
REQUEST FOR QUOTATIONS (RFQ)

HIRE OF PORTABLE TOILETS 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) - Hire of Portable Toilets for use by the SADC Post Command Exercise (CPX) in Salima, Malawi
1. We kindly request you to submit your quotation for “Provision of Portable Toilets  as detailed in the attached Specification.

	Description 
	Quantities 
	Period 

	Hiring of Portable Toilets 
	10 Units
	22 days

(29th September 2018 to Saturday 20th October 2018.)




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 hiring of the portable toilets shall be for a period of 22 days.
6.2  The portable toilets are to be made available on receipt of the official letter of acceptance issued by the SADC Secretariat.

6.3 The hiring of the portable toilets shall be for all days of the week, that is, Mondays to Sundays, both days inclusive, and also including Public or National Holidays, in respect of which a uniform rate has to be offered.

6.4 The motor vehicle shall be less than Eight (8) years old and duly registered, licensed and covered by a fully comprehensive insurance policy.

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

6.6 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 at the time of opening the quotes
6.7 When applicable, all duties and any other taxes applicable to their importation shall be included in the price.

6.8 The warranty for all items covering parts and labour (when applicable) shall remain valid for whole period of the contract for the hire of the motor vehicle.

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/ +267 364 1087
Fax: +267 397 2848/318 1070
ANNEXES:

ANNEX 1: Technical Specifications

ANNEX 2: Quotation Form 
TECHNICAL SPECIFICATIONS 

	DESCRIPTION
	QUANTITY
	DURATION
	COMMENTS

	Portable toilets

Service to Include:

· Chemical Application

· Supply of starter tissues

· Daily servicing of wastage tanks

· Cleaning of the facilities

· Transportation Costs to and from MAFCO

· Labour Costs


	10
	15 DAYS
The facilities are required from the 01st to 15th October 2018
	The Service Provider is expected to provide their own staff, cleaning equipment, cleaning materials etc




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 of TOILETS

	Quantity
	Daily Rate (Including VAT) in US$
	Total Price per Item

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


[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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