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BUSINESS STANDARD LICENSE RENEWAL
PROCUREMENT REFERENCE NO: IPEC/DOM18/2025

BIDDING DOCUMENT FOR THE RENEWAL OF MICROSOFT

PART 1: BIDDING PROCEDURES

1.0 References:

References to the Act are to the Public Procurement and Disposal of Public Assets
Act [Chapter22:23] and references to the Regulations are to the Public Procurement
and Disposal of Public Assets {General) Regulations (Statutory instrument No. 5 of
2018). The terms and reqguirements in the Act and Regulations govern the submission
of Bids and should be read by all Bidders.

Procurement Reference Number: IPEC/DOM18/2025
1 Preparation of Bids

You are requested to bid for the supply of the goods specified in the Statement of
Requirements below, by completing and returning the following documentation:

1. the Bid Submission Sheet in this Part;
2. the Siatement of Requirements in Part 2;

3. acopy of every document necessary to demonstrate eligibility in terms of section
28 (1) of the Regulations; Copies of the following mandatory documents must be

submifted

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

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 institufions of a similar scope and size
.giving name of contact person, telephone and email address

A bid Security in the form specified in this part

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. Part 3: Contract is provided not for complefion at this
stage but fo enable Bidders to note the Contract terms they will enter into if their Bid

is successful.
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The standard forms in this document may be retyped for completion but the Bidder
is responsible for their accurate reproduction. All pages of the Bid must be clearly
marked with the Procurement Reference Number above and the Bidder's name
and any reference number.

1.2 Number 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 subconiractor. Where the procurement is divided
info lots and packages, only one Bid can be submitted. A conflict of interest will be
deemed 1o arise if bids are received from more than one Bidder owned, directly or
indirectly, by the same person.

1.3 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 tenders@ipec.co.zw,
1.4 Validity of Bids

The minimum period for which the Bidder's bid must remain vaiid is 60 DAYS from the
deadline for the submission of bids.

1.5 Submission of Bids

Complete bids clearly marked with the correct procurement reference number must
be submitted/ uplooded on the Electronic- Government Procurement Portal
s/ fegp.prar on or before 10:00 AM (CAT} of the due date 4 April 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 Deadline Time: 1000hours

1.6 Withdrawal, amendment or modification of Bids

A Bidder may withdraw, substitute, or modify its Bid atier 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 deadline
for submission of Bids and the expiration of the period of Bid validity specified by the
Bidder or any extension of that period.

1.7 Delivery Requirements

The delivery pericd required (from the date of contract signing} and the final
destination for delivery are as indicated in the Delivery Schedule in Part 2.

1.8 Bid Prices and Discounts

The prices and discounts quoted by the Bidder in the Bid Submission Form and in the
Price Schedules must conform to the requirements specified below.

Prices must be quoted as specified in the Price Schedule included in Part 2
Statement of Requirements. (n quoting prices, the Bidder is free to use transportation
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through carriers registered in any eligible country and similarly may obtain insurance
services from any eligible country. Prices quoted must include the following costs
and componenis:

(a) For Goods

(i) the price of the Goods and the cost of delivery to the final destination,
including the relevant INCOTERM, as stated in the Delivery Schedule:

(i) the custom dufies to be paid on the Goods on enfry in Zimbabwe, if
not already included,;

(i} Any other applicable import taxes;

{iv) any sales and other taxes due within Zimbabwe which will be payable
on the Goods, if not already included;

{(v] anyrebate or mark-up of the local agent or representative.

(b) for Related Services, (other than inland fransportation and other services
required to convey the Goods to their final desfination), whenever such
Related Services are specified in the Schedule of Requirements:

(c} the price of each item comprising the Related Services (inclusive of any
applicable taxes).

1.9 Bid Security
The Bidder must include either:
A bid security of US$1000.00 in the following form
1. a bank guarantee; or
2. A "Bid-Securing Declaration” using the form included in Part 2

Any bid not accompanied by a Bid Security will be rejected by the Procuring Enfity
as non-responsive.

1.10 Evaluation of Bids
Bids will be evaluated using the following methodology:

. 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
Regulations and to confirm that the Bid is administratively compliant in terms of
section 28 (2) of the Regulations.

2. Technical evaluafion to determine substantial responsiveness to  the
specifications in the Statement of Requirements;

3. Financial evaluation and comparison to determine the evaluated price of bids
and 1o determine the lowest evaluated bid.

Bids failing any stage will be eliminated and not considered in subsequent stages.
1.11 Evaluation criteria

The Procuring Entity’s evaluation of a Bid wil take into account, in addition to the Bid
Price, the following criteria and methodologies.

(a) Delivery schedule: The specified Goods are required to be delivered by the
date indicated in the Delivery Schedule in Part 2. Bids offering delivery after the
date shall be treated as non-responsive.
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(b) Deviation in payment schedule: The payment schedule is staded in the Special
Conditions of Contract (SCCJ in Part 3. A Bidder may propose a deviation from
the schedule and if the deviation is considered acceptable to the Procuring
Entity, the Bid will be evaluated by calculating interest earned for any earlier
payments involved in the terms outlined in the Bid as compared with those
stipulated in the SCC, at the rate of interest indicated by the Reserve Bank of
Zimbabwe an the closing date for submission of bids.

(c) Specific additional criferia; Valid Authorised Dealership  cerfificate or
Manufacturer's license.

1.12 Eligibility and Qualification Criteria

Bidders are required to meet the criteria in section 28 of the Act to be eligible to
participate in public procurement and to be qualified for the proposed contract.
They must therefore provide any available documentation and certify their eligibility
in the Bid Submission Sheet. To be eligible, Bidders must be:

1. Properly registered with the Procurement Regulatory Authority of Zimbabwe and
shall be required to provide a copy of the Cerfificate of Incorporation, a CR14
document, CRé and/or any other relevant company registration documents

2. Have the legal capacity to enter info a contract;

3. 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;

4. have fulfiled their obligations to pay taxes and social security contributions in
Zimbabwe;

5. not have a conflict of interest in reiation to this procurement requirement;

6. not be debarred from participation in public procurement under section 72 (4) of
the Act and section 74(1) (c}. (d) or (e) of the Regulations or declared ineligible
under section 99 of the Act;

7. have the nafionadlity of an eligible country as specified in the Special Conditions
of Contract; and

8. have been registered with the Authority as a Supplier and have paid the
applicable Supplier Regisiration Fee set out in Part lli of the Fifth Schedule to the
Regulations.

Participation in this bidding procedure is open to Zimbabwean bidders only
1.13 Origin of Goods

All goods and related services must have as their country of origin an eligible
counftry, as specified in the Special Conditions of Contract.

1.14 Technical evaludation Criteria

The Technical Specifications Sheet details the minimum specification of the goods
required. The goods offered must meet this specification, but no credit will be given
for exceeding the specification. No alternative to technical specifications shall be
accepted.
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1.15 Cumrency

Bids should be priced in United States Dollars. The currency of evaluation and
payment will be United States Dotlars.

1.16 Award of Contract

The lowest evaluated bid, aofter application of any additional evaluation criteria,
including any margin of preference, which is substantially responsive to the
requirements of this bidding document will be recommended for award of contract.
The proposed award of contract will be by issue of a Notification of Contract Award
in ferms of section 55 of the Act which will be effective until signature of the contract
documents in accordance with Part 31 Unsuccessful Bidders will receive the
Notification of Confract Award and, if they consider they have suffered prejudice
from the process, they may within 14 days of receiving this Nofification, submit to the
Procuring Entity a Challenge in terms of section 73 of the Act, subject to payment of
the applicable fee set out in section 44 of and the Third Schedule to the Regulations.

1.17 Right to Reject

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

1.18 Corrupt Practices

The Government of Zimbabwe requires that Procuring Enfities, 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 been declared ineligible to be awarded a procurement contract
under section 9% of the Act;

2. the Authority may under section 72 (¢} of the Act impose the sanctions under
section 74 (1) of the Regulations; and

3. any conflict of interest on the part of the Bidder must be declared.
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Bid Submission Sheet

{Note to Bidders: Complete this forrm with all the requested details and submif it as
the first page of your Bid. Attach the completed Statement of Requirements and
any other documents requested in Part 1. Ensure that your Bid is authorised in the
sighature block below. A signafure and authorisation on this form will confirm that
the terms and conditions of this Bid prevail over any attachmenfts. If your Bid is not
authorised, it may be rejected. If the Bidder is a Joint Venture {1V), the Bid must be
signed by an authorized representative of the JV on behalf of the SV, and so as fo
be legally binding on all the members as evidenced by a power of afforney signed
by their legally authorized representatives.

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

Procurement Reference
Number:;

Subject of Procurement:
Name of Bidder:
Date of Bid:

We offer to supply the items listed in the attached Statement of Requirements, at the
prices indicated on the attached Price Schedule and in accerdance 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.

wWe declare that we are not debarred from bidding and that the documents we
submit are frue and cormrect.

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

We confirm that the prices guoted 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: .

Position: ... Date: ... {DD/MM/YY)

Avuthorised for and on behalf of:
L0 T T Te 11 DU U

F ¥ L -1 PN
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BIDDING DOCUMENT FOR THE RENEWAL OF ESETENDPOINT
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PART 2: STATEMENT OF REQUIREMENTS

Name of Bidder:

List of Goods and Price Schedule

Ite ; :

m | Description of Goods ?uanhty Unit Price3 Total Price4

No!'
[to be | [to be
provided by | provided by
the Bidder] the Bidder]

1 Renewal of Microsoft 345 Business- | 144

Standard License
2 Renewat of Microsoft 365 E3 Licenses 8

Important Note:

The scope of work includes Renewal of Microsoft Business- Standard License.

Note 1: The description or guantity must indicate the unit of measure where
relevant,

Note 2: Unit and total prices must be for delivery through to the final destination
stated in Part 1.

Note 3. include any additional costs, such as installation or commissioning.

The price to be quoted in the Price Schedule must be the total price of the bid,
excluding any discounts offered.
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Delivery Schedule

Name of Bidder:

{Note to Bidders: If the delivery period offered, or any other details, differ from the
requirernents below, this should be stafed in your tender}.

e Delivery Date :
m Description of Goods tc;ucmﬂ Required by g‘glﬁgs eric::;ered
No Procuring Entity P
[Completed by | {fo be provided by
Procuring Enfity] | the Bidder}
] Renewal of Microsoft 365 l].iigrs Within 5 days
Business Standard License
o ﬁenewcl of Microsoft 365 E3 8 users | Within 5 days
icenses

The delivery period required is measured from the date of the signing of the
Contract between the Procuring Entity and the Bidder.
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Technical Specification and Compliance Sheet

Name of Bidder:

The Goods and Relafed Services must comply with following Technical Specifications

and Standards:

[Columns and b are completed by the Procuring Entity. Column ¢ must be
completed by the Bidder 1o indicate the full specification of the ifems offered and
their compliance with the specification required fin Column b)]

A B C

te | tem description and fuil technical | {Confirm full specification of ifems offered
m Specification  required (including | by Bidder and compliance of items fo detail
No | applicable standards) in column b}

]

Teamwork and Communication

Host online meetings and
video calls for up to 152
people with Microsoft Teams

Create team sites to share
information, content, and
files throughout your intranet
using SharePoint

Host webinars that include
attendee registration pages,
email confirmations, and
reporting

Email and calendaring

Email hosting with 50 GB
mailbox

Use your own custom domain
name (for example,
keith@ipec.co.zw)
Business-class email on mobile
devices, tablets, deskiops, and
the web with Exchange
Manage your calendar, share
available meeting fimes,
schedule meetings, and get
reminders

Set up new user emails, restore
deleted  accounts,  create

Page 1l of 16




BIDDING DOCUMENT FOR THE RENEWAL OF MICROSOFT
BUSINESS STANDARD LICENCES
PROCUREMENT REFERENCE NO: IPEC/DOM18/2025

custom scripts, and mare from
anywhere

+ Enable large cloud archive and
long-term preservation policies
with Exchange Online Archiving

Security and compliance

s Protect your email agoainst
spam, malware, and khown
threais with Exchange Cnline
Protection

+ Create password policies that
require users to reset their
passwords after a specified
number of days.

s Microsoft acts as a processor for
data

Tools to build and manage your
business

s Creagle, edit, share, and co-
author professional diagrams
and flowcharts with Microsoft
Visio for the web.

File storage and sharing

+ Store and share files with 1 TB of
OneDrive cloud storage per
user

e« Work on a file and save it
directly to  OneDrive or
SharePoint; your changes are
updated across your synced
devices

e Share files with external
contacts by providing access or
guest links

Desktop versions of Office apps for PC
and Mac

» Each user can install the Office
apps on up to 5 PCs or Macs
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The delailed technical evaluation will examine the technical specification of the
items offered in column ¢ and deftermine whether this meets the minimum
specification in column b. Bidders must complete column C or their tender will be
rejected,

Declaration by the Accounting Officer

| declare that the procurement is based on neutral and fair technical requirements
and bidder qualifications.

Dr. Grace Muradzikwa

A - » m . HOSEERARege
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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:

BElEarr s "ma. = o e e « st -, B e IONC N [date (in day, month and
vear format}]

To: {fult name of Procuring Entity}
We, the undersigned, declare that:

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

We accept that we may be debared from bidding for any contract with @
Procuring Entity in Zimbabwe for a period of time 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, either when we receive your nofificafion to us of the name of the successful
Bidder, or twenty-eight days after the expiration of our Bid, whichever is the earlier.

Signed L Name:

mcapacityol: Date: [DDMM{YY|

Duly authorised for and on behalf of:

COMPANY e ee e e oo e e eae v e v ea st e e e e e e s

AdAress: e et re et r e et et

Corporate Seal (where appropriate)
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{Note:In case of a Joint Venture, the Bid Securing Declaration must be in the name
of all the partners fo the Joint Venture that submits the Bid.}
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ANNEXURE A: MANDATORY DOCUMENTS CHECKLIST
(TO BE COMPLETED AND SUBMITTED TOGETHER WiTH THE BID)

Place a tick in the appropriate box.

REQUIRED DOCUMENTS YES
{submitted)

NO
(not submiitted)

1. Company profile

2. Cerlificate of incorporation

3. CRl4form

4. CRé form

5. Valid tax clearance certificate

4. NSSA Cerfificate

7. Proof of registration with Procurement regulatory
Authority of Zimbabwe

8. Valid dealership/partnership certificate

9. Bid security in the required format

10. At least three (3) reference letters from traceable
relevant clients

| declare that the information provided is correct and understand that
submit any of the mandatory documents will render our bid non-responsive

Bid Authorised by (Supplier Representative):

failure to
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