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PART 1: BIDDING PROCEDURES
1.0 Scope of Bid

The definitions used in the Public Procurement and Disposal of Public Assets Act
{Chapter22:23] {"the Act"}), the Public Procurement and Disposal of Public Assets
{General) Regulations {Statutory Instrument No. 5 of 2018) (“the Regulations”) and the
General Conditions of Confract for the Procurement of Non-Consultancy Services
apply to this Standard Bidding Document. The Act and the Regulations govern the
submission of Bids and should be read by all Bidders.

Procurement Reference Number: IPEC/DOM/15/2025

1.1 Preparation of Bids

You are requested to bid for the items described in the Statement of Requirements
below, by compieting and returning the following documentation:

Hem ITEM DESCRIPTION

] Bid Declaration Form

Failure to attach will result in total disqualification

Bid Submission Sheet

Company Profile

Certificate of incorporation

CR14 Form

NSSA Certificate

~N o [ AW N

At least 3 reference letters from traceable relevant clients. All the
stated references must clearly demonstrate the bidder's capacity
of having provided goods to institutions of a similar scope and size,
giving name of confact person, telephone and email address

8 A bid Security in the form specified in this part

9. You are advised to carefully read the complete Bidding Document, as well as the
General Conditions of Contract which are available on the Authority's website, before
preparing your Bid. The standard forms in this document may be retyped for
compiletion but the Bidder is responsibie for their accurate reproduction. All pages of
the Bid must be clearly marked with the Procurement Reference Number above.

1.2 Lots and Packages

The requirement may be divided into lots and packages, if indicated in Part 2,
Statement of Requirements.
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1.3 Numbeer of bids allowed

No Bidder may submit more than one Bid, either individually or as a joint venture
partner in another Bid, except as a subcontractor. Where the requirements are
divided info lots and packages, only one Bid can be submitted. A conflict of interest
will be deemed to arise if Bids are received from more than one Bidder owned, directly
or indirecily, by the same person.

1.4 Clarification

Clarification of the bidding document may be requested in writing by any Bidder
before 21 March 2025 and should be sent to the attention of the Procurement
Manager on lenders Sinec,.co.zvw.

1.5 Services to be performed, location(s) and other requirements

The services to be performed under the Contract, the location or locations where
these services are to be performed, the times of performance and the manpower,
equipment and other resources required and the supervising agent at these locations
are stated in the Statement of Requirements in Part 2. Bidders must signify their
acceptance of these requirements when submitting their Bid.

The Supervising Agent will have authority on behalf of the Procuring Entity to give
directions on the performance of the services and to approve satisiactory completion
of these services.

The Bidder, at the Bidder's own responsibility and risk, is invited to a visif o examine the
location(s} and its surroundings and obtain ali information that may be necessary for
preparing the Bid and entering into a contract for the Services. The costs of visiting the
Site will be at the Bidder's own expense.

1.6 Documents establishing conformity of services

To establish the conformity of the Services fo the Bidding Document, the Bidder must
furnish as part of its Bid a proposed methodology, work plan and schedule to establish
that the services will be carried out in accordance with the required technical
specifications and quality standards.

Standards for the provision of the Non-Consulting Services are intended to be
descriptive only and not restrictive. The Bidder may offer in the Statement of
Methodology, Work Plan and Schedule in this Part other standards of quality, provided
that it demonstrates, to the Procuring Entity's satisfaction, that the substitutions ensure
substantial equivalence or are superior to those specified.

1.7 Hligibility and quadlification requirements
Bidders are required to meet the criteria in section 28 of the Act and section 28 (1) of
the Regulations to be eligible to participate in public procurement and to be qualified
for the proposed Contract. They must therefore:

1. have the legal capacity to enter into a contract;
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2. not be insolvent, in receivership, bankrupt or being wound up, not have had
business activities suspended and not be the subject of legal proceedings for
any of these circumstances;

3. have fulfiled their obligations to pay taxes and social security confributions in
Zimbabwe;

4. not have a conflict of interest in relation to this procurement requirement;

5. not be debarred from participation in public procurement under section 72 (6}
of the Act and section 74(1) (c}, (d) or (e) of the Regulations or declared
ineligible under section 99 of the Act;

6. have been registered with the Authority as a Supplier and have paid the
applicable Supplier Registration Fee set out in Part Il of the Fifth Schedule to
the Regulations.

in addition to these eligibility requirements, Bidders must demonstrate that they have
the qualifications, resources and experience to perform the contract to satisfactory
standards, as indicated in the Statement of Requirements.

Participation in this bidding procedure is restricted to Zimbabwean bidders

1.8 Validity of Bids

The minimum period that the Bidder's bid must remain valid is (60) sixty days
from the deadiline for the submission of bids.

1.9 Submission of Bids

Complete bids clearly marked with the comect procurement reference number must
be submitted/ uploaded on the EBectronic- Government Procurement Porial
https://egp.praz.org.zw/ on or before 10:00 AM [CAT) of the due date 4 Aprif 2025, No
faxed, e-mailed or late tenders will be considered.

The Procuring Entity reserves the right to extend the bid submission deadline through
the above Electronic- Government Procurement Portal,

Date of deadline: 4 April 2025 Deadiline Time: 1600hours
1.11 Withdrawal, amendment or modification of Bids

A Bidder may withdraw, substitute, or modify its Bid after it has been submitted by
sending a written notice, duly signed by an authorized representative. However, no
Bid may be withdrawn, substituted, or modified in the interval between the deadine
for submission of Bids and the expiration of the period of Bid validity specified by the
Bidder or any extension of that period.
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1.12 Bid Prices and Discounis

The prices and discounts guoted by the Bidder in the Bid Submission Form and in the
Price Schedules must conform to the requirements specified in the Price Schedule
included in Part 2: Statement of Requirements.

1.13 Bid Security

The Bidder must submit;

A "Bid-Securing Declaration” using the form included in Part 2. Any Bid not
accompanied by a Bid Securing Declaration, will be rejected as non-responsive.

The Bid- Securing Declaration of a Joint Venture (JV) must be in the name of the JV
that submits the Bid. If the JV has not been legally constituted at the time of bidding,
the Bid Security or Bid-Securing Declaration must be in the names of all intended
partners.

1.14 Evaluation of Bids

Bids will be evaluated using the following methodology:

1. Preliminary examination to confirm that all documents required have been
provided, to confirm the eligibility of Bidders in terms of section 28(1) of the
Regulation and to confirm thaf the Bid is administratively compliant in terms of
section 28(2) of the Regulation.,

2. Technical evaluation lo determine their substantial responsiveness to the
specifications in the Statement of Requirements;

3. Financial evaluation and comparison to determine the evaluated price of Bids
and to determine the lowest evaluated Bid.

1.15 Review by the Special Procurement Oversight Committee
Section 54 of the Act provides for review by the Special Procurement Oversight

Committee for certain especially sensitive or especially valuable confracts. [State
whether this requirement will not be subject to this review,

1.14 Technical Evalvotion Criteria

Only tenders which are valid and responsive to the specifications set out in this
document will be evaluated against the award criteria. Tenderers should ensure that
they have submitted sufficient relevant information to allow their tenders to be
assessed under each of the award criteria set out below. Evaluation of tenders will be
on the basis of most economically advantageous tender, applying the following
criteria,

NO. Description Maximum
score
a Experience in the core business of office cleaning |20

services. Certificate of incorporation showing number of years
in the business must be submitted. 2 points to be awarded for

each year up to 10 years
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Proven frack record in providing similar services {Attach at
least three relevant reference letters from reputable clients
regulatory or financial services sector,

30

Knowledge and capacity of key personnel who will be
involved in the cleaning process. The top three supervisory
personnel must have relevant training and experience in
similar environments. Qualifications in Safety, Heaith and
Environment or equivalent will be considered. 10 poirits will
be awarded for each qualfied personnel. Police
clearance will be required for all offered staff

20

Detailed Cleaning work plan and supervision plan of the
physical cleaning services, highlighting the supervision
methodology and the equipment to be deployed

Work plan and supervision [10)
Eguipment {10)

20

Environmental friendliness

The proposed cleaning chemicals and detergents must be
environmentally friendly and SAZ ceriified. Bidders must
confirm and commit to use environmentally friendly
chemicals and alo submit a brief waste management
proposal.

TOTAL

100

The minimum score required te pass is 75%. Only bidders who pass the technical

evaluation shall be considered for financial evaluation.

NB. Tenderers will be required to ensure that their tenders provide detailed
information on their offers for assessment against the coniract award criteria
stated above. This will enable IPEC to assess all tenders fully and score them

appropriately.

1.17 Explanation of technical evaluation criteria

Criterion (a) Core business and experience of the company in providing similar

services [207]

Tenderers must provide proof of the number of years they have in providing the

requested services. The minimum required number of years is three (3} years.
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Criterion {b) Proven track in providing similar services by the company [30%]

Tenderers will be required to satisfy the Commission that the latter may place due
confidence in the tenderer (if awarded the tender] delivering this service, To this end,
Tenderers will be required to attach reference letters from clients of providing
satisfactory office cleaning services to high-end premise whom the Commission may
at its discretion contact directly on a confidential basis and without further reference
to the tenderer.

Criterion (c) Knowledge and capacity of key personnel [20%]

Tenderers should clearly identify staff and resources to be allocated to the
contract. Submit detailed CV of the 3 supervisory personnel who will be
involved in the office cleaning process. The personnel must have relevant
training and experience in similar environments

Criterion (d) Implementation Work Plan/Methodology [20%]

The Tenderers must provide Implementation Work Plan/Methodology of the
physical cleaning process (cleaning times, inspections, supervision and
reporting process to demonstrate their ability fo manage and deliver ali the
tasks, and work-schedule within the stated timeframes. The equipment to be
deployed must also be stated.

Criterion (e) Environmental friendliness [10%]

The Tenderers must confirm that the offered chemicals and detergents are friendly to
the environment. The proposed cleaning chemicals and detfergents must be
environmentally friendly and SAZ certified. Bidders must confirm and commit to use
environmentally friendly chemicals and also submit a brief waste management
proposal.

Bids failing any stage will be eliminated and not considered in subsequent stages.
1.18 Currency

Tenders should be priced in United Stafes Dollars, but payment will be Zimbabwean
Gold Doliars at the official RBZ rate on the daie of payment. The cumency of
evaluation will be United States Dollars.

1.19? Award of Contract

The lowest evaluated bid, after the application of any additional evaluation criteria,
including any margin of preference, which is substantfially responsive to the
requirements of this Bidding Document will be recommended for award of the
contract. The proposed award of contract will be by issue of a Nofification of Confract
Award in terms of section 55 of the Act which will be effective untfil signature of the
contract documents. Unsuccessful Bidders will receive the Nofification of Contract
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Award and, if they consider they have suffered prejudice from the process, they may,
within 14 days of receiving this Notification, submit to the Procuring Entity a Challenge
in terms of section 73 of the Act, subject to payment of the applicable fee set outin
section 44 of and the Third Schedule to the Regulations.

The contract will only be valid subject to payment of applicable annual contract
administration fees.

1.20 Right to Reject

The Procuring Entity reserves the right 1o accept or reject any Bid or to cancel the
procurement process and reject all Bids at any time prior to contract award.

1.21 Corrupt Practices

The Government of Zimbabwe requires that Procuring Entities, as well as Bidders and
Contractors, observe the highest standard of ethics during the procurement and
execution of contracts. In pursuit of this policy:

1. the Procuring Entity will reject a recommendation for award if it determines
that the Bidder recommended for award has, directly or through an agent,
engaged in corrupt, fraudulent, collusive or coercive practices in competing
for the Contract or has been declared ineligible to be awarded a
procurement contract under section 99 of the Act;

2. the Authority may under section 72 {6) of the Act impose debarment and
other sanctions under section 74 {1} of the Regulations; and

3. Any conflict of interest on the part of the Bidder must be declared

Bid Submission Sheet

{Note to Bidders: Complete this form with all the requested details and submit it as the
first page of your Bid. Atfach the Price Schedule and Statement of Mefhodology,
Work Plan and Schedule together with any other documents requested in Part 1. Any
variation from the Statement of Requirements should be indicated in the Statement
of Methodology, Work Plan and Schedule, otherwise you commit to complying fully
with these Requirements.

Ensure that your Bid is authorised in the signature block below. A signoture and
avthorisation on this form will confirm that the terms and conditions of this Bid prevail
over any attachmenis. If your Bid is not authorised, it may be rejected. If the Bidder
is a Joint Venture (JV), the Bid must be signed by an authorized representative of the
JV on behalf of the JV, and so as fo be legally binding on all the members as
evidenced by a power of attorney signed by their legally authorized representatives.

Bidders should mark as "CONFIDENTIAL" information in their Bids which is confidential
fo their business. This may include proprietary information, trade secrefs, or
commercial or financially sensitive information}.

Procurement Reference Number:
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Subject of Procurement:

Name of Bidder:

Date of Bid:

We offer to perform the services listed in the Statement of Requirements io the
indicated specifications and standards, at the prices indicated on the attached Price
Schedule and in accordance with the terms and conditions stated in your Bidding
Document referenced above.

We confirm that we meet the eligibility criteria specified in Part 1: Procedures of
Bidding.

We declare that we are not debarred from bidding and that the documents we
submit are frue and correct.

The validity period of our bid is: ......... {days } from the date of submission.

We confirm that the prices quoted in the attached Price Schedule are fixed and firm
for the duration of the validity period and will not be subject to revision, variation or
adjustment.

Bid Authorised By:

Signature ... NAME: e
Position: Date:
.................................................. {(DD/MMIYY
J
Authorised for and on behalf of:
COMPGNY oo et e e e v e et e e taan e e s tetn e eeeabaeeassarnsens
s o |33 RSP

.................................................................................................
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List of Services and Price Schedule

Procurement Reference Number: _

Bidder's Name:

Bidder's Reference Number:;

Nofe to Bidders: Complete the currency of your quotation and the unit and total rates

for each item listed below.

Currency of Quotation/Contract:

tem | Description of Services Input Unit of | Unit Rate | Total Price?
No' Quantity | Measure
1. | Ablution facilities and
fixtures
2. | Kitchenettes and
canteens
3. | Passengers,  receplion
areqs, Stairways, +
elevators, and waiting
areqs
4. | Balconies and gutters
5. | Windows and class areas
6. | Provision, emptying and
disposal of sanitary bins
Other additional
costs
VAT
Total

e ———

Note 1: Lots and packages showld be shown as separate items.

Note 2: Include any additional costs, such as hire or purchase of equipment to perform

the services.
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Proposed Methodology, Work Plan and Schedule

{Stafe the methodology and work plan you would propose to complete the required
Services, the associated resources and the schedule for commencement and
complefion.}
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Bid-Securing Declaration

{The Bidder must fill in this Form in accordance with the instructions indicated, where it
has been stated in the Bidding Procedures that a Bid-Securing Declaration is a
requirement of bidding}.

Procurement Reference number:

Date: [date {in day, month and year
format)]

Bidder's Reference Number:

To: {ffull name of Procuring Enfity}

We, the undersigned, declare that;

We understand that, according to the terms and conditions of your bidding
documents, bids must be supported by a Bid-Securing Declaration.

We accept that we may be debarred from being eligible for bidding for any contract
with a Procuring Enfity in Zimbabwe for a period to be determined by the Authority, if
we are in breach of our obligation(s) under the bidding conditions, because:

(a) we have withdrawn our Bid during the period of Bid validity; or

(b) having been nofified of the acceptance of our Bid by the Procuring Entity during
the period of bid validity, we fail or refuse to execute the Contract.

We understand this Bid Securing Declaration will expire if we are not the successful
Bidder, upon our receiving your notification to us of the name of the successful Bidder;
or Twen‘ry—eigh’r days after the expiration of our Bid, whichever is the earlier.

Signed Name: ..........ooiii s

Incapacityof: ... Date: ... (DD/MM/Y
Y)

Duly authorised for and on behalf of;
COMPUNY ettt e r et e e vt e eet e s et estnescsanbasraesarasrrenrennns

ATUISS, it e S e s el s et ame sl ae S h e n e e ne s ae e a e

.................................................................................................

Corporate Seal {(where appropriate)

{Note: In case of a Joint Venture, the Bid Securing Declaration must be in the name of
all partners to the Joint Venture that submits the Bid.}
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Part 2: Statement of Requirements
Terms of Reference

The following Terms of Reference for the services to be procured complement,
supplement, or amend the provisions in the Bidding Procedures. Whenever
there is a conflict, the provisions set out below prevail over those in the Bidding
Procedures.

2.1. BACKGROUND
The Insurance and Pensions Commission {IPEC) requires the effective provision

of cleaning services for its office premises at 90 Speke Avenue, Harare 1
2, Scope of work |
The scope of the work is provision cleaning services of high industry standards |
using environmentally friendly cleaning chemicals, products, and supplies for

office premises at 90 Speke Avenue, Harare.

3. Deliverables

The scope of the Contract shall include but not be limited to the following:
I Cleaning of common areas such as passages, receptions areas, waiting
areas, stairways, kitchens, canteen areas, balconies, and elevator.
Il. Cleaning of all ablution facilities and their fixtures
lIl.  Provision of, emptying of sanitary bins and disposal for ladies' ablution
facilities
V. Cleaning of office windows and glass

3.1. Passages / Recepfion/ Stairways/Elevators
Daily - floors, glass doors and partitions cleaned, waste bins emptied.

3.2. Bathrooms and fixtures
Daily ~ floors cleaned, fixiures cleaned and disinfected.
Twice weekly — sanitary bins emptied.

3.3. Kitchenettes and Canteen
Daily — Floors; tabletops, serving counters, sinks cleaned. Waste bins emptied.

3.4. Balconies and gutters
Twice a year - litter cleared from the balconies and gutters.
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3.5. Windows cleaning
Twice a year — inside and outside

3.6 Provision of, emptying of sanitary bins and disposal for ladies’ ablution
facilities
Collection of sanitary bins to be twice per week.

3.7 Waste management and recycling.

The contractor must ensure correct disposal of the individual types of waste
info respective bins. IPEC will provide refuse bins on each floor for collecting
waste, which will be stationed in the kitchenettes. Waste bins will be emptied
daily.

4. Supplies and equipment

The confractor will provide all equipment, as well as environmentally friendly
cleaning chemicals and supplies required for carrying out the work. This
comprises of but is not limited to, all the chemicals for toilets, kitchenettes, floors,
and window cleaning including — disinfectants, tile cleaners, mops and
detergents. IPEC will provide a dedicated storage room on the premises for
keeping supplies and equipment.

5. Premises
All bidders will be required to make a site visit to assess the premises prior to
submitting their bids. Floor plans could be obtained, if required, at the visit to
the premises.

6. Work schedule

The cleaning work will be carried out from 0600HRS to 1530HRS daily except for
public holidays and weekends.

7. Duration of confract

The contract will be for 12 months with the possibility of extension, subject to
satisfactory performance of the contractor.

8. Quadlifications of contractor
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Proven track record in providing satisfactory services to high-end premises, Af
least three reference letters from reputable organisations must be attached

The personnel must have training and experience in similar environments; and
must not have criminal records or pending court cases against them.
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2.5. QUALIFICATION REQUIREMENTS

1. The company/supplier should have a minimum of five (3) years’ experience in
the provision, instailation of office cleaning services,

2. Should have adequate, experienced and skiled personnel in office cleaning
services.

3. Should provide at least three referees whom the company has dealt with for the
past five years in the provision of similar services.

Subject Requirement

Services to be

performed Provision of Office cleaning Services

Location(s) Services are fo be performed in Zimbabwe.

Time of| Service provider will be required to be perform between 0600hrs

performance and 1630hrs

Duration of| The Contract agreement is for a period of one year

contract

Manpower The Service provider must always employ qualified and
experienced employees.

Equipment The Service provider must provide all tools and equipment that
are required o perform the services satisfactority

Supervision  of| The Service provider should supervise performance, and the

performance Commission will also monitor and evaluate confractor
performance

Declaration by the Accounting Officer

| declare that the procurement is based on neutral and fair technical
reguirements.

Signed:
Dr. Grace Muradzikwa .
COMMISSIONER . @“ ......... ST Date . R AN \TARS
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