense must be specified. 

• All prices and rates must include VAT. 
 

Priced Activity Schedule Authorised By: 

 

Name:  Signature:  

Position:  Date:  

Authorised for and on behalf of: Company  
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SECTION V: SPECIFICATIONS AND PERFORMANCE STANDARDS 

COMPLIANCE SHEET 

Procurement Reference Number: ______________________________ 

  

TECHNICAL EVALUATION (100 SCORE) 

 Criteria Scoring guide Score 
Max 

Score 

Allocated 

Score 

1 

Experience of Project Team 

(Detailed CV’s, qualification 

and copies of certificates of 

team members) including 

experience in WordPress and 

SharePoint 

 

a minimum of five (5) years’ 

experience in web design or 

a similar service 

Less than 1 year 0 

30 

 

2 Years of experience 10 

3 Years of experience 20 

More than 5 Years’ 

Experience 
30 

2 

Reference letters from at 

least five (5) satisfied 

previous commercial clients 

on clients’ letterhead and 

signed. List the websites 

developed 

Less than 2 reference 

letters 
10 

50 

 

3 reference letters 30 

More than 5 reference 

letters 
50 

3 

Proof of Infrastructure to 

host the website – 

Mandatory 

No proof Provided 0 

20 

 

Proof of website 

Hosting provided 
20 

 NB: The minimum 

acceptable score to qualify 

for financial evaluation is 

70% 

Total Score: ….../100 

Specifications and Performance Standard Compliance Sheet Authorised By: 

 

Name:  Signature:  

Position:  Date:  

Authorised for and on behalf of: Company  
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SECTION VI: CONTRACT AGREEMENT AND GENERAL 

CONDITIONS OF CONTRACT 

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

be subject to the General Conditions of Contract (GCC), Ref: NCS/RFQ/NAMDIA-03/2024 for the 

procurement of services (time based) available on the website of the Public Entity www.nta.com.na 

except where modified by the Special Conditions below. 

 

SECTION VII: CONTRACT DATA SHEET 
Procurement Reference Number:____________________ 

 

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

 

Clause  

 

 Contract Data 

GCC 1.1 

Effectiveness of 

Contract 

The Contract shall be deemed to come into effect as from August 2024 

GCC 1.3.1 

Intended 

Completion date 

Unless terminated earlier pursuant to sub-clause GCC 1.7 of the Contract, 

the Service Provider shall complete its activities in 24 Months 

 

GCC 1.6.1 

Issue of notices 

The Authorized Representative of the Employer is: Mr. Lituwete 

Ndaedapo: 

Address: Erf 337, Cnr of Sam Nujoma Drive and Nkwame Nkrumah 

Road, Klein Windhoek 

Telephone: 083 - 331 1126  

E-mail: procurement@namdia.na 

 

The Authorized Representative of the Service Provider is: 

______________________________________ 

 

GCC 2.7 

Reporting 

Obligations 

 

 

The Service Provider shall report to:  Mr. Lituwete Ndaedapo 

procurement@namdia.na  

GCC 4.2 

Contract Price  

 

The amount payable is: ______________. 

GCC 4.3 

Terms of Payment  

Payments will be made to the Service Provider after receipt of invoice. 

GCC 4.5 

Price Adjustment  

Prices shall not be adjustable. 

  

mailto:procurement@namdia.na
mailto:procurement@namdia.na
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SCHEDULE 3 

 

QUOTATION CHECKLIST SCHEDULE 
 

Procurement Reference No.: NCS/RFQ/NAMDIA-03/2024 

 

Description Attached (please tick if 

submitted and cross if not) 

Quotation Letter 
 

Priced Activity Schedule 
 

Performance Compliance Sheet 
 

Bid Security  
 

Documents evidencing eligibility 
 

A Short Profile of the Organisation Illustrating the Capacity to 

Execute this Project 

 

A Project Plan showing detailed plan, methodology, timelines and 

activities to be undertaken to achieve the outcomes 

 

Provide a list of and size of current clients  

 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

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. 


