Oshakati expo

TOWN COUNCIL OSHAKATI

REQUEST FOR PROPOSALS FOR CONSULTANCY SERVICES

REQUEST FOR PROPOSALS FOR PROVISION OF FA T
FOR MISS OSHAKATI TOTEM EXPO 2026 BEAUTY PAGEA
PROCUREMENT NO: SC/RP/OTE-05/2026

BID SUBMISSION:

the Bid Box located at
Oshakati Town Council Civic Centre, 906 Sam , kati.
Deadline for request for clarifications from Bid p 23" February 2026
Closing Date and Time of Bids: Friday, 27 Fe

Bidders must register their bids in the bid subm
their bids in the bid box.

Name of Bidder

Bid Amount Excl. Vat
VAT

Total inclusive

Email address

Contact Nu

Contact Perso

Joyce Ueitele

of Procurement Buyer

+264 65 229500/535/536 +264 65 229500/568

akorea(@oshtc.na/procurementunit@oshtc.na | totemexpo@oshtc.na
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Oshakati Town Council (Osh-TC) gives notice of the following Request for Proposals-
Consultancy

RFP Reference Number SC/RP/OTE-05/2026
REQUEST FOR PROPOSALS FOR PROVISION OF
Description of Goods FACILITATOR FOR MISS OSHAKATI TOTEM EXPO 2026
BEAUTY PAGEANT
Closing Date & Time Friday, 27 February 2026@ 12h00

Bid Box located at Oshakati Town Council Civic Centre, 906

Quotation Submission Address Sam Nuyoma Road,

Validity Period of Quote 60 Days (from closing date)

Lead Time Three (3) Months

a) This is a hard quotation request, and responses must be submitted testhe address stated in the
Proposal Submission Address before the closing date and time.

b) Under no circumstance should the response be submitted, copied;or forwarded 'to any email
address of any Oshakati Town Council employee prior tofthe deadline fer submission of
responses. This may result in disqualification of your quotation.

€) The above documents comprise the RFP Documents and are provided as a basis for the
preparation of your submission response. They are€onfidentialband are provided to you on
the terms and conditions set  out in this Proposal Invitation,Document.

d) If any clarification is required, kindly contact the Procurement offigers below in writing.

€) The Company reserves the right to amend the whole oranyspart of the RFP at any time prior
to the deadline for submission.

f) Please note that this is a Request faor Proposal anly. All'responses to this document will be
treated as strictly confidential and will be'used for the evaluation of this RFP only.

g) Oshakati Town Council may at'its sole discretion, accept or reject any quotation. Therefore,
there is no obligation on Qshakati Town,Council to accept the lowest or any bid. Oshakati
Town Council may acéeptior rejectiany part of a quotation without being obliged to accept
such quotation in its entirety.




Head Office:

0 h k t. 906 Sam Nujoma Road
s q q Il Civic Center Oshakati
Namibia

TOWN COUNCIL Tel: +264 65 229500
Fax: 065 220 435

13 February 2026
LETTER OF INVITATION

Dear Sir/Madam

Subject: Request for Proposals for the provision of a facilitator for Miss Oshakati Totem Expo
2026 Beauty Pageant for totem expo 2026 Procurement No: SC/RP/OTE-05/2026

1. You are hereby invited to submit technical and financial proposals for consultancy services
required under Request for provision of facilitator for Miss Oshakati Totem Expo 2026
beauty pageant, for Oshakati Totem Expo 2026 which could form the basis for future
negotiations and ultimately, a contract between you and the Oshakati Town Council

2. The purpose of this assignment is to:

(0) The appointed consultant will be responsible for the professional planning, coordination,
and execution of the pageant, ensuring it aligns with the objectives of the Oshakati Totem
Expo 2026 and promotes local talent, culture, and community engagement. The service
provider will be responsible for planning, coordinating, and facilitating the Miss Totem
Expo 2026 pageant and finalist during Totem Expo 2026

(b) Event Management
e Event Facilitation: Ensure smooth execution of the Miss Totem event, including stage
management and audience engagement.
e Event Décor: Design, set up, and manage stage décor and overall event aesthetics.
e Dressing Room Setup: Organize dressing rooms for contestants, including necessary
equipment and privacy.

(c) Contestant Support

e Training Sessions: Provide training for contestants on public speaking, etiquette, and
presentation skills.

e Rehearsals: Plan and manage rehearsals to ensure contestants are well-prepared for
the event.

e Community Engagement: Organize community engagement activities involving
contestants as part of the event’s social responsibility.

e Roadshows: Coordinate promotional roadshows to create awareness about the event.
(subject to council approval)

e Media Coordination

e Photoshoots: Arrange professional photoshoots for contestants (subject to council
approval).

e Media Schedules: Coordinate radio interviews and other media appearances for
contestants.

Commercial Centre of




(d) Event Supplies
e Crowns, Sashes, and Hampers: Procure and provide crowns, sashes, and hampers for
contestants and winners.
e Ability to coordinate with Expo Preparatory Committee and Marketing Committee
o Compliance with ethical standards, inclusivity, and cultural sensitivity

e Submission of a detailed program outline and judging criteria
e Sound knowledge of health, safety, and crowd management

Oshakati Town Council would like to thank you for considering this invitation'for vest for
Quotation.

Yours faithfully,

Lovisa Samuel

Secretary of Procurement Committee

<
&\
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INSTRUCTIONS TO BIDDERS

1. The following documents are enclosed to enable you to submit your proposal:

(a) the Terms of Reference (TOR) [Annexure 1]

(b) supplementary information for consultants, including a suggested format of
curriculum vitae [Annexure 2]; and

© a sample format of the Service Contract under which the service will be
performed [Annexure 3]

2. Any request for clarification should be forwarded in writing to the Public Entity
Oshakati Town Council Request for clarifications should be received days, before
the deadline set for submission of proposals.

3. The Government of the Republic of Namibiay, requires that
bidders/suppliers/contractors participating in the precurement in Namibia observe
the highest standard of ethics during the procurement process and execution of
contracts.

4. Consultants are advised to consult the website of the Procurement Policy Office:
www.mof.gov.na/procurement-policy-unit to’ acguaint themselves with the
legislations related to public procurement inthe Republicof Namibia.

5. Eligibility

(a) A consultant that is under a declarationdf theligibility by the Government of Namibia
in accordance with applicable laws at'the date of the deadline for bid submission and
thereafter shall be disqualified.

(b) Proposals from consultants appearing on the ineligibility lists of African Development
Bank, Asian Development Bank, European Bank for Reconstruction and Development,
Inter-American Development Bank Group and World Bank Group shall be rejected.

(c) Consultantsshouldsubmit astatement on past and present declaration of ineligibility,
if any,, by, any _local/international agency or any termination of contract for
unsuccessful ‘completion of assignment, giving adequate details to enable a fair
assessment.

1. Eligibility Criteria (Mandatory Legal Document)

To be eligible to participate in this Quotation exercise, bidder the bidder shall
submit with this bid document:

(a) A certified copy of a valid company Registration Certificate.

(b) An original or certified copy of a valid good Standing Tax Certificate; (Valid at the
deadline of submission of bid)

() An original or certified copy of a valid good Standing Social Security Certificate;
(Valid at the deadline of submission of bid)

(d) A certified copy of a valid Affirmative Action Compliance Certificate, proof from
Employment Equity Commissioner that bidder is not a relevant employer, or
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exemption issued in terms of Section 42 of the Affirmative Action Act, 1998; (Valid at
the deadline of submission of bid)

(e) Bidder submitted Written statement by a power of attorney (or notary statement,
etc.) proving that the person, who signed the bid on behalf of the company, is duly
authorized to do so.

(f) Bidder must submit Catalogues and any other literature to substantiate compliance
with the required specifications.

(9) Requested certified copies of documents shall only be considered if (certified by a
Commissioner of Oath appointed in terms of the Justices of the Peace and
Commissioners of Oaths Act.1963 (Act No. 16 of 1963)

(h) All bids that do not comply with the eligibility criteria or any other requiremeént in this
document will be disqualified.

(1) Bidder must provide Two (2) customer reference certificatesyfrom previous clients
companies/agencies evidence of Performing of Similar ‘work™“successfully. Body
Building competitions & events.

(i) Provide a business profile, clearly listing names of the,firm/company‘address, contact
persons with mobile numbers, pictures of previous, body building competitions
conducted and notable credentials if any.

(k) The bidder should have a minimum of 2years*iexpeérience in event management &
body building competitions.

2. Mandatory Administrative Documents
(a) Bid Securing Declaration
(b) Bid Submission Form

(c) A written undertaking on the partyofdthe Bidder that the salaries and wages
payable to its personneldnrespect of this proposal are compliant to the relevant laws
as contemplated in section 138(2) of the Labour Act, 2007

6. Submission of Proposals

The proposals‘from the shortlisted consultants shall be submitted in one envelope for
both Technical andFinancial proposals and should follow the form given in annexure 2
- "Supplementary Infermation for Consultants”. The proposals must be deposited into
the bidbox'on orbefore 27 February 2026 @ 12h00 at Oshakati Town Council Civic
Centre. Preposals should not be forwarded by electronic mail.

7. " Deciding Award of Contract

The “gualification and experience of the consultants shall be considered as the
para@mount requirement. Proposals from consultants should score at least 75 marks for
the Technical Proposals to be evaluated further for financial Proposals.

Negotiations will start with the Consultant with the lowest substantially responsive
consultant and if negotiation is not successful, negotiation will start with the next best
ranked Consultant and so on until an agreement is reached. Should you be contacted
for negotiations, you must be prepared to furnish the detailed cost break-down and
other clarifications to the proposals submitted by you, as may be required to adjudge
the reasonableness of your price proposals.

6
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(a) Margin of Preference

Excusive Preference will be allowed for the following categories:

# Category of Local Supplier Margin of
Preference

1 Micro, Small & Medium Enterprise (SME) 1%

2 Women Owned Enterprise 2%

3 Youth Owned Enterprise 2%

4 Previously Disadvantaged Person Owned 1%
Enterprise

5 Suppliers providing employment to 1%
Namibian citizens
Total 7%

1.1.  The applicable margins of preference and their applicétion methodology are as
follows:

A=MP x BP in which formula
100
(a) “A” represents the amount to'be determined:
(b) “MP” represents thetotal percentage of all margins of preferences granted in
respect
(o) “BP” representsithe bid price.

8. Rights@ PublicEntity

(a) Pleaseinote that the Oshakati Town Council is not bound to select any of the
consultants’ submitting proposals.

(b) Please note that the cost of preparing a proposal and of negotiating a contract
including visits to Namibia, if any, is not reimbursable as a direct cost of the
assignment,

9. Duration of Assignment

It isfestimated that the minimum duration of the assignment shall be for a period of
one full day. You should base your financial proposal on these figures, giving an
indication of man-months considered necessary by you to undertake the assignment.
The extent to be spent in Namibia and that in office outside Namibia should be clearly
indicated. The rate proposed in your submission will be applied in case the duration of
the assignment is to be extended.

10. Validity of Proposal
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You are requested to hold your proposal valid for 60 days from the deadline for
submission of proposals during which period you will maintain without change, your
proposed price. Oshakati Town Council will make its best efforts to finalize the
agreement within this period.

11. Commencement date of Assignment
Assuming that the contract can be satisfactorily concluded on 06March 2026 you will
be expected to take up/commence with the assignment on 09 March 2026.

12. Insurance
The Consultant shall meet the cost of any insurance and/or medical examination, or
treatment required by him/her while performing the services.
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TERMS OF REFERENCE

INTRODUCTION
Event background:

Oshakati Town Council requests the opportunity for a consultant for Miss Totem Expo 2026
beauty pageant. The appointed consultant will be responsible for the professional planning,
coordination, and execution of the pageant, ensuring it aligns with the objectives of the
Oshakati Totem Expo 2026 and promotes local talent, culture, and community engagement.

Event Objective:

The objective of the event is to provide a professionally coordinated platform that shewcases
the talent, confidence, and leadership of young women while promoting,Namibién culture,
community engagement, and tourism. The appointed consultant shall ensure the smooth
planning, execution, and management of all pageanttactivities, tacluding contestant
management, programme coordination, audience engagement, and post-event reporting, in
line with the objectives of the Oshakati Totem Expo 2026.

The Consultant must develop a programmed that will address:

e Detailed pageant schedule including pre-eventipreparations, rehearsals, and the main
event.

e Contestant recruitment, registration, verification, and orientation.

e Competition structure, rounds, judging criteria; ‘and eligibility requirements. (subject to
committee approval)

e Appointment and mandgement of judges subject to committee approval

e Stage setup, and backstage ceordination.

e Health, safety, andssecurity,protocols for contestants- 1 or 2 bouncers

e Audience engagement, MC facilitation, and media coverage.

e Coordinationwith Oshakati Town Council, sponsors, and other stakeholders.

Post-event reporting, evaluation, and recommendations for future editions.

Deliverables

Detailed event programme covering pre-event preparations, rehearsals, and main event.

Recruitment, registration, verification, and orientation of contestants subject to

commiittee approval

e Documented competition guidelines, including rounds, judging criteria, and eligibility
requirements.

e Appointment and management of judges subject to committee approval

e Stage setup, and backstage coordination.

e Implementation of health, safety, and security measures.

e Audience engagement

e Post-event report with programme evaluation, challenges, and recommendations for

future editions.
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Reporting and Coordination

e The Consultant shall report to the Oshakati Totem Expo Marketing & Entertainment
Committee or a designated Council official

e All programme changes, messaging, and promotional activities shall be approved by the
Marketing Committee

SCOPE OF WORK

The scope of work will include:

(e) Event Facilitation:

Ensure smooth execution of the Miss Totem event, including stage management
and audience engagement.

Event Décor: Design, set up, and manage stage décorand |oyerall event
aesthetics.

Dressing Room Setup: Organize dressing reoms for contestants, including
necessary equipment and privacy.

(f) Contestant Support

Training Sessions: Provide training for contestants on public speaking,
etiquette, and presentation skills.

Rehearsals: Plan and mandge rehedrsals) to ensure contestants are well-
prepared for the event.

Community Engagemeéent: Organize community engagement activities
involving contestants as part of theévent’s social responsibility.

Roadshows: Coorndinateyprometional roadshows to create awareness about the
event. (subject to'council approval)

NB: Secure sponsorships for contestants, including gym memberships,
vouchers; clothing, and other necessary support.

Secure sponsorships for winners, including awards, recognition items, and
prizes.

(9) Media Coordination

Photoshoots: Arrange professional photoshoots for contestants (subject to
council approval).

Media“Schedules: Coordinate radio interviews and other media appearances
for contestants. Subject to committee approval

(h)“Event Supplies

Crowns, Sashes, and Hampers: Procure and provide crowns, sashes, and
hampers for contestants and winners.

Ability to coordinate with Expo Preparatory Committee and Marketing
Committee

Compliance with ethical standards, inclusivity, and cultural sensitivity
Submission of a detailed program outline and judging criteria

10
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NB: Exclusions
The council will handle the overall cash prizes for winners directly.

Part 2. Services and Facilities to be provided by the Public Entity

e Access to all Expo venues and facilities.

e Venue for Rehearsals & Photoshoots

e Coordination with organizers, exhibitors, athletes, and performers.

e Provision of programmes schedules, official scripts, and event documents.
e Security personnel and access control for safe movement of Contestants

e Administrative support, including permits, approvals, and briefing areas:

Part 4. Contract duration and fees
(a) Duration of initial contract
The contract period will be Three (3) Months. Consultant shall submit.a prégram according to
which the services will be delivered.
(b) Payment

50% claims should be submitted prior to event and 50% shall be made upon completion of
the Totem expo 2026.

Part 5. Deliverables
At the completion of the project, the consultant'should deliver a report of the event.

11
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Annexure - 2

SUPPLEMENTARY INFORMATION FOR CONSULTANTS
Proposals
1. Proposals should include the following information:

(a) Technical Proposals

()  Curriculum Vitae of Consultant (Form F-2).

(i) An outline of recent experience on assignments/ projects of similar nature
executed during the last five years (Form F-3).

(ii) Any comments or suggestions of the Consultant on the ferms offReference
(TOR).

(iv) A description of the way the Consultant plans to executethe work.

(v) The Consultant's comments, if any, on the data, services and facilities to be
provided by the public body indicated in'the Terms of Réference (TOR).

(b) Financial Proposals

2. The financial proposals should be given in the form of summary of Contract estimate
(Form F- 4)

Contract Negotiations

1. The aim of the negotiations is to reach an agreement on all points with the Consultant
and initial a draft contract'by the conclusion of negotiations. Negotiations commence
with a discussionof Consultant's proposal, the proposed work plan, and any
suggestions you'may havesmade to improve the Terms of Reference. Agreement will
then be reached on the finaliTerms of Reference and the bar chart, which will indicate

periodsin [weeks/months] and reporting schedule.

2. Once thesesmatters have been agreed, financial negotiations will take place and will
begin with adiscussion of your proposed payment schedule.

Review of reports

1. A review committee of three members will review all reports and suggest any
modifications/changes considered necessary within 7 days of receipt.

12
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FORM F-1

SECTION Il: 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 Price list 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 will be rejected.]

Quotation addressed to:

Procurement Reference Number:

Subject matter of Procurement:

We offer to supply the items listed in the attached List of Goods and Price Scheduleas per the defined
specifications, except for the qualified deviations [Bidder mdy delete\thisyphrase in case of no
deviation] and, in accordance with the terms and conditions stated in your Request for Quotations
referenced above.

We confirm that we are eligible to participate in this,Quotationpexercise and meet the eligibility
criteria specified in Section 1: Instruction to Bidders.

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

We have read and understood the conténtief the Bid Securing Declaration (BSD) attached hereto and
subscribe fully to the terms and _ceenditions)contained therein. We further understand that this
subscription could lead to [forfeiture “of the“security amount / disqualification on the grounds
mentioned in the BD].

The validity period of thenQuotation 18H. ... ueeecveerveecersenressenneenneeee. days from the date of the bid
submission deadline.

We confirm that'the prices quoted in'the List of Goods and Price Schedule are fixed and firm and
will not be subject toyrevision or variation, if we are awarded the contract prior to the expiry date

of the quotation validity.

The delivery period ‘offered from the date of issue of Purchaser Order/ Letter of Acceptance is as
shown in thelkist of/Goods items and Price Schedule.

Quotation Authorised by:

Name of Bidder Company’s Address and seal

Contact Person

Name of Person Authorising the Quotation: Position: Signature:

Date Phone No./Fax

13




Appendix to Quotation Letter

BID SECURING DECLARATION
(Section 45 of Act) (Regulation

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

D Lo 11U

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;

(o) 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.

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

R (e 0 =T H OO

N [o] o 0= SO P O PTRPORUPR
(Duly authorized to sign the bid for and on behalf of: [insert complete name of Bidder)

Dated on day of
Corporate Seal

[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.]

14




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

Company Trade NOME:... ..ottt ettt s e b v e et e e

WV OT NUMBDET: .ot e et e e et e e eaee e et eeeeaeee e eeneteeeesenaeeeseeee e

INAUSEIY /SECLON: ..ottt ettt et st et et ete et etesaeeaesaeeaseasesaessesaessessessessnans

P LI OF BlUSTNOSS ettt e e e e e e e e et ee e e e eeseeeeeseesaae e e eesaeesenseeseeeeaaesenensaseseneas

B O L A G I @SS e ettt e e e et ee et eeeae e eae e eae e e eaeeenne e

15




Anticipated Contract DUMOTION: ...t ettt st ee e ees s sesaessesaeenas
Location where work will be done, good/services will be delivered:

3. UNDERTAKING

L ettt eee e [insert full name], OWNET [representative

OF e e e e e eee oot eeeeeeaseeean s [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.

| 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: .......cveeevreccssrnnessnnnees
(D Lo | J U N

Y=Y | PRI

Please take note:
1. Alabour inspector may conduct unannounced inspections to assess the level of compliance
2. This undertaking must be displayed at the workplace where it will be readlily accessible and visible by the employees rendering service(s)
in relations to the goods and services being procured under this contract.

FORM F-2

16




FORMAT OF CURRICULUM VITAE (CV) FOR CONSULTANT

Name of Consultant:

Profession:
Date of Birth:
Nationality:

Membership in Professional bodies:

Key Qualifications:

[Give an outline of experience and training most pertinent to tasks on assignment. Describe
degree of responsibility held on relevant previous assignments and give dates and locations.
Use about half a page.]

Education:
[Summarize college/university and other specialized education, giving names of
institutions, dates attended, and degrees obtained. Use about one quarter of a page.]

Employment Record:

[Starting with present position, list in reverse order every employment held. List all positions
held since graduation, giving dates, names of employing organizations, titles of positions
held, and locations of assignments. For experience in last ten years, also give types of
activities performed and employers references, where appropriate. Use about two pages.]

Languages:

[For each language indicate proficiency: excellent, good, fair, or poor; in speaking, reading,
and writing]

Certification:

[, the undersigned, certify that to the best of my knowledge and belief, these data correctly
describe me, my qualifications, and experience.

Date: Day/Month/Year

[Signature of Consultant]

Full name of Consultant:

17




FORMF-3

ASSIGNMENTS OF SIMILAR NATURE SUCCESSFULLY COMPLETED DURING LAST 3 YEARS

1.

Outline of recent experience on assignments of similar nature:

SL.No

Name of
assignment

Name
of
Project

Owner or
Sponsoring
agency

Cost of
Project

Date of
Commencement

Date of
Completion

Was
assignment
satisfactorily
completed

Note: Please attach certificates from the employer by way of documentary proof.

18




FORM F-49

REQUEST FOR PROPOSALS FOR PROVISION OF FACILITATOR FOR MISS OSHAKATI TOTEM EXPO
2026 BEAUTY PAGEANT Procurement No: SC/RP/OTE-05/2026

Cost Estimate of Services'

Pricing Table

Rate/Participants Maximum Total
(Namibian Dollars $) participants (Namibian dollars $)

Subtotal

VAT

Total Amount

! Rates shall be used for extension of contract for Lump-sum basis and for Time-based contract at negotiation stage or
as otherwise specified

19




SECTION VilI: EVALUATION
EVALUATION CRITERIA

Section A

MANDATORY DOCUMENTS
Company Documentations

Yes

No

1. Certified copy of company Registration Certificate (certified
by i.e. police, commissioner of oaths,);

2. Certified copies of the shareholders/ members identification
documents.

3. Original or certified copy of a valid good Standing Tax
Certificate or the equivalent in the bidder’s area of jurisdiction
(certified by i.e. police, commissioner of oaths, (Valid at the
deadline of submission of bid);

4. Original or certified copy of a valid good Standing Social
Security Certificate (applicable to Namibian registered
companies only) (certified by i.e. police, commissioner of
oaths); (Valid at the deadline of submission of bid);

5. A 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; (Valid
at the deadline of submission of bid);

6. A certified copy of a valid “Fitness Certificate” from a Local
Authority Health Department or Ministry of Health & Social
Services. (Valid at the deadline of submission of bid)

BID FORMS

Yes

No

SECTIONB

1. Bid Securing Declaration Form is Duly filled in, duly signed,
dated and stamped by an Authorized person and no
alterations or amendments has been made to the Bid Securing
Declaration Form.

2. Bid Submission Form (Quotation Letter) is duly filled in, duly
signed, and dated and clearly indicating the bid validity
period of 90 days

3. List of Pricing Schedule FORM F-1 (duly filled in, duly signed,
and dated

4. Labour Act Form (applicable to Namibian registered
companies or companies that would make use of Namibian
employees) duly filled in, duly signed, dated and stamped.

5. Indelible ink used, no correction fluid used, and all corrections
crossed out and initialled or signed

6. Has the Original copy of the bid been typed or written in
indelible ink and signed by a person duly authorized to sign on
behalf of the Bidder

20




7. Any annexures that a bidder submits, inclusive of all coloured
brochures, shall all be initialled.

Yes | No

Technical Specification Scoring

a) Two (2) Customers’ reference letters with contact details of
same/similar work done satisfactory attached.

Section C

b) Bidder must include a comprehensive company profile.

c) Submit proof of experience that confirms that firm provide
consulting services in beauty pageant Services
Registered individual, company, or entertainment service
provider
Proven experience as a beauty pageant facilitator for large-
scale public events (minimum 2-3 years)

Total Score

Table 4: Financial Evaluation

Oshakati Town Council shall select bid for award to the lowest arithmetically corrected
evaluated, substantially, responsive bidder. However, the final award will be determined
after the application of Margin of Preference as per Section | (18).

21




Annexure 3

CONTRACT No. SC/RP/OTE-05/2026

REQUEST FOR PROPOSALS FOR PROVISION OF FACILITATOR FOR MISS OSHAKATI TOTEM EXPO
2026 BEUTY PAGEANT Procurement No: SC/RP/OTE-05/2026

CONSULTANCY SERVICE CONTRACT

BETWEEN

[OSHAKATI TOWN COUNCIL ]

AND

CONSULTANT NAME

22
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THIS SERVICE CONTRACT entered into this /date], between the [insert public entity name]
[hereinafter called the "Public Entity"] and [insert consultants name] (hereinafter called the

“Consultant”).

WITNESS THAT:

WHEREAS the Public Entity has determined the need to procure the services described, implied

or referred to in this Contract, subject to the terms and conditions hereinafter set forth;

WHEREAS the Consultant represents and affirms that he/she possesses the requisite

experience, qualifications, capability and skill to perform the said services;

NOW THEREFORE the parties hereto have agreed as follows:

ARTICLE |
SCOPE OF SERVICES

1.1 The services to be performed by the Consultant under this Contract (hereinafter called
the Services) are those described in the Terms of Reference attached hereto as Annex |
to the present Contract. The Terms of Reference shall form an integral part of this

Contract.

ARTICLE Il
COMMENCEMENT OF SERVICES AND DURATION OF CONTRACT

2.1 The Consultant shall commence the Services on [date] upon signature of the present
Contract, and shall carry out the Services in a manner most suited to the requirements of
the Contract and in accordance with the schedules and time limits established under the

Terms of Reference (annex I) or indicated by the Public Entity.

2.2 The Services shall be for [insert no of days/months/years], beginning on the date of

commencement of the Services, and ending not later than [finsert completion date].
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3.1

3.2

3.3

3.4

3.5

3.6

ARTICLE Il
DUTIES OF THE CONSULTANT

The Consultant shall perform the services with all due care, diligence and efficiency, in
accordance with the highest standards of professional competence, organization and

responsibility, and in a manner acceptable to the Public Entity

The Consultant shall:

(o) regularly report to, and obtain direction and guidance from the Public Entity on

all matters arising from or relating to the present Contract;

b promptly comply with such instructions as may be issued from time to time by

the Public Entity in connection with the performance of the services.

The Consultant shall perform the services to the satisfaction of the Public Entity in
accordance with the Terms of Reference and at such intervals as the Public Entity may

require.

The Consultant shall keep and maintain accurate and complete accounts in respect of
expenditure incurred under the present Contract in such form and detail as shall be
satisfactory to the Public Entity for the purpose of making payment or settlement under

the Contract, where applicable.

The Consultant shall meet the cost of any insurance and/or medical examination or

treatment required by him/her while performing the services.

The Consultant shall seek and obtain any visas or residence permits that he/she may
require to carry out the services and perform his/her obligations under the present
Contract. The Public Entity shall, as necessary, assist the Consultant in obtaining such
visas and/or permits.

ARTICLE IV
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4.1

4.2

5.1

5.2
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PAYMENT FOR THE SERVICES

The Public Entity shall pay to the Consultant, in respect of the services, the various
amounts specified in Annex Il to this Contract (hereinafter referred to as the "Contract

Amount").

The Contract Amounts shall be paid to the Consultant in accordance with the
modalities specified in Annex Il to the present Contract, which forms an integral part

hereof.

ARTICLE V
CONFIDENTIALITY AND OWNERSHIP OF DOCUMENTS

All documents, statistics, reports, data and other information provided, created,
obtained or made available to the Consultant in connection with or by virtue of the
present Contract, shall be treated as confidential by the Consultant, and the Consultant
shall not be entitled to use or make copies of them for any purpose that is not related to

the present Contract.

The documents, statistics, reports and data under the preceding paragraph shall, upon
the completion of Services or termination of this Contract, be promptly returned to the
Public Entity.

Any study, report or other material, graphic, software or otherwise, prepared by the
Consultant for Public Entity under the Contract shall belong to and remain the
property of the Public Entity. The Consultant may retain a copy of such documents

and software.

ARTICLE VI
ASSIGNMENT AND SUB-CONTRACTING

Except with the prior written consent of the Public Entity, the Consultant shall not:
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7.2

8.1

8.2

8.3

(a) in whole or in part, assign, transfer or otherwise dispose of, his/her rights or
obligations under the present Contract.
b) sub-contract, or otherwise transfer responsibility for, the whole or any part of the

Services.

ARTICLE VII
LIABILITY OF THE CONSULTANT

The Consultant shall abide by, and take all measures necessary to enable him/her to
comply with all laws and regulations in force in any place where the Services are to be

wholly or partially performed.

The Consultant shall be fully liable for the consequences of any error or omission on
his/her part or for any damage caused by negligence on his/her part in carrying out the

Services or performing his/her obligations under the present Contract.

ARTICLE VIII
FORCE MAJEURE

Neither party to the present Contract shall be responsible for any delay or failure to
perform the obligations under the Contract if the delay or failure is attributable to force

majeure.

In the event of force majeure which delays performance of the whole or any part of the
present Contract for more than sixty (60) days, either party shall have the right, by

notice in writing to the other party, to terminate the Contract.

For purposes of this Article, an event of force majeure shall mean an unforeseen and
unavoidable event beyond the reasonable control and contemplation of the party
invoking the existence of such event, and which impacts directly on the discharge of the

obligation under the Contract.
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9.1

9.2

9.3

9.4

9.5

10.1

10.2
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ARTICLE IX
TERMINATION OF CONTRACT

The Public Entity may, upon giving not less than [insert no. of days] days’ notice in
writing to the Consultant, terminate the present Contract for cause if the Consultant has
failed to perform the Services or to comply with his/her other obligations under the
Contract.

The Public Entity may, at its option, terminate this Contract when it is in the interest of or
for the convenience of the Public Entity to do so, provided that the Consultant shall in

that event be given a notice of not less than finsert no. of daysjdays of such termination.

The Consultant may terminate the present Contract if the Public Entity has, within a
period of forty five (45) days after the due date, failed to pay any amount due to

him/her in respect of which no dispute has arisen.

The parties hereto may by mutual agreement terminate this Contract.

If the present Contract is terminated under this Article, the Public Entity shall be liable
only for payment, in accordance with the payment provisions of the Contract, for the
Services actually rendered prior to the effective date of termination, together with such

other amounts incidental to the termination as may be reasonable in the circumstances.

ARTICLE X
DISPUTE SETTLEMENT

Any dispute arising out of or in connection with the present Contract shall, unless it is
amicably settled, be decided upon by the Accounting Officer of the Public Entity who
shall transmit his decision in writing to both parties.

Any dispute between the Parties as to matters arising pursuant to this Contract which
cannot be settled amicably within sixty (60) days after receipt by one Party of the other

Party’s request for such amicable settlement may be submitted by either Party for

28




1.1

11.2

121

12.2

13.1

13.2

arbitration under the applicable law.

ARTICLE XI
MODIFICATION OR AMENDMENT

Except by mutual agreement in writing between the parties, no change, modification or
amendment shall be made to the present Contract.

Notwithstanding the preceding paragraph, the Public Entity may at any time order or
require changes in the scope of the Services. If such changes add to or reduce the cost of

the Services, the Contract Amount shall be adjusted accordingly.

ARTICLE XII
EFFECTIVE DATE

The present Contract shall enter into force on the date of its signature by both parties.

Unless terminated under Article VIl or IX above, the present Contract shall expire upon
completion of the Services and the discharge of all obligations arising out of or under the

Contract.

ARTICLE XIII
CHANNEL OF COMMUNICATIONS AND NOTICE

For the purposes of the present Contract, the authorized representative of the Public

Entity shall be the Accounting Officer of the Public Entity.

Any communication, notification, submission, notice, demand or request under the
present Contract shall be deemed to have been duly transmitted if it shall have been
delivered by hand, mail, or facsimile by either party to the other at the appropriate
address indicated below, or at such other address as that other party may have

indicated:
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FOR THE PUBLIC ENTITY
Postal Address

Physical Address

Facsimile

FOR THE CONSULTANT
Postal Address

Physical Address

Facsimile

ARTICLE XIV

Governing Law

14.1  This Contract shall be governed by, and construed in all respects in accordance with, the

Laws of the Republic of Namibia.

IN WITNESS WHEREOF the parties hereto have caused the present Contract to be
signed in their respective names in two original counterparts in English on the date first

above written.

Date: Date:
FOR THE PUBLIC ENTITY FOR THE CONSULTANT

Annex 1- Terms of Reference
Annex 2 - Contract Amount and method of payment
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Oshakati

TOWN COUNCIL

ENVELOP COVER

REQUEST FOR PROPOSALS FOR PROVISION OF FACILITATOR FOR MISS OSHAKATI TOTEM EXPO
2026 BEUTY PAGEANT PROCUREMENT NO: SC/RP/OTE-05/2026

DELIVERY ADDRESS FOR:
Oshakati Town Council
906 Sam Nuyoma Road
Private Bag 5530
Oshakati
Tel:065-229500

closing date: Friday, 27 FEBRUARY 2026 @ 12h00

FROM:

COMPANY NAME:

CONTACT PERSON

P. 0. BOX:

CONTACT NUMBER:

EMAIL:
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