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Definitions

1.1 Defined terms

The following words will have the associated meanings defined here when used in this document.
Im addition tha plural of @ term must ba taken to alse denote the singular and any gender must be

taken to also include the other;

“Black Economic Empowerment Tenderer™ means & natural person or juristic person, ar joint
venture; of which at least 51 % of the ordinary shares are owned by one or more previcusly
disadvantaged Mamibdans; or with a majority of previously disadvantaged Namibians in its
MmanzEemeant

“competitive bidding process™ means a competitive bidding process referred t0 In paragraph 12 (1)
id) of this Policy;

“competitive bid" means a bid in terms of & competitive bidding process:

*Contract” means a legally binding agreement between the parties identified in the agreement to
fulfil all the terms and conditions autlined in the agreement.

"Cut-Off Walue" means the threshald in terms of total Procurement Activity walue where the set of
rules that apply toa Procurement Activity changes;

"Directive" means the rules and regulations governing a specific type of Procurement &clivily;

"Emergency” referred to in subparagraph 36(1) [a) (i} of this policy means a deviation that is based
on it being an emergency case that is reasonable/justifiable based on evidence that:

s Immediabe action is necessary in order to aveid 3 dangerous or unacceptable risky situation
to both employess and M%A;
# The time available would make it impossible/ impractical to go through a bidding process;

# The deviation is not a5 a result of the need for procurement being identified/agread
upon/budgetedplanned in the past but not attended to timeously and

&  The deviation is not as a result of improper planning

“final award®, in relation to bids or quotations submitted for 3 conbract, means the final decision
on which bid or quote to accept;

“farmal written price quotation” means quatations referred to in paragraph 12 (1) |2) of this
Paolicy;

ECC" reans General Conditions of Contract

"Goods" means any physical item that can be procured by the NSA;
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“Interested Party” means any participant in a Procurement Activity in the role of a bidder who has
awested interest in the outcome of such a Procurement Activity be that the dedision as to whom
will be chosen as the successful supplierfservice provider or having being chosen as the successful
supplier/service provider;

"long term contract™ means a contract with a duration period exceeding one year;

"list of accredited prospective providers™ means the list of accredited prospective providers which
MSA must keep in terms of paragraph 14 of this policy:

“NSA" Mamibia Statistical Agency also referred 1o as the agency

“Procurement Activity” means the procaess of soliciting bids from the general market or targeted
suppliersfservice providers, as the case may be, for the delivary of Goods or Services ta the NSA on
a contracted basis:

"Serviees" means anvy professional or semi-professional service of a temporary or an on-going
nature to be procured by the NSA;

"Single provider” raferred to in subparagraph 3601] (a) (i) of this palicy means a deviation that Is
based on it being an sole supplier/provider case that is reasonable/fjustifiable based on evidence
that:

* Athorowgh analysis of the market was done and

* Where required, a transparent and equitable pre-selection process,
“the &ct” means the Statistics Bill

“Urgency" referred to in subparagraph 22{1)(b){2} of this policy means a deviation that is based on
it being an urgency case that is reasonableffustifiabde based on evidence that:

& The early delivery of the peods/services is of critical importance to NSA;
¢ The time available would make it impossible/ impractical te go through a bidding process;

¢ The deviation is not as a result of the need for procurement being identified/agreed
upon/budgeted/planned in the past but not attended to timeously and

= The deviation is not as a result of improper planning
“WAT" means the value added taxation, of which N5A s exempted In terms of section 32 of the Act
“written or werbal quotations” means quotations referred to in paragraph 12(1){5) of this Policy.
"Waorks® means any building structure to be accormplished by a building contractor procured by the
HSA
1.2 Undefined terms

Where & capitalised term used in this document has no corresponding definition in this section such
term will be given its ordimary grammatical meaning unless the contaxt clearly indicates otherwise,
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2. POLICY STATEMENT

The Mamibia Statistics Agency s committed to creating an envirenment that fosters open and
transparent competition for the procurement of goods, services and works utilised by its
operations. The Agency also endeavours to manage its supply and service contracts with service
providers to optimise value and efficiency.

The Agency practices fairness and transparency In s progurement, tender and contract
management activities. It encourages fair business competition and therefore will resource goods,
works and services ina manner that allows all eligible suppliers to participate.

The Agency understands the importance of flexibility in the procurement process and therefore
strives to source its pracurement neads at the best overall value for the Agency, consistent with the
Bponcy's quality expectations, reliability, volumes and operational reguirements,

The Agency shall strive to support local industries and preference will be given to local
industriessuppliers provided that the goods/services/works specifications, plans and reguirements
are met.

Solicitations for goods, works and services shall be based upon a clear and acourate description of
the goods, works or services to be acquined.

Contracts shall be awarded only to gualified and capable seppliers and contractors that have the
capakility and willingness to perform the contracts in accordance with the terms and conditions aff
the applicable contracts and on a cost-effective and timely basis,

Mo mere than a commercially reasonable price (as determined, for example, by a comparison of
price quotations and market pricas] shall be paid to procure zoods, works and services,

Pursuant to Sections 15 (4] and (3] of the Tender Board of Mamibia &ct, 1996 (Act no 16 of 1936),
the Agency will aim to redress historical, social and/or economic imbalances by promoting the
participation of the previously disadvantages Namibians in the mainstream of economic activity in
Wamibia through preferential treatment in the procurement of goods, works and services by the

Apency.

Where Competitive Bidding is not the mast appropriate method of procurerment, ather methods of
procurement may be applied, like Single Sounce Selection and Limited Bidding.
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2.1 Policy Purpose

The purpose of this policy is firstly to lay down the fundamental principles for effective processes
far the Agency's supply chain management [procurernent and contract management | functions,
Therefore the palicy sets out the procurement, tender and contract management directives for the
acquisition of goods, works and services for the Agency.

The purpese of this policy is secondly to provide guidelines for any Mamibia Statistics Agency [NSA)
employee wishing to procure any Goods, Works or Services on behalf of the N5& and to regulate
the process that is followed when engaging in sudh a procurement activity.

22  Inclusions

Ary and all procurement activities whether for Goods, Works or for Services will be subject ta the
provisions of this Palicy and associated Procedure and will be conducted using the assodiated
Templates,

2.3 Exclusions

Mare — Al Procurement activities are subject to this Balicy,
2.4 The Policy

2.4.1 Responsibilities

Thiz section spells out the responsibilities of all participants in any and all M58 supphy chain
rnanagement activities.

2.4.2.1 N5SA Board

The N5& Board is responsible for setting NEA supply chaln management policy and for ensuring, on
the basis of periodic audits and through random spot checks, that the provisions of the Policy are
adhered 1o at all times.

2.4.3.1 N5A Employees

MEA Emnplovess are obliged to familiarise themselves with the content of the supply chain
managerment pollcy and to ensure that all their actions, when involved in a procurement activity,
are guided by and in line with the provisions of this supply chain manazement policy.

2.4.4.1 Tender participants
All external participants in any procuremeant activity conducted by the M54 must be made aware of

the pravisions af this Procurement Policy and must at all tirmes adhere to the provisions of this
Procurement Podicy.
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25 Paolicy Directives

Policy directives delingate the types of Procurement activities that can be conducted together with
spedfic rules and regulations pertaining to each of such Procurement activities.

2.5.1 General provisions

Formeat of supply chaln management system
This Policy provides systems for -

Fart 1 demand managemeant;

Part 2 acquisition management;

Part 3 lagistics management;

Part 4 disposal management; and

Part 5 risk management

Part 1r Demand management
System of demand management

1. {1} The Statistician-General [34G) must establish and implement an appropriate demand
management system in arder to ensure that the resounces required by the N5A support its
aperational commitrments and its strategic goals autlingd in the Strategic Plan and the annual
procurement plan.

Each Procurement Flan, typically covering a twelve (12) month period,
[@) lists the particular procurement activities for the goods, works, and services;
[b) identifies the proposed method of procuremnent for such contracts as determined according to

the rules set out in these Guidalines; and
[c] sets forth the estimated value for each contract.

The M%A shall ensure that all goods, works and services shall be procured using the procurement
method approved in each Procuremeant PFlan.

The N5A shall not initiate any procurement actlon that is a2 substantial deviation from the applicable
adopted and approved Procurement Flan without the prior approval of M5A Boand.

Adapted procurerment plans Pwithout the estimated project/item amounts) shall be uploaded on
the N5A Website within ¥ days after its approval/adoption.
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NSA will not honour expenditures for goods, works and services which have not been procured in
accordance with the agreed provisions of this Bolicy and solicitation docurments, In such cases, MSA
will declare a misprocurement, and may cancel the procurement of goods, works or services that
have been misprocured If corrective measures satisfactory to NSA Board are not taken. NSA Board
may still declare misprocerement if it concludes that the approval was isseed on the basis of
incamplbete, inacturate, or misleading information furnished by the N5A management ar the terms
and conditions of the contract had been modified withowt due approwal,

(2] The demand management system must =

[a) include timely planning and management processes to ensure that all goods and services
required by MSA are quantified, budgeted for and timely and effectively delivered at the right
lecations and at the critical delivery dates, and are of the appropriate quality and quantity at a fair

cost;

[b) take inko account any benefits of economies of scale that may be derived In the case of
acquisitions of 2 repetitive nature,

{£) provide for the compilation of the required specifications to ensure that its needs are met; and
1d) take into account an analysis of the past spending.

{2l To undertake appropriate industry analysis and research to ensure that innowvations and
techinological benefits are maximized.

Part 2: Acguisition momogement
System of acquisition management

2 (1) The 3G must implement the system of acquisition management set out in this Part in order to
enaure —

(a) that goods and services are procured by the NSA in accordance with authorized processes only:

(b} that expenditure on goods and services is incurred in terms of an approved budget In terms of
section 29 of the Act;

[c]) that the threshold values for the different procurement processes are complied with;
[d] that the approval of the thresholds for supply chaln afficdals are set and reviewed annualby;

(i) that bid decurmentation, evaluation and adjudication criteria, and general conditions of &
contract, are in accardance with any applicable legistation; and

[2] When procuring goods or services contemplated in section 29 of the Act, the 3G must make
public the fact that such goeods or services are procured otherwise than through NSA's supply chain
management system, Induding -

{a} the kind of goods or services; and

(o) the name of the supplier.
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Range of procurement processes
3. (1] Goods and services may anly be procured by way of -
[a)  petty cash purchases, up to a transaction value af N52 000;

[B)  weritben of verbal regoeests for quotations for procurements of a transaction value owver N52
OO0 up fo W10 000,

{c) formal written price quotations for procurements of a transaction value over N510 000 up 1o
MS200 000; and

{d) & competitive bidding process for=
(Il procurements abowve a transaction value of MS200 000: and

(i) the procurestent of long term contracts,

12} The 56 may, in writing-
(@] loweer, but not increase, the different threshold values specified in subparagraph (1} or
(b} direct that =

(i) written or verbal quotations be obtained for any specific procurement of a transaction
value lower than NS2 000!

{ii) formal written price quotations be obtained for any specfic procurement of a
transaction valwe lower than NS100000; or

fiii} @ competitive bidding progess be followed For any specific procurement of a transaction
value lower than NS200 GO0,

(3] Goods or services may not deliberately be split inte parts or items of a lesser value merely to
avoid complying with the requirements of the palicy, When determining transaction values, a
requirement for goods o services consisting of different parts ar Items rust as far as possible he
treated and dealt with as a single transaction.

General preconditions for consideration of written quatations or bids

4, Sowrltten guotation or bid may not be considered unless the provider who subrnitted the
guotation or bid —

{a} has furnished that provider's =
(i} Full mame;
(i} identification number or company o other registration number; and
(i) Black Economic Empowerment status;

Lists of accredited prospective providers

5. (1) The 5G must —
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[2) keep a list of accredited prospective providers of goods and services that must be used for the
procurement requirements through written or verbal guotations and formal written price
Quaotations; and

{b) specfy the listing criteria for accredited prospective providers; and

{2) The list must be updated at least quartery to include any additional prospective providers and
rernove any non-perferming providers and any new commodities or types of goods and services.
Frospective providers must be allowed to submit applications for listing at any time.

13 The list must be compiled per commodity and per type of service.

Petty cash purchases

6. The conditions for the procurement of goods by means of patty cash purchases referred toin
paragraph 12 (1) {a) of this Palicy, are as follows —

(a) verbal quotations must be obtained from at least three different providers preferably from, but
nat limited to, providers whose names appear on the list of accredited prospective providers of the
M54, provided that if guotations are obtained from providers who are not listed, such providers
must meet the listing criteria set out in paragraph 14{1}{b) and [c} of this palicy;

{b] Ifit Is not possible to obtain at least three verbal quotations the reason mgst be recorded and
reported quarterly to director: operations or another official designated by the 5G:

[c) the names of and prices guoted by the patential suppliers must Be recorded and the order must
only be placed against a written confirmation from the selected supplier

{d) director: operations must st the maxirnum nurmber of petty cash purchases or the maximum
amaounts per month for each manager and these numbers or amounts must be reviewed each
manth by the 5G;

{2} the manager reporting directly to director: operations may delegate responcibility for the petty
cash in writing to an official reporting directly to him; and

ith a monthly petty cash reconciliation report from each manager must be provided to director:
operations, including —

ti} the total amouwnt of petty ca=h purchases for that month; and
(i) recsipts and appropriate documents for each purchase,
(g the director: operations must review the monthly petty cash reconciliation regularly

Written or verbal guotations

7. Thee conditions for the procurement of goods or services through written or verbal quotations are
as Foll onarg:
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(a) Quotations must be obtained from at least three different providers preferably from, but not
lirited to, providers whose names appear on the list of accredited prospective praviders of NS4,
provided that if guotations are obiained from providers who are not listed, such providers must
meet the listing criteria set out in paragraph 14(1]{b) and {c} of this Policy:

(b] to the extent feasible, providers must be requested to submit such guatations inowriting;

(] if it is mot possible to obtain at least three quotations, the reasons must be recorded and
reported gquarterly to the 5G ar anather official designated by the 3G;

[d) the 56 must record the names of the potential providers requested to provide such guotations
with their quated prices; and

[} if a guotation was submitted verbally, the order may be placed only against written
canfirmation by the selected pravider,

{f} a schedule of the accredited prospective providers of NSA from whom the quotations were
requested and the date of request must be kept and reviewed regularly by the 55 against the
cvverall list of the aceredited prospective providers on the database to ensure that rotation of
prospective suppliers is being done.

Formal writben price quatations

8. {1} The conditions for the procurement of goods or services through formal written price
quotations, are as follows:

[a] quatations must be obtained inowriting from at least three different providers whaose names
appear on the list of accredited prospective providers of N5A;

[b] quotations may be obtained from providers who are not listed, provided that such providers
mieet the listing criteria set out in paragraph 13{1)(b} and (c] of this Paolicy;

[c] if it is not possible to obtain at least three quatations, the reasons must be recorded and
approved by director: operations or an offidal designated by director: operations, and

[d] the 5G must record the names of the potential providers and their written guotations,

{eeh @ schedule of the accredited prospective providers of NSA from whom the quotations were
reguested and the date of reguest must be kept and reviewed regularly by the 56 against the
overall list of the accredited prospective providers on the database to ensure that rotation of
prospedctivie suppliers is being done

121 & designated official referred to in subparagraph (1) (o} must within three days of the end of
each month report to director: operations on any approvals given during that month by that official
in terms of that subparagraph,

Procadures for procuring goods or services through written or verbal quotations and formal
written price quotations

8. The procadure for the procurament of goods or services through written or verbal guotations or
formal written price quatations, is as follows:
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[2) when using the list of accredited prospective providers the 5G must promote engoing
compeatition amongst providers by inviting providers to submit quetations on a rotation basis;

[b] all requirements in excess of ME30 000 that are to be re-gocurred by means of formal written
price quotations must, in addition to the requirements of paragraph 17, be advertised for at least
seven days on the website and an official notice board of NS&;

[c) offers received must be evaluated on a comparative basis taking into account unconditional
discounts;

{dj the 5G or Director of Operations must on a monthly basis be notified in writing of all written or
verbal quatations and formal written price guotations accepted by an official acting in terms of a
sub delegation;

(e} offers bedow N5S30 000 must be awarded based on compliance to spedfications and conditions
of contract, ability and capability to deliver the goods and services and lowest price;

1i} all contracts awarded by the N5A& must be recorded in & contracts register of N5A detailing at
least {i) the name of the selected provider [ii] the date of the award (i} the duration of the contract
(iv] retentlon percentage If applicable [v) Surety and or penalty amaunt

Competitive bids

10. {1} Goods or services above a transaction value of M200 000 and long term contracts may onlby
be procured through a compsetitive bidding process, subject to paragraph 1102) of this Palicy,

(2] Na requirerment for goods or services above an estimated transaction value of NS200 000, may
deliberately be split into parts or items of lesser value merely for the sake of procuring the goods or
services otherwise than through 2 competitive bidding process,

Process for competitive bidding

11. The procedures for the following stages of a competitive bidding process are as follows:
{a} Cornpllaticn of bidding docurnentation as detailed in paragraph 21,

{b) Public invitation of bids as detalled in paragraph 23

{c) Site meetings or briefing sessions as detailed in paragraph 22;

1d) Handling of bids submitted in response to public invitation as detailed in paragraph 23;
{eh Evaluation of bids as detailed in paragraph 28;

if} sward of contracts as detailed in paragraph 29;

ig] Administration of contracts

iy after approval of @ bid, the 3G and the bidder must enter into a wiitben agreament,

ik} Proper record keeping

iy Original f legal copies of written contracts agreerments should be kept in & secure place for
referenoe purposes,
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Bid documentation for competitive bids

12. The criteria to which bid documentation for a competitive bidding process must comply, must =
[a) take into account —

(i) the general conditions of contract and any spedial conditions of contract, if specified; and

(i) any Tender board guidelines on bid documentatian.

(b} include the preference points system 1o be used | poals as contemplated in the Procurement
Regulations and evaluation and adjudication criteria, including any criteris required by other
applicable legislation;

[c]) compel bidders ta declare any conflict of interest they may have in the transaction for which the
bid is submitted:

{el) if the value of the transaction is expected to exceed N5 10 millian, require bidders to furnish—

{i) if the bidder is required by law to prepare annual financial statements for auditing, their audited
annual financial statements -

taa) for the past three years; or
(bb] since their establishment if estabdished during the past three years;

(i} a certificate signed by the bidder certifying that the bidder has ro undisputed commitments for
MSA services towards a NSA or ather service provider in respect of which payment is overdue for
mire tham 30 days;

(i) particulars of any contracts awarded to the bidder by an organ of state during the past five
vears, including particulars of any matesial non-compliance or dispute concerning the execution of
such contract;

[iv} a statement indicating whether any portion of the goods or services are expacted to be sourced
from cutside Mamibia, and, if 0, what portion and whether any portion of payment from NS4 or
M54 entity is expected to be transferred out of Namibia: and

(e} stipulate that disputes must be settled by means of mutual consultation, mediation [with or
witivout legal representation), or, when unsuccessiul, in & Mamiblan court of e,

(F] all bids must be submitted in writing on the prescribed bid documentation in a sealed marked
envelope and must be deposited by the bidders themselves or their appointed representatives into
the designated bid box by no later than the date and time stipulated in the bid documentation.
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() The M5A may disqualify any offer or bid submitted for the following reasons:
(i} the bidder failed to comply with all submission requirements as stated in the tender docurnent;

[ii} the entity or one of its directors are listed on Mational Treasury's database as a person
prohibited from doing business with the public sector;

[iii) the entity has failed to perform satisfactory on previous contracts with any NSA or ather organ
of the state, after that entity was given written notice that performance was unsatisfactony:

{iv) any of the directors committed a corrupt or fravdulent act in competing for a particular
contract or in the execution of a contract;

] an official or other role player committed any corrugt or fraudulent act during the bidding
process or the execution of a contract that benefited the entity or any of its directors:

fwi} the entity or any its directors abused the supply chain management system or committed amy
irnproper conduct in relation to such system;

(Wit} any director has been convicted for fraud or corruption during the last 5 vears;

[wiid) Ehe entity or any of its directors has willfully neglected, reneged on or failed to comply with
any government M54 or other public sector contract during the last 5 years:

lix) the entity or any of its directors has misrepresented facts or information in the tender
decument submitted;

{x] the entity or any of its directors has submitted two tender documents (from the same company)
uriless the other tender document is an alternative offer;

[xi} the entity or any of its directors has fziled to submit with the bid documentation, an certificate,
valld tax clearance certificate

{h) The M54 may give preference to local suppliers and/or service providers

(i) The M5A may reject all bids if and when deemed necessary i.e. when there is a lack of effective
competition or bids are not substantially respensive.

Public Invitation for competitive bids
13, (1) The procedure for the invitation of competitive bids, is a5 Tollows;

ia) Any imytation to prospective providers to submit bids must be by means of a public
advertisernent in newspapers commenly circulating locally, the website of M54 and any other
appropriate ways [which may include an advertisernent in the Government Tender Bulletin; and

(b} the infermation contained in @ public adwertiserment, must include -

(i} thee diosure date for the submission of bids, which may not be less than 30 days in the case of
transactions over NS10 million (VAT included), or which are of a losg term nature, or 14 days in any
ather case, from the date on which the advertizerneant is placed in a newspa per, subject o
subparagraph (2} of this policy;
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(i} a statement that bids may only be submitted on the bid documentation provided by NSA; and
{iii} date, time and venue of any proposed site meetings or briefing sessions.;

12} The 56 may determine a closure date for the submisslon of bids which is less than the 30 or 14
days requirement, but only if such sharter period can be justified on the grounds of urgency or
emergency or any exceptional case where it s impractical or impossiisle to follow the official
procurement process,

(3] Bids submitted must be sealed,

Procedure for handling, opening and recording of bids
14. The procedures fior the handling, epening and recording of bids, are as follows:
{a) Bids—

{i) must be opened only in the presence of at least 2 staff members designated by the chairpersan
of the tender committes;

{ii) must be openad at the same time and a5 soon as possible after the period for the submission of
bids has expired; and

(iii} received after the dosing time should not be considered and returned unopened immediately.

ik} Any bidder or member of the public has the right to request that the names of the bidders wha
subrnitbed bids in time must be read out as well as each bidder's total bidding price;

(c] Mo information, except the provisions in subparagraph (b}, relating to the bid should be
disclosed 1o bidders or other persons until the successful bidder is notified of the award; and

[d] The 5G must —

[i) record in a register all bids received in time;

[ii} make the register available for public inspectian; and

[iii} pasblish the entries in the register and the bid results on the website,

Megotiations with preferred bidders

15, (1) The 5G may negotiate the final terms of a contract with bidders identified through a
competitive bidding process as preferred bidders, provided that such negetiation =

(2] does not allow any preferred bidder a second or unfair cpportunity;
(b} iz not to the detriment of any ather bidder; and

() deoes not lead to a higher price than the bid a5 submitbed,

(2] Minutes of such negotiations must he kept for record purposes.
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Two-stage bidding process

16. (1) A two-stage bidding process is allowed for —

(a) large complex projects;

(b) projects where it may be undesirable to prepare complete detailed technical specifications: ar
[c) fong term projects with a duration period exceeding three years;

{d) projects where evaluation of bids is based on functionality as a criterion

ie} prajects where evaluation of bids is bazed on a stipulated minimum threshold for local
preduction and content

(2] Im the first stage:

(&) projects referred to in subparagraphs {1){a) to [¢), technical proposals or bids an conceptual
design or performance specifications should be invited, subject to technical as well as commercial
clarifications and adjustments;

(b} projects referred to in subparagraphs (1) {d), preposals o bids must be invited and evaluated in
terms of the functionality evaluation criteria embodied in the bid documents

icl projects referred to in subparagraphs (1) (2], proposals or bids must evaluated in terms of the
stipulated minimum threshold for Iocal production and content.

(#]) In the second stage:

[a) Projects referred to in subparagraphs (1) {a] to (cl, final technical proposals and priced bids
should be invited,

{b) Projocts referred to in subparagraphs (1) {d) to (e), only proposals or bids that achieve the
minimum qualifying score/percentage for functionality and minimum stipulated threshold for local
production and content respectively must be evaluated further in accordance with the 80,20 ar
80/10 preference point systems prescribed in Preferential Procurement Regulations 5 and 6.

Tender committee
17 The Internal Tender Committee shall have the following responsibilities:

= Ensure the effective implementation of the Procurement Palicy and Procedures.

*  Guard against any abuse and/or non-compliance with the provisions of the Policy and
Procedures.

* Authorise applications for the acguisition and dispesal of assats, goods and services within the
prescribed limits,

*  Owerses the preparation of tender documents and apgoint technical evaluation commitbes,

*  Approve tender(s) 1o be invited,
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*  Review and approve tender documents,

=  Ensure accurate setting of specifications, scope of tender and time for the delivery of goods
and/or serviges,

= Evaluate tenders received and evaluate recommendations from technical evaluations to
ersure transparency, fairness and cost-effectivaness of the procurement process.

o Award/recommend the successful tenderer and inform the winner and loser{s) in line with
adopted N5A approval limits,

¢ Decide on penalties for providing false information by the tenderer(s] and for not meeting
caonditions for the supply of goods, works and services.

*  Review the fraud/corruption assessment on tenderars.
Compaosition of the Internal Tender Committes

18. The Internal Tender Committes shall consist of sither five or seven membsers, The Statistician-
General in consultation with the board has the discretion to appoint or dismiss the Chairperson and
members of the Committee. One of the members shall be the Deputy Director of Finance &
Administration.

The Finance Department shall provide secretarial services to the committes, make arrangements
for meetings, keep minutes, ensure that minutes of technical evelustion committees are following
procedures and liaise with tenderars

The Chairperson may co-opt any ather staff member(s) o the Committes on the basis of
his/her/their specialisation. Such membership shall anly apply to a specific tender or Committes
mgeting, The co-opted mermber shall anly serve in an advisory capadty and shall not have voting
rights.

The following rules shall apply te the meetings of the Committes:

#  The Committee shall meet on dates and times as determined by the Chairperson if any
tenders/processes are to be discussed,

¢+ The Committee members shall net unnecessarily delay the procurement process by filing to
attend meatings.

*  Members shall attend all meetings unless prevented by illness, vacation, or duty out of office,
in which case the Chairperson may appoint an ad-hoc alternative who shall have voting rights.

#  The members will verify that scores of technical evaluation committes members are not too
far apart,
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Voting rights

19, The committes is expected to reach consenses on the matters to be agreed and approved.
if consensus cannet be reached, each member has one vote, and majority decision will be binding.

Every member is required to declare his/her interest in the tender prior to the commencement of
the meeting and where such canflict exists or is percelved to exist such member shall be excused
from the discussion of the matter causing & conflict of interest.

CQuorum
20, & simple majority of the Committee shall constitute a quaorum.

Bid specifications

Z1. 11} The tender committes must compile the specifications for each procurement of goods or
services by MSA.

{Z) Specifications —

{a} must be drafted in an unbiased manner to allow all potential suppliers to offer their goods or
services:

(b} must take account of any accepted standards such as those iszued by Mamibian Standards
Institute, the International Standards Organisation, or an authority accredited or recognised by the
Mamibla CQualfications Authority with which the equipment or material or workranship shoauld
comply;

i) must, where possible, be described In terms of performance required rather than in terms of
descriptive characteristics for design;

il may not create trade barriers in contract requirements in the forms of specifications, plans,
drawings, designs, testing and test methods, packaging, marking or labeling of conformity
certification;

te} may not make reference to amy particular trade mark, name, patent, design, type, specific origin
or producer unless there is no other sufficiently precise or intelligible way of describing the
characteristics of the waork, In which case such reference must be accompanied by the wosd
"aguivalent”™;

(f] must be approved by the 5G prior to publicaticn of the invitation for bids in terms of paragraph
22 of this Policy.

(3] The tender committes must be composed of one or more officials of N5A preferably the
rmanager responsible for the function involved, and may, when appropriate, include external
specialist advisors,

(4] Mo persan, advisor or corporate entity involved with the bid spedfication committee, or directar
of such a corporate entity, may bid for any resulting contracts.
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Bid evaluation process

22, (1) The tender comimithes must —

(&) evaluate bids in accondanos witk —

[i] the specifications for a specific procurement; and

[ii} the points system set out in terms of paragraph 27420
[b) evaluate cach bidder's ability to execute the contract;

121 Awarding of tenders

In final evaluating and awarding of tenders the Committes may, amangst others, consider the
following information:

s The legitimacy of the tenderer's business;

# The compeatency and ability of the tenderer to meet all technical specifications and to deliver
the desired goods, works and services to the Agency;

& The price at which the tenderer offers to deliver the supplies;
#  The timefrarme for dellvery;

¢ Any other factors and conditions which may prejudice or benefit the Agency, such as previous
relationships or further terms and conditions of supply of desired goods andfor services
submitted by the tenderer,

Aftar final evaluation of the tender, the successful tenderer(s) shall be motified In writing by the
Secretary of the Committes within two [2) working days after the dedision te award the tender.

Tender committes

13} Tender committes should implement supply chain management on behalf of M54 inan honest,
fair, impartial, transparent, cost-effective and accountabile manner,

i) Tender committees should be familiar with and adhere to the prescribed legislation, directives
and procedures in respect of supply chain management in order to perform effectively and
efficiently.

fc) All members of tender committecs should declare their finandial interest annualhy.
{d} Mo perzon should
i interfers with the supply chain management system of N54; or

ii. amend or tamper with any price quotation / bid after its submission.
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Disqualification of Tenders

24. & tender may be disqualitied if:

& Any o all of the substantial tender specifications have not been met

& The scores of the technical evaluation do net reach the reguired minimum average score
*  The tender is not administratively compliant

¢ The Committee rules that any or some of the principles of the procurement policy and
procedures were not complied with

#  The decision by the Cormmittee to cancel a tender or to disgualify a tenderer shall be final. An
appeal may, however, be lodged with the Statistician=General or his/her delegate

splitting of Requirements

25, It is not allowed to split requirements into twe or more requirements in order to aveid having to
procure goods works or services through a tender ar 1o avald having to ebtain more than one
quatation. 5taff members doing 50 may be subject to disciplinary measuras.

Frocurement of banking services

26. (1) & cantract for banking services —

(@) muast be procured through competitive bids; and

(b] must be consistent with section 27(4} of the Act;

[2] The process for procuning a contract for banking services must commence at least ning months
before the end of an existing contract.

(3] The closing date for the submission of bids may not be less than 60 days from the date on which
the advertisernent is placed in a newspaper in terms of paragraph 22(1}, Bids must be restricted to
banks registered in terms of the Banking Institutions Act, 1998,

Procurement of IT related goods or services
27.11] The 3G must maotivate the IT needs if -

[a} the transaction value of IT related goods or services reguired in amy financial year will exceed
M550 million; or

[b) the transaction value of 2 contract to be procured whether for one or more years exceeds M550
mvilliesn,
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Procurement of goods necessitating special safety arrangements

2B, {1} The sequisition and storage of goods in bulk, which necessitate spedial safety arrangements,
including gazzes and fuel, should be avalded where ever possible,

121 Where the storage of goods in bulk is justified, such justification must be based on sound
reasons, including the total cost of ownership, cost advantages and envirenmental impact and must
b approved by the 5G,

Appointment of consultants and professional services

29, {1) The 53 may procure consulting services provided that any Tender board guidelines in
respect of consulting or professions! services are taken into account when such procurements are
rmade.

(2] Consultancy or professional services must be procured through competitive bids if
(2} the value of the contract exceeds N5200 000 (VAT included]; or

[b) the duration pericd of the contract exceeds one year,

{31 In addition to any reguirements prescribed by this policy for cormpetitive bids, bidders must
furnish particulars of -

{a} all consultancy services provided ta an organ of state in the last five years; and

i\ any similar consultancy services provided to an organ of state in the last five vears.

{4} The 5G must ensure that copyright In any document prodweced, and the patent rights or
ownarship in any plant, machinery, things, system or process designed or devised, by a consultant
in the course of the consultancy service s wested in MSA,

Deviation from, and ratification of minor breaches of, procurement procestes
30, (1) The 5G may —

(2] dispense with the official procurernent processes -E5|:ab||5-|‘|E|:| by this Policy and to procure any
required goods or services through any convenient process, which may include direct negotiations,
bt only -

[i] in an emergency;

(i} if such goods or services are produced or available from a single provider only;

[iii) in any other exceptional case where it is impractical or impossible to follow the official
procurement processes; and
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In the event of an emergency or disruption that compromises the operation of the Agency, an order
ray be immediately placed by the Administration and Finances Department, bypassing normal
pracedures of obtaining 3 quatations or tendering. Speed of delivery takes precedence over cost
and the purchase may therefore not be at the lowest possible price. Requests to order
requirements on an Emergency basis, as well as the airfreight of such non Llock parts or material
required must be authorised by the Beneficiary Department’s Head. It is important to anly use the
Emergency order for genuine cases to avoid loss of credibility and the fact that unnecessary higher
costs will be incurred by the Agency

For emergency purchases above NS 50 000.00 approval to wave tender procedures needs to be
ohtained from the Director of Operations/Statistican General.

[b) ratify any minor breaches of the procurement processes by an official or committee acting in
terms of delegated powers or duties which are purely of a technical nature.

{2} The 56 must record the reasons for any deviations in terms of subparagraphs (1)(a} and (b} of
this policy and report them to the next board meeting of NSA.

{3) Subparagraph (2} does not apply to the procurement of goods and services contemplated n
paragraph 11{2) of this polloy.

Combating of abuse of supply chain management system
31. (1) The 506G musk=
[a) take all reasonable steps to prevent abuse of the supply chain management system;

(b) investigate any allegations against an official or other role player of fraud, corruption,
favouritism, unfair or irregular practices or failure to comply with this Policy, and when justified -

I} take appropriate steps against such official or other role player; or
(i} report any alleged criminal conduct to the Namibian Police Force;
{c) reject any bid from a bidder—

[1) whao during the last five years has failed o perform satisfactorily on a previous contract with N5A
or any ather argan of state after written notice was given to that bidder that performance was

unzatisfactory;

{d} reject a recommendation for the award of a contract if the recommended bidder, or any of its
directars, has cormmitted 2 corrupt or fraudulent act in competing for the particular contract;

{e} cancel a contract awarded to a persan if -

i} the person committed any cornupt or fraudulent act during the bidding process or the axecution
af the contract; or

[ii} an official or other role player committed any corrupt or fraudulent act during the bidding
process or the execution of the contract that benefited that person; and

(f] reject the bid of any bidder if that bidder ar any of its directors —
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{i} has abused the supply chain management system of N5A or has committed any improper
conduct in relation to such system;

(i} has been convicted for fraud or corruption during the past five yvears;

(i) has willfully neglected, reneged on or failed to comply with any government, N5A or other
public sector contract during the past five vears; or

Pt 3 Logistics, Dispoasal, Risk and Performonce Monagement
Logistics management

32, The 5G must establish and implement an effective system of logistics management, which must
include -

(@) the monitoring of spending patterns on types or classes of goods and services incorporating,
where practical, the coding of items to ensure that each item has a unique number;

(b] the setting of inventory levels that includes minimum and masimum levels and lead times
wherever goods are placed in spock:

{e) the placing of manwual or electronic orders for all acquisitions other than those from petty cash;

id) before payment is approved |, certification by the responsible officer that the goods and services
are received or rendered on time and iz in accordance with the arder, the general conditions of
cantract and specifications where applicable and that the price charged is as guoted in terms of a
contract;

(2} appropriate standards of internal control and warehouse management to ensure that poods
placed in stores are secure and only used for the purpose for which they were purchased;

(f] regular checking to ensure that all assets including official vehicdes are properdy managed,
appropriately maintained and only used for official purposes; and

() manitosing and review of the supply vendor performance to ensure compliance with
specifications and contract conditions for particular goods or services.

Disposal management

33. (1) The critena fior the dispasal or letting of assets, including unserviceable, redundant or
obsclate assets, subject to sections 14 and 90 of the Statistics Act, are a5 follows:

{i} the 5G must establish and implement an appropriate disposal management system in order to
ensure that the disposal or letting of assets, including unserviceable, redundant or obsalete assets;

(i) the dizposal management system must include the disposal plan, market assessment, disposal
method, how to execute the disposal and the updating of the procurement plan and asset register.

(2] sesets may be disposed of by

[} transferring the asset to another organ of state in terms of a provision of the Act enabling the
transfer of assets
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{ii] transferring the asset to anothar organ of state at market related value or, when appropriate,
free of charge;

tiii} auctioning the asset; or

tiv] destroving the asset.

(3] The %G must ensure that —
(Al irmmovable property is sold anly at market related prices;

(B] movable assets are sold either by way of written price guotations, a competitive bidding
process, auction ar at market related prices, whichever is the most advantageous;

(] immaowvable property is let at market related rates except when the public
Interast or the plight of the poor demands othemwise;

[d) all fees, charges, rates, tariffs, scales of fees or other charges relating to the letting of
immavable property are annually reviewed,

{e) where assets are traded in for other assets, the highest possible trade-in price is negotiated; and

{f) inthe case of the free disposal of computer equipment, the Ministry of Education ks first
approached to indicate within 30 days whether any of the local schools are interested in the
eguipment.,

Risk management

34. (1) The criteria for the identification, consideration and avoidance of potential risks in the
supply chain rmanagement system, are as follows:

(@) director: operations must;

(i} assess the nature and extent of the risks associated with N54's operation

(i) decide the degree of tolerance aor an acceptable level of loss or degree of faillure

(ifi] decide how to manage o minimize the risks identified

(iv] monitor, report and from time to time reassess the level and implication of the risk exposure

(v} maintain a risk reglster that identifies and assesses all known risks and the action taken to
rmanage those risks and incorporate them into the total risk management plan of MSA.

[b] the risk reglster must be regulary updated and the outcome reported to the Executive
[ommittes

[2] Risk management must include -
[a) the identification of risks on a case-by-case basis;
[b] the allocation of risks to the party best suited to manage such risks;

{c] acceptance of the cost of the risk where the cost of transferring the risk is greater than that of
retaining it;

Created with novaPDF Printer (www.novaPDF.com). Please register to remove this message.



http://www.novapdf.com

- B T AR Y S

Namibia Statistics
Agorncy

Supply chain managemsent policy Page 25 of 33

[d) the managemaent of risks in a pro-active manner and the provision of adegquate cover for
residual risks: and

{e) the assignment of relative risks to the contracting parties through clear and unambiguous
contract documentation.

if) the Deputy Director; Finance & Administration must effect all insurance cover and maintain a
recond of all policy detalls for noted financlal risks

g} the Directors are responsible for immplementing the risk management policy, including financial
risks within their business units

(i} payments for small &nd micro projects must be made within 14 days after submission of 3 valld
tax inwoice which has been approwed by the MSA'S Representative or as specified in N5A's Special
Conditions of Contracts

(i) M5A shall at its discretion, accept signed cessions by Small Medium Enterprises to suppliers so
that payments are made directly to suppliers for the supply of materials 25 a Form of assisting Small
medium Enterprises.

[k} the service provider may not cede ar assign a contract or any manies due or that may become
due to it, without the prior written consent of the Executive Supply Chain Management or In ferms
of the conditions of the contract,

(1] the senicr managers: Finance with the assistance from relevant Senior managers shall carry out
all negotiations with insurers, in respect of insurance claims, where necessary.

[rn] the value and the respansibility for specific insurances required by contractors amd service
prowiders shall ke specified in the tendar docurments

[n] [i] in =ome instanceas it may e in the best interest of M54 to allow price adjustments due to
escalation.

[li} & careful analysls of escalation clauses and formulas should be taken into account to ensure that
the bast interests of M5A are served.

[iid) if the 3G resolves to allow escalation, this must be specified in the bid documents, Including the
farrmula and the time frames at which intervals such price adjustments will be considered.

[a) [1) exchange rate fluctuations must be considered when iterns are imported or have imported
component.

{ii] the futwre fluctuations of the rand are particulardy Important i the contract period is over a
specific period or If delivery is dus at a date some time in the future.

{ili} the 50 must make a decision as whether or not N5A will take risk or whether suppliers will be
allocated the risk.

{iv]} The standard approeach is that the bidder must arramge fior forward cover.
[v) An award made during tender validity period expiring, the price will remain fised and firm

() i) extra works or variations to a contract shall be authorized in writing by the appropriate Senior
manzger or duly authorized official
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i} ary variation which would produce an increase in the amount of an accepted tender or
approved budget shall be reported to the adjudication committes and will require the approval of
the tender committee and/or 5G before any payment is made.

[iv) contracts may be varied or expanded by net more than 15% or N515 million (induding all
applicable taxes) for construction related goods, works and/or services and 10% or N310 million
{including all applicable taxes) for all other goods, works andfor services of the original value of the
contract, whichever is the lower amount,

1qg) The N5A may, pricr to the award of the bid, cancel the bid if;

ii) due to changed ciroumstances there is no longer a need the goods or services fos which the bid
were solicited;

(i) funds are no longer avallable to cover the total envisaged expenditure; or
tiii} no acceptable bids were received

(t) The NS4 may reject all bids if and when deemed necessary.

Performance management

35. (1) The %G must establish and implement an internal monitoring system in order to determine,
on the basis of a retrospective analysis, whether the authorised supply chain management
processes were fallowed and whether the objectives of this Pelicy were achisved,

(2} In the monitoring of supply chain management performance, the 546G together with directaor:
operations, must set goals and performance criteria for SOM afficials against which performance
can be measured,

(3] Issues that need to be included In the relevant reviews include:

[a) achievement of goals

(b] compliance to norms and stamdards

[c] savings generated

[d] stores efficiency

[e] cost varlancas per item and across business units

[f) contract management

[g) cost efficiency of the procurement process

(k] principles of co-pperative governance as expounded in the Constitution are ohserved

[i regional economic disparities are being addressed and promoted.
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Ethical standards

36. {1) & code of ethical standards a5 prescribed in the Act For all NSA staff and in this case
specifically the supply chain management practitioners and other role playvers invaleed in supply
chain management is hereby established for officials and other role players in the supply chain
rmanagement system of NEA In order to promete -

(&) mutwal trust and respect; and

[b) an eswironment where business can be conducted with integrity and in a fair and reasonable
Manrner.

&  Staff members must consider firstly and only the interests of the Agency in all transactions and
st subscribe to and carry out the Apency’s values, policies and procedures;

«  Staff members shall procure without prejudice; seaking to obtain the maxdmum valee for each
cdollar of expenditure

= Mo information regarding a bid must be disclosed o another bidder, nor are rival bids to be
utilised to negotlate prices In an unethical manner;

e Staff members in their dealings with suppliers may not accept gifts, favours and hospitality
offers from suppliers or service providers, Lunch and dinner invitations may be accepted,

= Staff members, inthelr dealings with existing and potential suppliers, shall ot accept any farm
of paid recreation. The Agency shall cover all trawel costs of staff members visiting supplier's or
service provider's premises/plants during the negatiation stage to confirm their bechnical
capzbility/expertise or where technical training is offered free of charge at the successful
tenderer’s Facilities,

e Staff members dealing specifically with procurement and tenders shall, declare their interest
or wested interest in all tenders, procurement or contracts inowhich the Agency is involved.

e Staff members shall in all dealings with suppliers or potential suppliers strive to be fair,
respectiul, preserve the highest standards of honesty, transparency, objectivity and eliminate
fraud and corruption,

(2] General Principles

[a) MSA commits itself to & policy of fair dealing and integrity in the conducting of its business.
Officizls and other rode players involved in supply chain management (SCM) are in a position of
trust, implying a duty to act in the public interest. Dfficials and other role players showld not
patferm thelr duties to unleefully gain any farm of compensation, payment or gratuities from any
person, or provider/contractor for themsehves, their family or their friends.

[b) Cfficials and other role playvers involved in 300 shauld ensure that they perfarm their duties
efficlently, effectively and with integrity, in accordance with the relevant legislation, policies and
guidelines. They should ensure that public resources are administered responsibly,
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[c) Officials and other role players involved in SCM should be fair and impartial in the performancs
of their functions. They should at no time afford any undue preferential traatrment to any group or
individual or unfairly discriminate against any group or individual, They should not abuse the power
and autharity vested in them.

{3) Conflict of interest

An offidal or octher role player involved with supply chain management =

{a] must treat all providers and potential providers equitably;

{b) may mot use his or her position for private gain or to improperly benefit another person;

ich may not accept any reward, gift, favour, hospitality or other benefit directly or Indirectly,
including to any close family member, partner or associate of that person, of a value more than
M5350;

(d} must declare to the 5G details of any reward, gift, favour, hospitality or other benefit promisad,
offered or granted to that person or to any close Family member, partner or assaciate of that
Frirsan;

e} must declare to the 5G details of any private or business interest which that person, or any close
farmily member, partner or assaciate, may have in any proposed procurement or dispasal process,
of in any award of 3 contract by N5&;

(f) must imrmediately withdraw from participating in amy manner whatsoever in 2 procurement or
disposal process or in the award of a contract in which that person, or any close family member,
partmer ar associate, has any private or business interest;

[g) must declare any buziness, commercial and financial interests or activities undertaken for
financial gain that may raise a possible conflict of interest;

(h} should not place him/herself under any financial or other obligation to outside individuals or
organizations that might seek to influence them in the performance of their official duties; and

(i] should not take Improper advantage of their previous office after leaving their official position.

(4] Accountability (should attach the authorisation matrix as an appendix and update when any
amendments are made]

[a) Practitioners are accountable for their decisions and actions ta the public,
[b] Practitioners should vse public property scrupuloushy.

[c) Omly SG% or their delegates have the awthority to commit NSA to any transaction for the
procurement of geods and [/ or services.

[d] Al transactions conducted by a practitioner should be recorded and accounted for in an
approgriate accounting systern. Practitioners should not make any false or misleading entries into
zuch a systerm for any reason whatsoever,

[e) Practitioners must assist the 5G in combating fraud, corruption, favouritism and unfair and
irregular practices in the supply chain managemaent system,
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