LILONGWE CITY COUNCIL

Procurement Number: LCC/IPDC/12/25/CHRISMAS DECORATION

To:
2D December, 2025

The Procuring and Disposing Entity named above invites you to submit your quotation for carrying
out the whole of the services as described herein. Any resulting order shall be subject to the
Government of Malawi General Conditions of Contract for Local Purchase Orders except where
modified by this Request for Quotations.

SECTION A: QUOTATION REQUIREMENTS

1) Description of Services and Location
Provision of Christmas Decoration in Roundabouts in Lilongwe City.
2) Services are to commence by: 2 day from the date of order.
3) Services are to be completed by: 7 days from the date of order.
4) Quotations must be valid for 30 days from the date for receipt given below.

5) Quotations and supporting documents as specified in Section B must be marked with the
Procurement Number given above and indicate acceptance of the stated terms and conditions.

6) Quotations must be received, in sealed envelopes no later than: 16.00 hrs on 08/12/2025

7) Quotations must be returned to: IPDC Chairman, Lilongwe City Council, Civic Office, Room
114, City Centre PO Box 30396, Lilongwe 3.

8) The attached Schedule of Rates and Prices at Section C together with any Terms of Reference or
other documentation mentioned in Section C and appended, detail the services to be performed.
You are requested to quote by completing Sections B, C and D. Quotations shall cover all costs of
labour, materials, equipment, overheads, profits and all associated costs for performing the
services including all taxes, levies and duties. The total cost of performing the services shall be
included in the items stated and the cost of any incidental services or materials shall be deemed to
be included in the prices quoted.

9) Lilongwe City Council shall priotise the submitted quotation in line with section 62 (11) of the
Public Procurement and Disposal of Public Assets Act 2025 and the circular issued by the
Public Procurement and Disposal of Assets Authority (PPDA) on 1" July, 2019.Please take
note that all Indigenous Black Malawians shall enjoy 20% Margin Preference.




LILONGWE CITY COUNCIL

Procurement Number: LCC/IPDC/12/25/CHRISTMAS

Your guotation is to be returned on this Form by completing and returning Sections B, C and D
including any other information and certification as stated within this RFQ.

SECTION B: QUOTATION SUBMISSION SHEET

1) Currency of Quotation: Malawi Kwacha

2) Services will commence within ........... days/weeks/months from date of Purchase Order.
3) Services to be completed by ......... days/weeks/months from date of Purchase Order
4) Validity period of this quotation is ........days from the date for receipt of Quotations.

5) We enclose the following documents:
(i) Section C of the Request for Quotations completed and signed;
(ii) A copy of Business Registration Certificate
(ili) A valid copy of our Annual Tax Clearance Certificate or Tax Registration Certificate
(iv) A valid copy of Public Procurement and Disposal of Assets Authority Certificate
(V) Mandatory Completion of Beneficial Ownership Disclosure Form
(vi) A copy of Coloured Malawi National Identity Card

6) We offer to supply in conformity with the Request for Quotations Documents and in accordance
with the delivery schedule required in Section B: Schedule of Requirements.

7) We have examined and have no reservations to the Request for Quotations Document, including
Addenda No: N/A

8) Our price shall be fixed for the duration of the validity period.

9) We declare that our firm, Directors and Beneficial owners do not engage in corrupt, fraudulent
and/or uncompetitive practices whenever participating in procurement proceedings.

Authorised By: (fo be completed by someone who has the power of attorney for the Bidder)

Signature: Name:
Position: Date:
(DD/MM/YY)
Authorised for and on behalf of (Company name):
Company:
Registered Address:

............................................................................................................... If any
additional documentation is attached to your quotation, a signature and authorisation in Section C




Procurement Number: LCC/IPDC/12/25/CHRISTMAS

and Section D is still required as confirmation that the terms and conditions of this RFQ prevail over
any attachment. If the Quotation is not authorised in Section C and Section D, the quotation may be

rejected.

LILONGWE CITY COUNCIL

SECTION C: SCHEDULE OF RATES AND PRICES (TO BE PRICED BY BIDDER)

Item
No.

Description of Services
(Append detailed specifications, requirements,
explanations and/or Terms of Reference as necessary)

Unit of
Measure

Quantity

Unit Price
Kwacha

Total Price
Kwacha

Provision of Christmas Festive Season Decoration;

1. Christmas decoration designs/layout for two
sites (Parliament roundabout and Capital
hotel roundabout). The designs should
include:

+#+» Christmas theme

+» The mounted outdoor Christmas trees height
should be at least 3m and green in colour

¢ The Christmas trees should be well decorated
with tree toppers (shinning stars on top),
dressed in tinsels, multi-coloured and
anything related to Christmas.

+» Lights for night visibility (Multi-Colour LED
rope light with multi-colour controller and 2
feet LED fittings with fluorescent tubes of
different colours).

%+ Visible enough but not blocking the road
user’s visibility.

2. General experience in decoration services —

(include three traceable referees)

Each

2

Sub-Total

VAT 16.5%

PPDA Levy (1%)

Total Bid Price

Notes: The Procurement Levy is calculated based on Sub-total before taxes.

NOTE: All Indigenous Black Malawian shall enjoy 20% Margin

of Preference.

The following attachments are appended to clarify the Description of Services:
[List each attachment e.g. detailed schedule of services, or terms of reference]




Authorised

Signature:

Position:

By:

Authorised for and on behalf of:

Company:

Name:

Date:

LILONGWE CITY COUNCIL

Procurement Number: LCC/IPDC/12/25/CHRISTMAS

(DD/MM/YY)

Official Date Stamp:

TECHNICAL COMPLIANCE SHEET

TERMS OF REFERENCES FOR CHRISTMAS FESTIVE SEASON DECORATION

SERVICES

[tem No.

Technical Specifications of items
required including applicable
standards

Mandatory

Compliance to Requirements

B

C

D

Christmas decoration

The Council Officials shall be
allowed access to conduct quality
control inspection based on the
following:

e The design/layout suiting the
theme

e The mounted outdoor
Christmas trees height
should being of at least 3m,
dark green in colour and
proportional to the space
they stand on

The Christmas trees be decorated
with tree toppers (shining stars on
top), dressed with tinsels, multi-
coloured balls and anything related
to Christmas

LI

Christmas trees to be mounted 15
days before the Christmas day and be
removed a day after | January.

The working sites shall be kept in
good hygienic conditions, neat and
tidy.




LILONGWE CITY COUNCIL

Procurement Number: LCC/IPDC/12/25/CHRISTMAS

5 The Council will conduct quality
control inspection at all premises M
from time to time within the place of

duty

6. The bidder shall be liable to any
accidents on his workers or other M
people arising from the services of

the bidder

74 The bidder shall provide tools, inputs
and equipment which shall include M
but not limited to the following:
potted plants of different species,
colour, form and heights, litter bins,
coloured (e.g. green) cloth for
enclosing basic view of the flower
tubes/pots, vehicle for haulage of
plants and workers to and out of the
venue.

8. Demonstrate capacity of doing
similar assignment (at least one M
notable Assignment)




LILONGWE CITY COUNCIL

Procurement Number: LCC/IPDC/12/25/CHRISTMAS

SECTION D: Beneficial Ownership Disclosure

BENEFICIAL OWNERSHIP DISCLOSURE FORM

INSTRUCTIONS TO BIDDERS:

This Beneficial Ownership Disclosure Form (“Form”) is to be completed by the Bidder. In
case of a joint venture, the Bidder must submit a separate Form for each member of the
Joint Venture. The beneficial ownership information to be submitted in this Form shall
be current as at the date of its submission.

For the purposes of this Form, a Beneficial Owner of a Bidder is any natural person who
ultimately owns or controls the Bidder by meeting one or more of the following
conditions-

1. directly or indirectly holding 5% or more of the shares

2. directly or indirectly holding 5% or more of the voting rights

3. directly or indirectly having the right to appoint a majority of the board of
directors or equivalent governing body of the Bidder.

4. directly or indirectly, has a substantial economic interest in or receives substantial
economic benefit from, a company, whether acting alone or together with other
persons;

5. has a significant stake in a company and on whose behalf activity of a company is
conducted; or

6. exercises significant control or influence over a person through a formal or
informal agreement, and where such ownership, control or interest is through a
trust, the trustee (s), beneficiaries, or anyone who controls the trust.

Date:

Procurement Reference No.:

Page of pages

To:




LILONGWE CITY COUNCIL

Procurement Number: LCC/IPDC/12/25/CHRISTMAS

In response to the invitation for bid dated

we hereby submit beneficial ownership information:

we hereby provide the following beneficial ownership information.

Details of beneficial ownership




LILONGWE CITY COUNCIL

Procurement Number: LCC/IPDC/12/25/CHRISTMAS

Identity of
Beneficial Owner

Directly or indirectly
holding 5% or more
of the shares

(Yes / No)

Directly or
indirectly holding
5 % or more of the
Voting Rights

(Yes / No)

Directly or
indirectly having the
right to appoint a
majority of the
Board of the
Directors or an
equivalent
governing body of
the Bidder

(Yes / No)




LILONGWE CITY COUNCIL

Procurement Number: LCC/IPDC/12/25/CHRISTMAS

OR
(i) We declare that there is no Beneficial Owner who has not been disclosed meeting one or more of the
following conditions-

1. directly or indirectly holding 5% or more of the shares

2. directly or indirectly holding 5% or more of the voting rights

3. directly or indirectly having the right to appoint a majority of the board of directors or equivalent
governing body of the Bidder.

4. directly or indirectly, has a substantial economic interest in or receives substantial economic benefit
from, a company, whether acting alone or together with other persons;

5. has a significant stake in a company and on whose behalf activity of a company is conducted; or
exercises significant control or influence over a person through a formal or informal agreement. and
where such ownership, control or interest is through a trust, the trustee (s). beneficiaries, or anyone
who controls the trust.

OR
(iii) We declare that we are unable to identify any Beneficial Owner meeting one or more of the following
conditions. [If this option is selected, the Bidder shall provide explanation on why it is unable to identify any
Beneficial Owner]

7. directly or indirectly holding 5% or more of the shares

8. directly or indirectly holding 5% or more of the voting rights

9. directly or indirectly having the right to appoint a majority of the board of directors or equivalent
governing body of the Bidder]”

10. directly or indirectly, has a substantial economic interest in or receives substantial economic benefit
from, a company, whether acting alone or together with other persons;

11. has a significant stake in a company and on whose behalf activity of a company is conducted; or

12. exercises significant control or influence over a person through a formal or informal agreement, and
where such ownership, control or interest is through a trust, the trustee (s), beneficiaries, or anyone
who controls the trust.

Name of the Bidder:

Name of the person duly authorized to sign the Bid on behalf of the Bidder:

Title of the person signing the Bid:

Signature of the person named above:

Date signed: day of .year

! In the case of the Bid submitted by a Joint Venture specify the name of the Joint Venture as Bidder. In the
event that the Bidder is a joint venture, each reference to “Bidder™ in the Beneficial Ownership Disclosure Form
(including this Introduction thereto) shall be read to refer to the joint venture member.

| Person signing the Bid shall have the power of attorney given by the Bidder. The power of attorney shall be
attached with the Bid Schedules.

SECTION E: EVALUATION OF QUOTATIONS

1. Quotations that are responsive, qualified and technically compliant will be ranked according to price.




LILONGWE CITY COUNCIL

Procurement Number: LCC/IPDC/12/25/CHRISTMAS

2. Award of contract will be made to the lowest evaluated quotation by the issue of a Local Purchase Order.

SIENEHE s iansmmines mrammsvonsemmrs s et e Name: A. Ngalande

Title/Position: Chief Procurement and Disposal Officer

For and on behalf of the Procuring and Disposing Entity

GENERAL CONDITIONS OF CONTRACT FOR LOCAL PURCHASE ORDERS
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