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Zambia National Commercial Bank.
Request for Proposal

ZNCB/MTC/RFP/015/2023: TENDER FOR THE PROVISION OF CLEANING SERVICES FOR THE ZAMBIA NATIONAL COMMERCIAL BANK PLC HEAD OFFICE AND THE BRANCHES FOR A PERIOD OF TWO (2) YEARS. 
The return date for responses against this RFP is 5th May,2023 at 15:00PM.
Delivered in the requested manner and to the address advised.

Late responses will not be considered.

	 
	
	Date 12th April,2023



Dear Sir,

TITLE: ZNCB/MTC/RFP/015/2023: TENDER FOR THE PROVISION OF CLEANING SERVICES FOR THE ZAMBIA NATIONAL COMMERCIAL BANK PLC HEAD OFFICE AND THE BRANCHES FOR A PERIOD OF TWO (2) YEARS
Return by 5th May, 2023
You are invited to submit your proposal against the requirements detailed in the Request for Proposal (RFP) attached. The information contained within this invitation shall be treated as “Commercial in Confidence” and shall also be subject to the terms of any related Non-Disclosure Agreement signed by the parties.

Part 1 of the RFP gives you information about Zanaco.  Part 2 is for you to answer and provide details as requested to support your proposal

Proposers are requested to provide one copy of their proposal in paper format and one copy in soft format (either Microsoft Office or PDF).  Submissions to this RFP must be returned by the time stated.  Late submissions may not be considered by Zanaco.

Your RFP must be valid for 3 months from the return date.

Queries

All queries should only be directed to the undersigned. We look forward to your responses soon.

Yours faithfully

Mutinta H Chibuye
Head Supply Chain Management
	Part 1
ZANACO Profile 


1. Introduction


1.1 Procurement Policy on Bribery and Corruption

Zambia National Commercial Bank strictly adheres to professional work ethics and emphasizes zero tolerance to Bribery and any forms of corruption. It is our policy that suppliers involved in offering bribery will be terminated and be excluded from any potential engagement opportunity. 

1.2
Executive Summary of Project

This RFP is an invitation to prospective proponents to submit proposals for the Provision of Cleaning Services for the Zambia National Commercial Bank Plc Head Office and the Branches for a period of two (2) years . The successful company should be able to manage and meet the requirements for this activity.

The purpose of this RFP is to seek information from potential Bidder’s with an intention to establish an agreement between the Company and the successful Bidder. The Contract that follows this process shall bind the Company and the successful Bidder to perform in a specific way for an agreed duration to be agreed in the Contract in an event of the formation of the same.

2. Terms Governing This RFP


2.1 Recipients of this RFP are required to read all the information supplied and have a clear understanding of ZANACO’s requirements. Further information can be made available by contacting nominated persons in Section 4.  

2.2 It is a condition of this RFP that all mandatory requirements (indicated in the body of text by the word “must” or expressed or implied accordingly) are met in full.  Responses and proposals that do not conform to mandatory requirements will be deemed to be made on the basis that conformance is implied by the proposer. The contents of proposals must be submitted in the same order as that specified in this RFP.

2.3 Timeline to be observed for this RFP:
	Milestones
	Due Date

	RFP issued by ZANACO
	12th April,2023

	Supplier acknowledgement to bid
	NA 

	Pre-Bid Meeting
	19th April,2023 at 14:3O on the Zanaco 4th Floor at Zanaco Head Office Building.


	RFP questions received by ZANACO in writing
	5 days before closing date 

	RFP questions responded by ZANACO
	2 days before closing date 

	RFP response due 
	5th May,2023 at 15:00hours local time


2.4 All bids shall be submitted by providing one original and three copies of their proposal and will be deposited in the Tender Box, on the 4th floor of Zambia National Commercial bank, Head Office Building and clearing labelled of tender name and should be addressed to:

The Secretary - Management Tender Committee

Zambia National Commercial Bank

Head Office Building, 

Cairo Road Lusaka 

Zambia

         Note:
· All addenda to the tender shall be placed on the bank’s website: www.zanaco.co.zm 

· Copies of the bids submitted shall not be returned to the bidders

2.5 ZANACO reserves the right, without giving reasons, not to accept the lowest or any Proposal.  

2.6 ZANACO will not accept responsibility for any costs incurred in the formulation of proposal/s or any costs associated with, the requested proposals.

2.7 ZANACO shall deduct Withholding Tax from payments to suppliers to account for that tax to the local tax authorities. Any agreement with the supplier shall be subject to ZANACO being entitled to make these deductions so that ZANACO will not bear an unnecessary additional cost. Suppliers can usually claim a credit against their tax liabilities in respect of Withholding Tax deducted by ZANACO.

2.8 For the avoidance of doubt, this RFP does not constitute an offer by ZANACO and no contract shall be made by ZANACO pursuant to this RFP until agreement(s) between ZANACO and the successful supplier(s) is/are made in writing duly signed by both parties’ authorized signatories.

3.
Supplier Actions Required for this RFP

4.1 Read Part 2 carefully which contains the following sections and complete them fully & clearly:

A. Supplier Declaration

B. Supplier Information Questionnaire

C. ZANACO Statement of Requirements & Supplier Response

4.2 Sign declaration (A) above indicating your compliance and acceptance of the terms of this RFP

4.3 Provide your responses to (B) and (C) under the headings in this RFP. They must be precise and concise without unnecessary marketing/advertising materials.  If there is any other information which, it is felt should be included because of its relevance to the proposal please feel free to do so but this must be separate from the required structured response.

4.4 Addenda Notices: The Company may issue Addenda notices to the Bid Documents to advise of any changes and clarifications thereto or to respond to queries from Bidder’s or for any other reason that the Company deems necessary. Addenda Notices will be numbered and the Bidder shall acknowledge their receipt via email and their inclusion in its Bid.

The Company may issue additional information for reasons that the Company deems necessary at any time for Bid submission as nominated in the Invitation to Bid or subsequent Addendum. Such information shall be included in the Contract award.

The Company shall use its sole discretion to make any changes to the date of Bid closing from that advised in the Bid schedule which may result from an addendum. 

4.5 Any request for clarification must be sent in writing to the undersigned or emailed to: procurement@zanaco.co.zm ZANACO reserves the right to distribute answers to questions to other suppliers who may not have asked that question but where ZANACO feels that the answer corrects a mistake, adds clarity or removes ambiguity from the original RFP.

4.6 Authorized representatives of the firm shall initial every page of the RFP and No further questions will be taken or meetings held with regard to this RFP until after the receipt of proposal/s, unless otherwise advised by ZANACO.

4.7 Prices may be in form of per image cost. Please ensure the declaration is a computation of total cost per annum based on your image rates.

4.8 Confidentiality: The subject matter of the information provided or gained in relation to this Request for Bid may contain valuable property rights of the Company.  This information is to be treated in strict confidence by the Bidder and its employees and shall not be used except for the specific purpose of preparing and submitting a Bid. Upon receiving notice, unsuccessful Bidders shall return such information to the Company whose property it shall remain.

4.9 Submit response to ZANACO in line with the milestone dates stated in 2.3.  All queries and correspondence relating to this RFP should be addressed to:

Procurement Unit

Zambia National Commercial Bank

Lusaka 

Zambia

Email: Procurement@zanaco.co.zm; 
	Part 2
Supplier Responses to this RFP 


A. Supplier Declaration

	To:
	The  Head Supply Chain Management,

Zambia National Commercial Bank

Lusaka, 

Zambia.  




Dear Sir/Madam,

PROJECT TITLE: ZNCB/MTC/RFP/015/2023: TENDER FOR THE PROVISION OF CLEANING SERVICES FOR THE ZAMBIA NATIONAL COMMERCIAL BANK PLC HEAD OFFICE AND THE BRANCHES FOR A PERIOD OF TWO (2) YEARS.
We have read and have examined this Request for Proposal (RFP) document, Technical Requirements, Specifications, Guidance Notes issued with this Proposal.  We offer completion of the works required against this RFP for the total price of:

……………………………………………………………………………………………………………………………………………………………………………………………. excluding VAT or any other similar tax (in words).

This price is further broken down into individual components as requested in this RFP.

This declaration confirms that this Proposal is tendered as a bona fide competitive offer to ZANACO, and the information provided in the Supplier Information Questionnaire and Supplier Response to ZANACO Statement of Requirements are fully correct and complete.  

	Signature:
	
	Date:
	

	Name:
	

	Job Title: 
	(Must be at least Director level)

	For and on behalf of:
	

	Address:
	

	
	

	Email:
	
	Tel:
	


BID SECURING DECLARATION

Bid-Securing Declaration

[The Bidder shall fill in this Form in accordance with the instructions indicated.]

Date: [date (as day, month and year)]
Bid No.: [number of bidding process]
Alternative No.: [identification No if this is a Bid for an alternative]
To: [Zambia National Commercial Bank Plc]
We, the undersigned, declare that: 

We understand that, according to your conditions, bids must be supported by a Bid-Securing Declaration.

We accept that we will automatically be suspended from being eligible for bidding in any contract with the Procuring Entity for the period of time of [1 year] starting on [the date of default], if we are in breach of our obligation(s) under the bid conditions, because we:

(a) 
have withdrawn our Bid during the period of bid validity specified in the Form of Bid; or

(b) 
having been notified of the acceptance of our Bid by the Procuring Entity during the period of bid validity, (i) fail or refuse to execute the Contract; or (ii) fail or refuse to furnish the Performance Security, if required, in accordance with the ITB.

We understand this Bid Securing Declaration shall expire if we are not the successful Bidder, upon the earlier of (i) our receipt of your notification to us of the name of the successful Bidder; or (ii) twenty-eight days after the expiration of our Bid.

Signed: [signature of person whose name and capacity are shown] In the capacity of [legal capacity of person signing the Bid Securing Declaration]
Name: [complete name of person signing the Bid Securing Declaration]


Duly authorized to sign the bid for and on behalf of: [complete name of Bidder]
Dated on ____________ day of __________________, _______ [date of signing]
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.]
B. Supplier Information Questionnaire

1.
Organization Profile
	1.1
Registration & Accreditation
	Compliance Statement (Y/N)

	Country of Registration & Registration Number (if relevant)


	

	Business address


	

	VAT (Value Added Tax) Registration Number


	

	Submit Certificate of incorporation


	

	Submit Valid Tax Clearance Certificate


	

	Physical address 
	

	Submit Pacra Print Out/ Share holder names/d Names of Directors 

	

	Letter Confirming Banking Details


	

	Letter confirming email address where Purchase Orders and queries will be sent to.


	


3.
Track Record & Reference
	3.1
Industry Experience
	Compliance Statement (Y/N)

	How many existing clients you have and what countries are involved? Name your key clients.

	

	Major deals undertaken in the past 3 years


	

	Details of any cancelled deals in the past 


	

	
	

	3.2
Client Reference (Please provide at least 3 clients for deals similar in nature to this RFP)
	

	Names of companies which can provide reference to ZANACO


	
	
	

	Names & job titles of contact person


	
	
	

	Contact details (email address, address, office number)


	
	
	


C. Statement of Requirements & Supplier Response

ZNCB/MTC/RFP/015/2023: TENDER FOR THE PROVISION OF CLEANING SERVICES FOR THE ZAMBIA NATIONAL COMMERCIAL BANK PLC HEAD OFFICE AND THE BRANCHES FOR A PERIOD OF TWO (2) YEARS.    

Zambia National Commercial Bank Limited wishes to invite competitive bids from suitably qualified companies to provide Cleaning Services For The Zambia National Commercial Bank Plc Head Office and the Branches for a Period of Two (2) Years. 

Scope of services includes  cleaning of chairs, desks, emptying of trash bins, cleaning of coffee table, vending machines, coffee machines for visitors etc. Wipe down glass doors on both sides. Spot clean walls and dust both high and low surfaces, such as pictures, light fittings, and skirting boards.

General cleaning, landscaping, Mopping, shinning and disinfecting hard flooring or steam vacuum carpets. Empty rubbish bins and replace bin liners.

All surfaces, Blinds and window sills should be dusted, while filing cabinets, light switches, IT equipment, keyboards, and anything else which is likely to have been touched should be thoroughly sanitized to prevent contamination.

Utensils and appliances such as, cups and mugs should be washed in warm soapy water and placed into clean cupboards. Each cupboard should be sanitised to ensure they’re free from germs and bacteria. 

Cleaning and descaling kettles, Ridges and dishwashers or coffee machines should be undertaken frequently when necessary or at least once per month.

1. Objectives

· To ensure appropriate cleaning services are provided in a timely manner.

· All samples, specifications must be approved by Client

· Bidder to provide reports, schedules when requested.

· To sure cleaning material are provided throughout Zanaco network

· Constant upkeep and monitoring of the surroundings and state of cleaning services to Zanaco facilities. 

· Removal of sanitary bins as per frequency specified in the attached schedule.
· Client Approved supplies i.e. Tissues which will be distributed across Zanaco network.

· Ensure All work areas and sites are well cleaned.

· . Enhanced cleans, preventative deep cleans and emergency post COVID-19 decontamination as well as  any recommended procedures from time to time by the Bank.
· Care for lawns and plants using a variety of tools, including rakes, saws, shovels, trimmers, axes and pruning saws, to ensure they remain aesthetically pleasing. Mow the grass, keeping it at an optimal height.
· Keep plants and flowers healthy by pruning, trans-planting and trimming trees and shrubs and weeding, mulching and aerating. 

· Plant, transplant new grass and foliage, able to redesign and create the yard as prescribed or liaised with client. 

· Fertilize the lawns and plants and apply any herbicides or pesticides to keep the foliage healthy and thriving. 

· Monitor the sprinkler or horse system to ensure it regularly waters the lawns and reset it as necessary, as well as water by hand when needed to maintain the health of the plants.

· Keep and maintain well cleaned ponds

· Assist in cleaning the parking and any grounds areas.

· Clean the ATM in the vicinity regularly as per frequency in the attached schedule.
· Keep flower beds and garden areas clean by picking up any dead branches and flowers as well as trimming or picking the plants as needed. 
· Assist or innovate in placing decorative rocks, stones, statues and other items around the lawn to facilitate the completion of the overall aesthetic look.

· And any other landscaping and cleaning services

2. ADDITIONAL SERVICES - REQUIREMENTS

The CLIENT may require NEMCHEM to perform additional services beyond those contained in the original specification.  The CLIENT may issue bidder official orders to undertake any additional services indicating whether or not the services required are of a permanent nature.

Bidder is to tabulate rates as per schedule below; 
	1. SCHEDULE: HEAD OFFICE AND BRANCHES CLEANING SERVICES

 

	 
	
	
	
	
	 

	NO. 
	BRANCH 
	TYPE
	STAFF
	RATE 
	 AMOUNT (ZMW) 

	1
	Acacia Park
	Branch
	2
	 
	 

	2
	Airport 
	Branch
	1
	 
	 

	3
	Cairo Road Business Centre
	Branch
	3
	 
	 

	4
	CBU Copperbelt University 
	Branch
	1
	 
	 

	5
	Civic Centre
	Branch
	2
	 
	 

	6
	Chingola 
	Branch 
	2
	 
	 

	7
	Chinsali
	Branch 
	2
	 
	 

	8
	Chipata 
	Branch
	3
	 
	 

	9
	Chirundu
	Branch
	1
	 
	 

	10
	Chisamba 
	Branch
	1
	 
	 

	11
	Choma
	Branch
	2
	 
	 

	12
	Livingstone
	Branch
	3
	 
	 

	13
	Long Acres
	Branch
	2
	 
	 

	14
	Data Centre/Archives
	Branch
	3
	 
	 

	15
	Easy Banking
	Branch
	2
	 
	 

	16
	Findeco Pension 
	Branch
	2
	 
	 

	17
	Government Complex
	Branch
	2
	 
	 

	18
	Head Office
	Branch
	24
	 
	 

	19
	Itezhi tezhi
	Branch
	2
	 
	 

	20
	Kabwe
	Branch
	2
	 
	 

	21
	Kafue
	Branch
	2
	 
	 

	22
	Kapiri Mposhi
	Branch
	2
	 
	 

	23
	Kasama
	Branch
	2
	 
	 

	24
	Kawambwa
	Branch
	1
	 
	 

	25
	Kazungula Agency
	Branch
	1
	 
	 

	26
	Kitwe Business Centre
	Branch 
	3
	 
	 

	27
	Kitwe Industrial
	Branch 
	2
	 
	 

	28
	Kitwe Mukuba
	Branch
	2
	 
	 

	29
	Kwacha
	Branch
	2
	 
	 

	30
	Luanshya 
	Branch 
	2
	 
	 

	31
	Lundazi 
	Branch
	2
	 
	 

	32
	Lusaka Business Centre
	Branch
	2
	 
	 

	33
	Lusaka Centre Branch
	Branch
	2
	 
	 

	34
	Lusaka City Market
	Branch
	1
	 
	 

	35
	Lusaka International Airport (KKIA)
	Branch
	1
	 
	 

	36
	Maamba
	Branch
	1
	 
	 

	37
	Manda Hill 
	Branch
	2
	 
	 

	38
	Mansa
	Branch
	2
	 
	 

	39
	Masala Agency Ndola
	Branch
	1
	 
	 

	40
	Mazabuka
	Branch
	2
	 
	 

	41
	Mfuwe
	Branch
	1
	 
	 

	42
	Ministry of Finance Agency
	Branch
	1
	 
	 

	43
	Mkushi
	Branch
	2
	 
	 

	44
	Mongu 
	Branch 
	2
	 
	 

	45
	Monze
	Branch
	2
	 
	 

	46
	Mpika 
	Branch
	2
	 
	 

	47
	Mufulira
	Branch 
	2
	 
	 

	48
	Nakonde
	Branch
	1
	 
	 

	49
	Nakonde Agency
	Branch
	1
	 
	 

	50
	Namwala
	Branch
	1
	 
	 

	51
	Ndola Business Centre
	Branch 
	3
	 
	 

	52
	Ndola West
	Branch 
	2
	 
	 

	53
	Ndola Airport
	Branch
	1
	 
	 

	54
	Northmead 
	Branch
	3
	 
	 

	55
	Makeni
	Branch
	1
	 
	 

	56
	Petauke
	Branch
	2
	 
	 

	57
	Pinnacle Mall (Crossroads and woodlands combined)
	Branch
	2
	 
	 

	58
	Premium House
	Branch
	2
	 
	 

	59
	Senanga
	Branch
	2
	 
	 

	60
	Siavonga
	Branch
	2
	 
	 

	61
	Solwezi 
	Branch
	2
	 
	 

	62
	Twin Palm 
	Branch
	2
	 
	 

	63
	UNZA
	Branch
	1
	 
	 

	64
	Waterfalls
	Branch
	1
	 
	 

	65
	XAPIT Centre
	Branch
	1
	 
	 

	66
	Mansansa Flats
	Apartment (Housekeeping/Landscaping)
	1
	 
	 

	67
	Kasumbalesa Branch
	Branch
	1
	 
	 

	68
	(Agora) Private Banking suite
	Branch
	2
	 
	 

	68
	Chanida Boarder Agency
	Branch
	1
	 
	 

	Total For Various Branches Per Month (K) (Inclusive of VAT)
 
 
	144
	 
	 

	1
	Total cost per month (Vat Inclusive)
	
	
	
	

	2
	Total cost per  Quarter (Vat Inclusive)
	
	
	
	

	3
	Total cost per year (Vat Inclusive)
	 
	 
	 
	 

	4
	Total Cost for Two Years (Vat Inclusive)
	 
	 
	 
	 

	
	
	
	
	
	

	
	
	
	
	


	3.FUMIGATION OF SERVICES AGAINST COVID-19, COCKROACHES AND RODENTS (PROVIDE RATES ONLY)

	NO. 
	BRANCH 
	RATES - FUMIGATION AGAINST COVID-19 ZMK
	RATES - FUMIGATION AGAINST COCKROACHES ZMK
	RATES - FUMIGATION AGAINST RODENTS ZMK

	1
	Acacia Park
	 
	 
	 

	2
	Airport 
	 
	 
	 

	3
	Cairo Road Business Centre
	 
	 
	 

	4
	CBU Copperbelt University 
	 
	 
	 

	5
	Civic Centre
	 
	 
	 

	6
	Chingola 
	 
	 
	 

	7
	Chinsali
	 
	 
	 

	8
	Chipata 
	 
	 
	 

	9
	Chirundu
	 
	 
	 

	10
	Chisamba 
	 
	 
	 

	11
	Choma
	 
	 
	 

	12
	Livingstone
	 
	 
	 

	13
	Long Acres
	 
	 
	 

	14
	Data Centre/Archives
	 
	 
	 

	15
	Easy Banking
	 
	 
	 

	16
	Findeco Pension 
	 
	 
	 

	17
	Government Complex
	 
	 
	 

	18
	Head Office
	 
	 
	 

	19
	Itezhi tezhi
	 
	 
	 

	20
	Kabwe
	 
	 
	 

	21
	Kafue
	 
	 
	 

	22
	Kapiri Mposhi
	 
	 
	 

	23
	Kasama
	 
	 
	 

	24
	Kawambwa
	 
	 
	 

	25
	Kazungula Agency
	 
	 
	 

	26
	Kitwe Business Centre
	 
	 
	 

	27
	Kitwe Industrial
	 
	 
	 

	28
	Kitwe Mukuba
	 
	 
	 

	29
	Kwacha
	 
	 
	 

	30
	Luanshya 
	 
	 
	 

	31
	Lundazi 
	 
	 
	 

	32
	Lusaka Business Centre
	 
	 
	 

	33
	Lusaka Centre Branch
	 
	 
	 

	34
	Lusaka City Market
	 
	 
	 

	35
	Lusaka International Airport (KKIA)
	 
	 
	 

	36
	Maamba
	 
	 
	 

	37
	Manda Hill 
	 
	 
	 

	38
	Mansa
	 
	 
	 

	39
	Masala Agency Ndola
	 
	 
	 

	40
	Mazabuka
	 
	 
	 

	41
	Mfuwe
	 
	 
	 

	42
	Ministry of Finance Agency
	 
	 
	 

	43
	Mkushi
	 
	 
	 

	44
	Mongu 
	 
	 
	 

	45
	Monze
	 
	 
	 

	46
	Mpika 
	 
	 
	 

	47
	Mufulira
	 
	 
	 

	48
	Nakonde
	 
	 
	 

	49
	Nakonde Agency
	 
	 
	 

	50
	Namwala
	 
	 
	 

	51
	Ndola Business Centre
	 
	 
	 

	52
	Ndola West
	 
	 
	 

	53
	Ndola Airport
	 
	 
	 

	54
	Northmead 
	 
	 
	 

	55
	Makeni
	 
	 
	 

	56
	Petauke
	 
	 
	 

	57
	Pinnacle Mall (Crossroads and woodlands combined)
	 
	 
	 

	58
	Premium House
	 
	 
	 

	59
	Senanga
	 
	 
	 

	60
	Siavonga
	 
	 
	 

	61
	Solwezi 
	 
	 
	 

	62
	Twin Palm 
	 
	 
	 

	63
	UNZA
	 
	 
	 

	64
	Waterfalls
	 
	 
	 

	65
	XAPIT Centre
	 
	 
	 

	66
	Mansansa Flats
	 
	 
	 

	67
	Kasumbalesa Branch
	 
	 
	 

	68
	(Agora) Private Banking suite
	 
	 
	 

	68
	Chanida Boarder Agency
	 
	 
	 

	 
	 
	 
	 
	 

	 
	16% Vat Inclusive Total 
	 
	 
	 

	 
	Amount Vat inclusive  K
	 
	 
	 


	4. SCHEDULE OF SUNDRIES (QUARTERLY SUPPLY)
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	ITEM #
	BRANCHES
	ROLLS OF TISSUE (BALE OF 48)
	REFUGES BAGS (ROLLS OF 20)
	HANDSOAP 5LTRS
	 
	

	1
	ZANACO-Acacia Park
	3
	1
	4
	 
	

	2
	ZANACO-Airport
	1
	1
	4
	 
	

	3
	ZANACO-Cairo Business Centre
	5
	2
	4
	 
	

	4
	ZANACO-CBU Copperbelt University 
	1
	1
	4
	 
	

	5
	ZANACO-Centre Branch 
	2
	1
	4
	 
	

	6
	ZANACO-Chingola
	2
	1
	4
	 
	

	7
	ZANACO-Chinsali 
	2
	1
	4
	 
	

	8
	ZANACO-Chipata 
	2
	1
	4
	 
	

	9
	ZANACO-Chirundu
	1
	1
	4
	 
	

	10
	ZANACO-Chisamba 
	1
	1
	4
	 
	

	11
	ZANACO-Choma 
	3
	1
	4
	 
	

	12
	ZANACO-City Market 
	1
	1
	4
	 
	

	13
	ZANACO-Civic Centre 
	2
	1
	4
	 
	

	14
	ZANACO-Data Centre 
	1
	1
	4
	 
	

	15
	ZANACO-Easy Banking 
	2
	1
	4
	 
	

	16
	ZANACO-Govt Business Centre(FINDECO)
	2
	1
	4
	 
	

	17
	ZANACO-Govt Complex
	2
	1
	4
	 
	

	18
	ZANACO-Head Office
	22
	35
	4
	 
	

	19
	ZANACO-Itezhi tezhi
	2
	1
	4
	 
	

	20
	ZANACO-Kabwe
	3
	1
	4
	 
	

	21
	ZANACO-Kafue
	2
	1
	4
	 
	

	22
	ZANACO-Kapiri Mposhi
	2
	1
	4
	 
	

	23
	ZANACO-Kasama
	2
	1
	4
	 
	

	24
	ZANACO-Kawambwa
	1
	1
	4
	 
	

	25
	ZANACO-Kazungula Agency
	1
	1
	4
	 
	

	26
	ZANACO-Kitwe Business Centre
	3
	1
	4
	 
	

	27
	ZANACO-Kitwe Industrial 
	2
	1
	4
	 
	

	28
	ZANACO-Kitwe Mukuba
	2
	1
	4
	 
	

	29
	ZANACO-Kwacha
	3
	1
	4
	 
	

	30
	ZANACO-Livingstone 
	3
	1
	4
	 
	

	31
	ZANACO-Luanshya
	3
	1
	4
	 
	

	32
	ZANACO-Lundazi
	2
	1
	4
	 
	

	33
	ZANACO-Lusaka Business Centre
	2
	1
	4
	 
	

	34
	ZANACO-Maamba 
	1
	1
	4
	 
	

	35
	ZANACO-Manda Hill
	2
	1
	4
	 
	

	36
	ZANACO-Mansa
	2
	1
	4
	 
	

	37
	ZANACO-Masala
	1
	1
	4
	 
	

	38
	ZANACO-Mazabuka
	3
	1
	4
	 
	

	39
	ZANACO-Mfuwe
	1
	1
	4
	 
	

	40
	ZANACO-Ministry of Finance
	1
	1
	4
	 
	

	41
	ZANACO-Mkushi
	3
	1
	4
	 
	

	42
	ZANACO-Mongu
	2
	1
	4
	 
	

	43
	ZANACO-Monze
	2
	1
	4
	 
	

	44
	ZANACO-Mpika Branch
	2
	1
	4
	 
	

	45
	ZANACO-Mufulira
	3
	1
	4
	 
	

	46
	ZANACO-Nakonde Agency
	1
	1
	4
	 
	

	47
	ZANACO-Nakonde Branch
	1
	1
	4
	 
	

	48
	ZANACO-Namwala 
	1
	1
	4
	 
	

	49
	ZANACO-Ndola Business Centre
	4
	1
	4
	 
	

	50
	ZANACO-Ndola West 
	5
	1
	4
	 
	

	51
	ZANACO-Northmead
	3
	1
	4
	 
	

	52
	ZANACO-Petauke
	2
	1
	4
	 
	

	53
	ZANACO-Premium House
	2
	1
	4
	 
	

	54
	ZANACO-Senanga
	2
	1
	4
	 
	

	55
	ZANACO-Siavonga
	2
	1
	4
	 
	

	56
	ZANACO-Solwezi
	3
	1
	4
	 
	

	57
	ZANACO-Twin Palm
	2
	1
	4
	 
	

	58
	ZANACO-UNZA
	1
	1
	4
	 
	

	59
	ZANACO-Waterfalls
	2
	1
	4
	 
	

	60
	ZANACO-Woodlands
	1
	1
	4
	 
	

	61
	ZANACO-XAPIT
	1
	1
	4
	 
	

	62
	ZANACO-Makeni
	2
	1
	4
	 
	

	63
	ZANACO-Long Acres
	2
	1
	4
	 
	

	64
	ZANACO-Mansansa Flats
	0.21
	0
	2
	 
	

	65
	ZANACO-Simon Mwansa Kapwepwe
	1
	0
	0
	 
	

	66
	Kasumbalesa Branch
	1
	1
	0
	 
	

	67
	(Agora) Private Banking suite
	1
	1
	0
	 
	

	68
	Chanida Boarder Agency
	1
	1
	0
	 
	

	Total Quantity
	152.21
	101
	254
	 
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	COSTINGS: SUNDRIES
	
	
	
	
	
	

	DESCRIPTION
	QUANTITY
	UNIT PRICE 
	TOTAL PRICE PER MONTH  
	PER QUARTER
	PER  TWO YEARS 

	Baby Soft Tissue  (bale of 48)
	                         -   
	
	 
	 
	 
 

	Black Refuse Bags (roll of 20)
	                  152.21 
	
	 
	 
	 
 

	Hand Soap (5Ltrs) 
	                      1.00 
	
	 
	 
	 
 

	Hand Soap (5Ltrs) 
	                  101.00 
	
	 
	 
	 
 


	7.       PROVISION OF CLEANING SERVICES – SHOW GROUNDS AND TRADE FAIR
	
	

	No
	BRANCH
	STAFF
	RATE
	AMOUNT (ZMW)

	1
	Lusaka Showgrounds Zanaco Stand cleaning services to be done once in a year for 10 days
	2
	 
	 

	2
	Trade Fair Show cleaning services to be done once in a year for 10 days
	2
	 
	 

	 3
	 TOTAL PER QUARTER INCLUSIVE OF TAX
	 

	 4
	  TOTAL PER YEAR INCLUSIVE OF TAX
	 

	 5
	  TOTAL FOR TWO YEARS INCLUSIVE OF TAX
	 


	3.      OTHER (COVID 19) REQUIREMENTS



	                                                                                                                                                             SUPPLIES AGAINST COVID-19 AS TABULATED BELOW; (PROVIDE RATES ONLY) 
	RATE

	  
	 
	 

	NO
	DESCRIPTION
	UNIT PRICING  K

	1
	Thermometer with a stand 
	 

	2
	Reusable face mask
	 

	3
	Disposable 3ply surgical face masks
	 

	4
	Hand sanitizer 5 Litres  
	 

	5
	Hand sanitizer 500 Mls  
	 

	6
	Supply and Installation of Soap/sanitizer dispensers
	 

	7
	Methylated spirit 2.5 Litres
	 

	8
	Ad-hoc Cleaning Of Office Chairs
	 

	9
	Ad-hoc cleaning of LOUNGE SUITES X 3 SITTER
	 

	10
	Sofas X 3 Sitter
	 

	11
	Couches X 3 Sitter
	 

	12
	Supply and Replacement of Toilet Seats
	 

	13
	Supply and Installation of lockable Multi-tissue role holders.
	 

	 
	TOTAL
	0.00

	*Bidders are advised to insert rates for sundries to be provided as and when needed

	4. SCHEDULE: ZANACO SANITARY BINS IN ALL  BRANCHES

	 
	 
	 
	 
	 
	 

	ITEM #
	BRANCH/LOCATION
	FREQUENCY
	QUANTITY /NO OF BINS 
	UNIT PRICE  PER MONTH
	TOTAL PRICE/ MONTH

	LUSAKA PROVINCE 

	1
	Twin Palm
	Once a week
	2
	 
	

	2
	Cairo Road Business Centre
	Once a week
	3
	 
	

	3
	Lusaka Centre Branch
	Once a week
	3
	 
	

	4
	Civic Centre
	Once a week
	2
	 
	

	5
	Government Complex
	Once a week
	1
	 
	

	6
	Lusaka Business Centre
	Once a week
	3
	 
	

	7
	Lusaka City Market
	Once a week
	1
	 
	

	8
	Manda Hill Branch
	Once a week
	2
	 
	

	9
	Premium House
	Once a week
	1
	 
	

	10
	Northmead Branch
	Once a week
	2
	 
	

	11
	Kwacha Branch
	Once a week
	3
	 
	

	12
	Head Office
	Once a week
	46
	 
	

	13
	Lusaka International Airport
	Once a week
	0
	 
	

	14
	Ministry of Finance Agency
	Once a week
	1
	 
	

	15
	Findeco Pension Branch
	Once a week
	2
	 
	

	16
	Acacia Park Branch
	Once a week
	2
	 
	

	17
	Makeni
	Once a week
	1
	 
	

	18
	Pinnacle mall
	Once a week
	1
	 
	

	19
	Easy Banking branch
	Once a week
	4
	 
	

	20
	Chisamba Branch
	Once a week
	1
	 
	

	21
	Data Centre/Archives
	Once a week
	3
	 
	

	22
	Waterfalls
	Once a week
	1
	 
	

	23
	Showgrounds
	Once a week
	2
	 
	

	24
	Long Acres Mall
	Once a week
	1
	 
	

	COPPERBELT PROVINCE

	1
	Chingola Branch
	Once a week
	1
	 
	

	2
	Kitwe Business Centre
	Once a week
	3
	 
	

	3
	Mukuba
	Once a week
	1
	 
	

	4
	Kitwe industrial Branch
	Once a week
	2
	 
	

	5
	Ndola Business Centre
	Once a week
	2
	 
	

	6
	Ndola Airport
	Once a week
	0
	 
	

	7
	Ndola West
	Once a week
	2
	 
	

	8
	Luanshya Branch
	Once a week
	2
	 
	

	9
	Mufulira Branch
	Once a week
	1
	 
	

	10
	Masala Agency
	Once a week
	1
	 
	

	 
	 
	 
	 
	 
	 

	NORTH WESTERN PROVINCE

	1
	Solwezi Branch 
	Once a week
	2
	 
	                                         

	WESTERN PROVINCE 

	1
	Mongu Branch
	Once a week
	2
	 
	

	2
	Senanga Branch
	Once a week
	2
	 
	

	EASTERN PROVINCE

	1
	Lundazi Branch
	Once a week
	1
	 
	

	2
	Chipata Branch
	Once a week
	2
	 
	

	3
	Petauke Branch
	Once a week
	2
	 
	

	4
	Mfuwe Branch
	Once a week
	0
	 
	

	CENTRAL PROVINCE

	1
	Itezhi tezhi
	Once a week
	2
	 
	

	2
	Mkushi Branch
	Once a week
	2
	 
	

	3
	Kapiri Mposhi Branch
	Once a week
	1
	 
	

	4
	Kabwe Branch
	Once a week
	4
	 
	

	NORTHERN AND LUAPULA PROVINCE 

	1
	Nakonde Branch
	Once a week
	1
	 
	

	2
	Nakonde Agency
	Once a week
	4
	 
	

	3
	Mpika Branch
	Once a week
	1
	 
	

	4
	Mansa Branch
	Once a week
	2
	 
	

	5
	Kasama Branch
	Once a week
	2
	 
	

	6
	Kawambwa Branch
	Once a week
	1
	 
	

	7
	Chinsali
	Once a week
	0
	 
	

	SOUTHERN PROVINCE

	1
	Choma Branch
	Once a week
	2
	 
	

	2
	Maamba Branch
	Once a week
	1
	 
	

	3
	Kafue Branch
	Once a week
	2
	 
	

	4
	Kazungula Agency
	Once a week
	1
	 
	

	5
	Mazabuka Branch
	Once a week
	2
	 
	

	6
	Namwala Branch
	Once a week
	1
	 
	

	7
	Monze Branch
	Once a week
	2
	 
	

	8
	Livingstone Branch
	Once a week
	4
	 
	

	9
	Chirundu Branch
	Once a week
	1
	 
	

	10
	Siavonga Branch
	Once a week
	2
	 
	

	 
	Total Number of Bins
	152
	 
	

	
	
	
	
	
	

	PRICE SUMMARY

 
	AMOUNT(ZMK)
	 
	 
	 

	Total Per Month
	
	
	
	

	Total Per Quarter
	
	
	
	

	Total Per Year
	
	
	
	

	Total Per For Two Years
	
	
	
	

	
	
	
	
	
	


	
	5. RATE FOR CLEANING ATM SITES  (INTERIOR & EXTERIOR UPKEEP OF STRUCTURE AND WIPING MACHINES) WEEKLY. 
	
	

	ITEM #
	BRANCH
	 PRICE PER MONTH (ZMK) 
	PRICE PER QUARTER

	1
	Twikatane
	 
	 

	2
	Ashys Filling Station/Puma Cairo
	 
	 

	3
	Castle/ Gold Crest
	 
	 

	4
	Chaisa
	 
	 

	5
	Chelstone
	 
	 

	6
	Chifubu
	 
	 

	7
	Chilenje Blessings Mall (Total)
	 
	 

	8
	Chimwemwe
	 
	 

	9
	Chirundu Bullion
	 
	 

	10
	Chongwe
	 
	 

	11
	Chris Corner
	 
	 

	12
	Civic Centre
	 
	 

	13
	Copperbelt University
	 
	 

	14
	Downtown  Mall
	 
	 

	15
	East Park
	 
	 

	16
	Engen Service Station (Ibex) (Formerly Ngucha Ibex)
	 
	 

	17
	Frallen Investment (Kabwe)
	 
	 

	18
	Govt Complex
	 
	 

	19
	Hilcrest lake petroleum
	 
	 

	20
	Kabala - Kitwe
	 
	 

	21
	Kabulonga Total
	 
	 

	22
	Kafue - Total
	 
	 

	23
	Kamwala old bus stop
	 
	 

	24
	Kasama-Luwingu Road
	 
	 

	25
	Kasungula Border
	 
	 

	26
	Levy Medical University
	 
	 

	27
	Libala-Clans Mementus
	 
	 

	28
	Livingstone Spar
	 
	 

	29
	Kabwata Mall
	 
	 

	30
	Kitwe meat market
	 
	 

	31
	Makeni Mall (Cosmo)
	 
	 

	32
	Mansa Shoprite 
	 
	 

	33
	Mazabuka Shoprite
	 
	 

	34
	Mfuwe
	 
	 

	35
	Pick n Pay Twin Palm road
	 
	 

	36
	Ngucha Kasama Road
	 
	 

	37
	Northrise Mall
	 
	 

	38
	Oryx Lilayi Mall 
	 
	 

	39
	Petroda Filling Station Kalingalinga
	 
	 

	40
	Puma Longacres ATM
	 
	 

	41
	Mongu Mall
	 
	 

	42
	Solwezi C Hospital
	 
	 

	43
	Spectra Filling Station - Kamwala South
	 
	 

	44
	Total Matero Filling Station
	 
	 

	45
	UNZA
	 
	 

	46
	UTH
	 
	 

	47
	Choma
	 
	 

	48
	Woodlands Post Office
	 
	 

	49
	Cheers Chamba Valley
	 
	 

	50
	Foxdale Mall
	 
	 

	51
	Petroda Mandevu
	 
	 

	52
	Kabanana Mall
	 
	 

	53
	Novare Mall Great North
	 
	 

	54
	Mungwi Road
	 
	 

	55
	Kamloops Mall
	 
	 

	56
	Engene Crossroads
	 
	 

	57
	Lewanika Mall
	 
	 

	58
	Pinnacle Mall
	 
	 

	59
	Munali Mall
	 
	 

	60
	Levy Mall
	 
	 

	61
	Great East Mall Chipata
	 
	 

	62
	Shoprite Chipata
	 
	 

	63
	Post Office Chipata
	 
	 

	64
	Pamodzi Ndola
	 
	 

	 65
	Total Per Month (Vat Inclusive)
	 
	

	66
	Total Per Quarter (Vat Inclusive)
	 
	

	67
	Total Per Year (Vat Inclusive)
	 
	

	68
	Total for Two Years (Vat Inclusive)
	 
	

	
	
	
	

	* Cleaning must be undertaken weekly
	
	


	
	6. PROVISION OF LANDSCAPING SERVICES
	
	
	

	
	
	
	
	
	

	No
	Description 
	Quantity
	Unit Price/Month
	Price/Quarter
	Price per 2 Years ex VAT

	1
	Provision of Landscaping services at Zanaco Head Office, Chainda Place and Cairo road reserves. Manicure and refresh of Lawn and Gardens maintenance Daily
	8 Quarters
	 
	                                  -   
	 

	2
	Cost of Pool cleaning with provision of pool acid  (Twice per week, i.e. 20ltrs, Pool chlorine 5kg)
	8 Quarters
	 
	 
	 

	3
	Total Per Month (Vat Inclusive)
	
	
	
	

	4
	Total Per Quarter (Vat Inclusive)
	
	
	
	

	5
	Total Per Year (Vat Inclusive)
	
	
	
	

	6
	Total for Two Years (Vat Inclusive)
	
	
	
	


	SUMMARY COSTING 
	
	
	
	

	ITEM
	DESCRIPTION 
	UNIT PRICE/MONTH
	PRICE PER QUARTER EX VAT 
	AMOUNT PER YEAR
	AMOUNT FOR TWO YEARS

	1
	Head Office and branches cleaning
	
	
	
	

	2
	Landscaping and Pool Cleaning services
	
	
	
	

	3
	ATM Site Cleaning
	
	
	
	

	4
	Sanitary Bins
	
	
	
	

	5
	Sundries
	
	
	
	

	6
	Fumigation Covid 19
	
	
	
	

	7
	Fumigation Cockroaches
	
	
	
	

	8
	Fumigation Rodents
	
	
	
	

	9
	TOTAL EX VAT 
	
	
	

	10
	ADD VAT
	
	
	

	11
	TOTAL 
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	*Bidders should ensure accuracy of Tender Bid sums as computed in rates and costs
	
	

	
	*The Bank reserves the right to reduce or increase the number of cleaners as may be required from time to time.
	
	
	
	

	
	* Payments shall be made quarterly within 30 days after invoicing.
	
	
	
	

	
	SUMMARY COSTING 
	
	
	

	ITEM
	DESCRIPTION 
	UNIT PRICE/MONTH
	PRICE PER QUARTER EX VAT 
	AMOUNT PER YEAR
	AMOUNT FOR TWO YEARS

	1
	Head Office and branches cleaning
	 
	 
	 
	

	2
	Landscaping and Pool Cleaning services
	 
	 
	 
	

	3
	ATM Site Cleaning
	 
	 
	 
	

	4
	Sanitary Bins
	 
	 
	 
	

	5
	Sundries
	 
	 
	 
	

	6
	Fumigation
	 
	 
	 
	

	7
	TOTAL EX VAT 
	 
	 
	 
	

	8
	ADD VAT
	
	
	
	

	9
	TOTAL
	
	
	
	

	*Bidders should ensure accuracy of Tender Bid sums as computed in rates and costs

	*The Bank reserves the right to reduce or increase the number of cleaners as may be required from time to time.

	* Payments shall be made quarterly within 30 days after invoicing.


D. Evaluation Criteria
1. Preliminary evaluation Criteria

To be eligible bidders shall submit the documents below which will be considered under Preliminary Evaluation: 

	Item No. 
	Preliminary Evaluation
	Compliance
	Bidders Comment

	
	
	
	

	     1.
	Submit Certificate of incorporation    
	
	

	2.
	VAT (Value Added Tax) Registration Number  
	
	

	3.
	Submit Tax Clearance Certificate 
	
	

	4.
	Submit Pacra Print Out showing shareholders and Directors.
	
	

	5.


	Attach reference letters from satisfied customers that the bidder provided cleaning services in the last three years ( 2020, 2021 and 2022) (Reference letters should be addressed to Head – Supply Chain Management, Zambia National Commercial bank Plc, Lusaka.
	
	

	6.
	Attach a letter indicating Registration with the Cleaning Association of Zambia and/ or  other relevant bodies.(Attach Certified copy)
	
	

	7.
	Attach Signed Audited Financial Statement for the last two (2) years. 
	
	

	8.
	Bid Validity Period of 90 Days
	
	

	9.
	Responsiveness (Yes/No)
	
	


Note

· For all joint ventures, all companies involved to provide the documents required above and ensure that the Supplier Declaration Form and Bid Securing declaration Form is signed.
· Non-compliance with these requirements may result into disqualification of the bid.

2. Technical evaluation:
The Technical evaluation will be conducted as tabulated below:
	 
No.
	 
Max Score
	 
Details
	Bidders   

	
	
	
	

	1
	30
	The Company should provide evidence of having provided similar services to organizations of similar size and complexity :
	

	
	
	 
Three (3) years and above will grant the bidder 30 points 
	

	
	
	
	

	
	
	Two (2) years will grant the bidder 20 Points.
	

	
	
	1 year  will grant the bidder 10 Points 
	

	
	30
	The Company should provide at least three traceable reference letters from satisfied clients (preferably Banking sector) clearly indicating contact details for further verification by Zanaco
	

	
	
	Three (3) or more reference letters from satisfied companies will grant bidder 30 Points.
	 

	
	
	Two (2) reference letters from satisfied company will grant bidder 20 Points
	 

	
	
	One (1) reference letter from satisfied company will grant bidder 10 Points
	 

	
	
	If no letter from any satisfied company, then NO points will be given.
	 

	2
	20
	The Company must provide a list of recommended key personnel of the company who must  satisfy the following requirements:
	

	
	
	1.        (Please Attach CVs of the Supervisor/s)
	

	
	
	a.       With a degree/diploma/certificate in a relevant field and minimum of three years relevant experience shall grant 20 points 
	

	
	
	b.      With a diploma/certificate in a relevant field and minimum of two years relevant experience shall grant 10 points.
	 

	
	
	c.       With a diploma/certificate in a relevant field and without relevant experience shall grant 0 points
	

	3
	20
	Bidder should provide an implementation methodology with a detailed road map. 
	

	
	
	 
	

	
	
	1.Implementation Methodology (20) Points
	

	
	
	 
	

	
	
	2.No Implementation methodology  (0) Points
	

	 4
	 
	Total Points
	


Note: Only Bidders that score a minimum of 75 points and above were considered responsive under Technical Evaluation. Only Bidders that meet the technical requirements will be considered for commercial evaluation of their bids.
3. COMMERCIAL EVALUATION:

1. The Payment Terms will be within 30 days after invoicing 

2. Quotations should be inclusive of VAT

3. Quotation validity: 90 Days. The Validity Period of 90 days MUST be stated.
4. No advance payment shall be given to the supplier

5. The Bank reserves the right to increase or decrease the number of sites and or cleaners.

6. Any other sales conditions
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