
REQUEST FOR QUOTATIONS (RFQ)

SUPPLY OF MEDIA VISIBILITY MATERIALS FOR USE DURING THE SADC COMMAND POST EXERCISE (CPX)

AUGUST 2018
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Private Bag 0095     
E-mail: registry@sadc.int       
Telephone:    (267) 3951863
Gaborone                 
Website: www.sadc.int         
Telefax:         (267)  3972848
Botswana                                                                                       
(267) 3181070 

      
Dear Sir / Madam:

Request for Quotations (RFQ) – Supply of Media Visibility Material for use during the SADC Post Command Exercise (CPX) in Salima, Malawi
1. We kindly request you to submit your quotation for “Supply of Media Visibility Materials” as detailed in the attached Specification.

	Item No.
	Item Description
	Quantities

	1
	Branded Caps
	600

	2
	Branded Golf Shirts
	600

	3
	Branded Bags
	600

	4
	Branded Umbrellas
	600

	5
	Pull Up Banners
	40

	6
	Back Drop Banners
	6

	7
	PVC Banners
	3

	8
	Certificates
	600

	9
	Note Pads
	600

	10
	Branded Pens
	600


2. You must quote for all items and quantities indicated in the lot of this RFQ. You are required to submit only one quotation for these goods. 
3. Your quotation, on an official letterhead in the required format (See Annex 2 to this RFQ), should be addressed and submitted to:  

Head of Procurement

SADC Secretariat

Plot 54385New CBD

Private Bag 0095 

Gaborone, Botswana

Tel: +267 3951863/ +267 364 1704 

Fax: +267 397 2848/318 10
Email: cpxmalawi@sadc.int
4. The deadline for submission of quotations, to the address indicated in Paragraph 3 is: Friday, 17th August 2018 at 16:30 hrs Local Time
5. Quotations by Hand, Fax or E-mail “are” acceptable.

6. Quotation(s) shall be submitted as per the following instructions:
6.1  The media visibility material is to be made available on or before 24th September 2018.

6.2 Quotations are to be submitted in a sealed envelope or emailed to the address indicated in this RFQ.

6.3 The rates offered should be in U$ (VAT inclusive). If quoted in local currency, the exchange rate used should be indicated in the quote. If not included, the contracting authority shall use the exchange rate ruling at the time of opening the quotes
6.4 Where applicable, all duties and any other taxes applicable to their importation shall be included in the price.

7.
VALIDITY OF THE OFFER: Your quotation must be valid for a period of 120 days from the quotation submission deadline as indicated in Paragraph 4 above.

8. 
EVALUATION AND AWARD OF CONTRACT: Quotations determined to be administratively (see Paragraph 2, 3, 4, 5 ,6, and 7) and technically compliant to the requirements will be evaluated by comparison of their prices (defined as above). The award will be made to the bidder offering an administratively and technically compliant quotation at the lowest total price.

9.
Additional information and clarifications can be requested no later than 3 days prior to submission deadline as indicated in the paragraph 5 above, from:

Ms. Lentletse Senthufhe
Email: senthufhel@sadc.int 
SADC Secretariat
Plot 54385 New CBD

Private Bag 0095 

Gaborone, Botswana

Tel: +267 3951863/ +267 361 1062
Fax: +267 397 2848/318 1070
ANNEXES:

ANNEX 1: Technical Specifications

ANNEX 2: Quotation Form 
Yours Sincerely,

_________________________
Name: Lentletse Senthufhe
Title: Assistant Procurement Officer 
Date: 9th August 2018
TECHNICAL SPECIFICATIONS 

	ITEM
	DESCRIPTION
	QUANTITY

	1.Branded Caps
	5 Panel Peak, lightly brushed, 100% cotton twil, self fabric Velco strap – EMBROIDERED - NAVY
	600

	2.Branded Golf Shirts
	TRENDSETTER - 190gsm, 100% combed cotton, knitted collar & cuffs, buttons. Relaxed fit. EMBROIDERED - NAVY
	600

	3.Branded Bags
	DIAMOND LAPTOP BACKPAC 15” – 1680D and mesh, media port, pocket with elastic & toggie detail, metal zip pullers, toggie detail, stationery slot, extra back padding, additional strap around waist.   Dimensions 41cm(h) x 16.5cm (w) x 31.5cm (l)
	600

	4.Branded Umbrellas
	8 Panel Golf Umbrellas.   156cm Diameter (open) – NAVY / BLUE
	600

	5.Pull Up Banners
	Printed Pull Up Banners with Stand / Mechanism
	40

	6.Back Drop Banners
	Printed Back Drop Banners with Stand / Mechanism
	6

	7.PVC Banners
	Printed PVC Banners 5m x 3m
	3

	8.Certificates
	Printed
	600

	9.Note Pads
	A5 Oxford Note Book, lined, Cover printed
	600

	10Branded Pens
	Concord Ballpoint pen - BLUE
	600


Done at:………...……… on …………………/…………/………. By [Name]…………………

On behalf of ………………………………………………[Supplier’s name and Signature]

ANNEX: 2

FORM FOR SUBMITTING SUPPLIER’S QUOTATION

(This form must be submitted only using the Supplier’s Official letterhead/Stationery)



We, the undersigned, hereby accept in full the Conditions of the Purchase and offer to supply the items listed below in response to the RFQ:

	Item No.
	Description/Specification

	Quantity
	Unit Price (Including VAT) in US$
	Total Price 

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


[Name and Signature of the Supplier’s Authorized Person]

[Designation]

[Date]

[Official Stamp]
COMMUNITY SECRETARIAT SECRETARIAT





SOUTHERN AFRICAN DEVELOPMENT











�  This serves as a guide to the Supplier in Preparing the Quotation and Price Schedule.


� Official Letterhead/Stationery must indicate contact details – addresses, email, phone and  fax numbers – for verification purposes
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