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Bank of Namibia

TO WHOM IT MAY CONCERN

REQUEST FOR PROPOSAL
GRAPHIC DESIGN & ANIMATION SERVICES

CLOSING DATE: THURSDAY, 01 JUNE 2023 AT 12:00
TENDER NUMBER: BON TENDER NO. 01/2023

YOU ARE INVITED TO SUBMIT PROPOSALS FOR GRAPHIC DESIGN AND ANIMATION SERVICES
AS INDICATED IN THIS REQUEST FOR PROPOSAL. THE TERMS AND CONDITIONS ATTACHED
ARE APPLICABLE.

ANY INFORMATION CONTAINED HEREIN DOES NOT CONSTITUTE AN EXPRESSED OR IMPLIED
CONTRACT OR OFFER. THE BANK MAY CANCEL THIS PROCESS AT ITS SOLE DISCRETION.

THE REQUEST FOR PROPOSAL MUST BE SEALED IN AN ENVELOPE CLEARLY MARKED
“GRAPHIC DESIGN & ANIMATION PROPOSALS”.

THE TENDER MUST BE HAND DELIVERED TO:

BANK OF NAMBIA
71 ROBERT MUGABE AVENUE
WINDHOEK

YOURS FAITHFULLY,

Kazembire Zemburuka
DIRECTOR: STRATEGIC COMMUNICATIONS AND INTERNATIONAL RELATIONS
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71. TENDER FORM

BANK OF NAMIBIA

Director: Strategic Communications and International Relations
P. O. Box 2882

71 Robert Mugabe Avenue

Windhoek

NAMIBIA

Dear Sir,
RE: REQUEST FOR GRAPHIC DESIGN AND ANIMATIONSERVICES
Having examined the Tenderer Registration Form, Tender Conditions, General Conditions of Contract and

Scope, Specifications and Operations Requirements, herewith I/we offer to undertake to propose graphic
design and animation services for the total sum of:

N$
(AMOUNT IN NUMBERS, VAT INCLUSIVE)

(AMOUNT IN WORDS VAT INCLUSIVE)

or such other amount as may be determined in accordance with a contract with the Bank of Namibia.

I/'we have ensured that I/we have initialed each page of this Tender.

I/we acknowledge the Tenderer Registration Form, Tender Conditions, General Conditions of Contract and

Scope, Specifications and Operations Requirements and that I/we am/are fully acquainted and in agreement
with the contents thereof as evidenced by the signature hereunder.

Signed on behalf of the Tenderer at on the day of
20

Full Name of Signatory Signature

Capacity of Signatory

B. TENDERER REGISTRATION FORM
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Registered Name of the Tendering Entity:

Trading name of the Tendering Entity:

Company/Close Corporation Registration Number:

Date of Registration:

VAT Registration Number:

Social Security Number:

Namibian Income Tax Number:

Telephone Number:

Fax Number:

E-mail Address:

Name of Contact Person:

Physical Address of the Tendering Entity:
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Postal Address:

Tenderer’s Stamp:

Preferential form of receiving communications (Please v the relevant box)

Telephone
Postal

Fax

Email

Type of Entity (Please \ the relevant box)

Public Company Ltd
Private Company (Pty) Ltd
Close Corporation (CC)
Sole Proprietorship
Partnership

Other

Small Medium Enterprise Status (Please V the relevant box)

Very Small
Small
Medium
Large

Area of Business (Please V the relevant box)

Manufacturing
Supplier of Services
Other (please specify)
Supplier of products
Import

SHAREHOLDING/OWNERSHIP INFORMATION
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List of all persons who are shareholders/owners of the Tendering Entity.
The shareholding information below must add up to 100%

Name & Surname ID Number Citizenship % of Race Female or
Ownership Male

People with disability (Please  the relevant box)

Yes
No

Do the aforementioned people also fulfill an Executive Management function in the Tendering Entity?
If yes, please complete the table below:

Name & Surname ID Number Citizenship % of Race Female or
Ownership Male
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NATIONAL PRESENCE
Please provide details of places in Namibia where the Tendering Entity is operating.

Town Region Contact Person Telephone

REFERENCES OF PREVIOUS CLIENTS

Company/Entity Contact Value of Description of Work
Name Person Contract
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BANKING DETAILS

Bank Account Name:

Name of Bank:

Branch Code & Name:

Account Number:

Type of Account:

(Certified as correct by Banking Institution)

Name and Surname:

Signature:

Designation:

Tel No:

Fax No:

DATE STAMP OF BANKING INSTITUTION
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DECLARATION OF INTERESTS

All Tenderers are required to declare any interest that they or their employees may have in Bank of Namibia,
or that any Bank of Namibia employee may have in the Tenderer. To that effect the following must be duly
stated by the authorized signatory:

1. Are you or any person associated with your Bid, employees of Bank of Namibia?
0 Yes

0 No

If yes, provide particulars:

2. Does the Tenderer, or any person associated with this Tender, have any relationship (family, friend,
otherwise) with any person employed in Bank of Namibia who may be involved with the evaluation and
adjudication of this Tender:

7 Yes
0O No

If yes, provide patrticulars:

CERTIFICATION OF CORRECTNESS OF INFORMATION SUPPLIED IN THIS TENDER

I/We warrant that the information contained in this Tender is correct and complete, and I/We are fully
authorized to furnish the information contained in this Tender on behalf of the Tenderer.

Signed on behalf of the Tenderer at on the day of
20

Full Name of Signatory Signature

Capacity of Signatory

If any changes to the information supplied on this Form occurs, the Tenderer is required to inform the Tender
Secretariat within fourteen (14) business days. As outdated or inaccurate information may lead to the
disqualification of a Tender.
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OFFICIAL USE:

Recommendation by Department concerned after the vetting of the Tenderer:

Signature: Senior Administrative Assistant Date

Signature: Director Date

Procurement and Facilities Management Division:

Full Name
Signature: Procurement Representative Date
Signature: Deputy Director of Procurement Date

& Facilities Management

71 Robert Mugabe Ave. Page 10




C. TENDER CONDITIONS
1. GENERAL

1.1 The information contained in this Tender document, as well as the information provided to
Tenderers whether verbally or in documentary form by or on behalf of the Bank of Namibia
(“Bank”), is provided to the Tenderers on the terms and conditions set out in this Tender
document and all such other terms and conditions as the Bank may determine.

1.2 This Tender document is not a recommendation, contract, an offer or the like and is therefore,
only an invitation by the Bank to the interested Tenderers for the submission of their Bids.
Consequently, no contractual obligations will arise or is deemed to arise from this Tender

process until a formal contract is executed by the duly authorized signatory of the Bank and the
Tenderer.

2. UNCERTAINTIES
2.1 Should any doubt or uncertainty exist as to the meaning and interpretation of anything
contained in this Tender document, same must be submitted in writing to the Tender Secretariat
to have it explained, rectified or cleared before the Tender is submitted.
2.2 The Tenderer is required to check the number of pages to ensure that they are numbered

consecutively, and should any be found to be missing, blank or indecipherable, the Tender
Secretariat must be notified immediately in order to have the page replaced.

2.3 All enquiries related to this Tender must be directed to the Tender Secretariat.

3. ACCEPTANCE OF TENDER
3.1 Any Bid submitted that does not comply in all respects with the requirements stated in this
Tender document or is incomplete or inaccurate may be considered invalid and as such,

disqualified, at the Bank’s sole discretion.

3.2 The lowest Bid will not necessarily be accepted.

3.3 The Bank may at its discretion, accept a Bid in whole or in part.

34 The Bank reserves the right to select solely on the information received in the Bid or to negotiate
further with one or more Tenderers.

35 Any Bid that is qualified by the Tenderer's own conditions may be disqualified, at the Bank’s
sole discretion.

3.6 The cost for purchasing this Tender document is non-refundable.
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Any decision taken by the Bank regarding this Tender will be final. An unsuccessful Tenderer may within
three (3) business days from the date the Bank issued such decision, in writing, request for reasons for such
decision.

4. TENDER OPENINGS

Tenderers who submitted a Bid herein, but could not attend the opening, may be provided with a copy
of the proceedings upon written request, provided such request is made and received by the Bank
within three (3) days after the closing of the submission of the Tender.

5. CONFIDENTIALITY

5.1 The Bank recognizes the right of Tenderers to confidentiality in all Tenders. As such all Bids
received will, unless otherwise agreed or where disclosure has been stipulated as a condition
of this Tender document, be treated with confidentiality.

5.2 Information obtained in the process of examination, and relating to the clarification and
evaluation of Tenders, as well as recommendations concerning awards will not be
communicated to the public and will remain confidential at all times with the exception to
instances where the governing laws prescribe otherwise.

5.3 No part of this Tender document may be duplicated in any manner or by any processes
whatsoever without the prior written consent of the Bank. The Tenderer to whom this Tender
document is issued to or made available to for tendering purposes, will be held responsible for
any contravention of this clause.

6. INTERFERENCE WITH TENDERS

The Bank reserves the right to disqualify any Tenderer in the event of the Tenderer having interfered
with the Tender procedure in any way.

7. CONFLICT OF INTEREST

7.1 If at any time the Tenderer identifies an actual, potential or perceived conflict of interest, the
Tenderer must immediately notify the Bank in writing.

7.2 The Bank reserves the right to exclude the Tender submitted by such Tenderer from further

consideration, or to withdraw or cancel any award made to the Tenderer with immediate effect
unless the Tenderer is able to resolve such conflict to the Bank’s satisfaction.

8. SUBMISSION OF DOCUMENTS

8.1 The Bid must be submitted on the enclosed form and must not be qualified by the Tenderer’s
own conditions as to do so will lead to the Bid being disqualified.

8.2 Additional information called by either party for must be typewritten or electronically produced.
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8.3 Should a Tenderer provide any misleading information or misrepresentations and/or fail to meet
the conditions for the supply of the services as stipulated in this Tender document, such
Tenderer’s bid shall be automatically disqualified.

9. TENDER PRICES

All Tender prices quoted must be in Namibia Dollar inclusive of VAT. Where prices are quoted in a
currency other than Namibia Dollar, the bilateral exchange rate applicable at the time of submission of
the Bid, should also be reflected.

10. TERMS FOR ADVANCE PAYMENT

Any advance payments requested by Tenderers in their submitted Tender documents should be well
motivated for the Bank’s consideration.

11. TENDER VALIDITY PERIOD

Bids submitted must be valid for a period of three (3) calendar months from the closing date of the
submission of Tenders and must remain binding and be capable of acceptance by the Bank at any
time up to the expiration of the said three (3) calendar month period and will thereafter if not accepted
by the Bank, automatically expire.

12. CLARIFICATIONS AFTER CLOSE OF TENDER

12.1 Matters listed as disqualifying factors in this Tender document will not be clarified after a Tender
has closed. Non-eligible Bids will therefore be disqualified on this basis. However, clarifications
will be allowed as part of the responses to issues which would not impact the price or scope of
the Tender.

12.2 Clarification on any other matters requiring additional information from the Tenderers after the
closing date will be communicated to the Tenderers via the Tender Secretariat.

13. AWARDING OF TENDERS

The Successful Tenderer will be given a period of seven (7) business days to accept or reject the award
in writing to the Tender Secretariat. Failure to respond will constitute an automatic rejection of the
award.

The Bank will not be required to render payment to any Tenderer or be liable for any financial
obligations to any Tenderer until a written contract has been executed between the Bank and the
Successful Tenderer. Payment will then be made in terms of such written contract.
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14. COST OF TENDERING

The cost of Tendering will be the sole responsibility of the Tenderer and the Bank will not be held liable
for any losses or expenses incurred by any Tenderer in the preparation of its Tender, including but not
limited to the transport of samples or any other costs incurred.

15. DOCUMENTS TO BE SUBMITTED WITH TENDER
15.1 With each Tender, interested Tenderers will be required to submit the following information in
addition to the information related to the technical and price information — all copies must be

certified:

15.1.1 Mandatory documents:
NB: Mandatory documents as listed in (a,b,f.g,h & j) shall also apply to foreign service

providers.
a) Entity’s Legal Registration or incorporation Documents.
b) Audited Financial Statements — Not older than two (2) years for companies, and six (6) months’

bank statements for Small and Medium-sized Enterprises (SME’s).
c) Social Security Commission Good Standing Certificate — Not older than thirty (30) days (or
relevant social contribution body in foreign jurisdictions).

d) Good Standing Certificate from Inland Revenue (or relevant tax authority in other jurisdictions)
— Not older than thirty (30) days.
e) Value Added Tax Certificate (proof of registration for Value Added Tax from relevant authorities

if not Namibian entity).

f) Public and/or Professional Liability Insurance, where applicable.

Q) ‘SME’ Certificate, Compulsory for all entities that are SMEs (any similar document which
suggests the size of the entity from relevant foreign authorities).

h) Resolution on Entity’s letterhead authorizing signatory to sign on behalf of the Entity.

i) Namibia Preferential Procurement Corporation Certificate (Previously Disadvantaged Namibian
Status) — The percentage and status of equity participation/ownership by previously

disadvantaged people in the Entity.

i) Ownership and Management structure — Copy of Identification Documents of all shareholders.
k) Number of and further information about the suppliers’ patents and Office of such registration.
) Particular’'s design concepts developed over the past 12 months. This may include annual

reports, newsletters, publications, etc.

15.1.2 The submission of the following documents may increase the ranking of a Tender:

a) After sales service information.
b) Female Equity Representation — The percentage and status of equity participation/ownership
by women in the Entity.

c) Entity’s Profile — Demonstration of the Entity’s strengths and references from other clients.
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16. SUBMISSION OF TENDERS

16.1 Unless indicated otherwise by the Bank, no Tenders may be transmitted by electronic means,
as to do so will disqualify the Tender.

16.2 Tenders must be hand delivered in a sealed envelope which must be clearly marked:

BANK OF NAMIBIA:
“GRAPHIC DESIGN AND ANIMATION SERVICES FOR THE BANK OF NAMIBIA”
Tenders will be lodged with the Bank at the following address:

Bank of Namibia
71 Robert Mugabe Avenue, Windhoek
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D. GENERAL CONDITIONS OF CONTRACT

Clauses in the proposed Contract between the Bank and the Tenderer may include, but are not
limited to, the below and can change as directed by the Bank.

1. NATURE OF CONTRACT
Graphic Design and Animation proposals for the Bank of Namibia.
2. VARIATION IN SCOPE

The scope of the contract and services to be rendered may be altered, subject to obtaining the prior
written consent of both the Bank and the Tenderer (collectively the “Parties”).

3. INSURANCE

3.1 Where applicable, the Tenderer will obtain adequate and sufficient insurance coverage/group
insurance for all its employees deployed at the Bank’s premises, against any accidents or for any
unanticipated event such as, death/injury/ disablement at work and the like and will furnish a copy
of the same to the Bank.

3.2 The insurance policy must be valid for the full duration of the contract period between the Parties.
4, PRICING

4.1 Prices of the services rendered under the contract must include VAT, where applicable.
5. SERVICE DELIVERY DATE

Commencement of the services may be on date of signature of the contract.

6. PENALTY FOR LATE DELIVERY

6.1 Should the Tenderer default in rendering the services required within the time stated in clauses
5 and 7, the Tenderer will be liable to pay a penalty.

6.2 The Parties will negotiate and determine the value of the penalties for which the Tenderer is liable
to pay.

6.3 Any penalty that may be imposed will be offset against any monies due to the Tenderer provided
that monies are still due. In the event of such monies being insufficient to cover the amount of
the penalties, or in the event of final payment already having been made, the Tenderer will within
seven (7) days’ written notice to such effect pay to the Bank the amount of such penalties due or
balance of such penalties.

7. EXTENSION OF DELIVERY TIME

7.1 No extension of the services will be considered except where the Bank requires of the services
to be extended and enters into negotiations for same with the Tenderer. In such cases new dates
for commencement or duration of contract will be established, subject to obtaining the prior written
consent of both Parties.
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7.2 The Bank may however, at its sole discretion extend the period referred to in clause 5.

8. LIABILITY FOR DAMAGE

The Tenderer will be held liable for any damage caused to the Bank’s premises or property due the
fault or negligence of a person employed or engaged by the Tenderer to render the services or any
other person for which the Tenderer is responsible.

9. PAYMENT
9.1 The Bank may in its sole discretion consider the payment of a deposit or advance payment.

9.2 All payments will be made within thirty (30) business days of receipt of a detailed invoice, subject
to the services being rendered in accordance with the agreed upon specifications and
requirements.

9.3 Any monies due to the Bank by the Tenderer in respect of any penalties imposed in terms of
clause 6 or in respect of any damage caused by the Tenderer in terms of clause 8, may be offset
against any monies due by the Bank to the Tenderer.

9.4 The Bank unless so directed by a court of law to the contrary will not make any payment to any
other party on behalf of the Tenderer.

10. CONFLICT OF INTEREST

10.1 The Tenderer warrants that at the time of submitting their Tender, no conflict of interest exists, or
is likely to arise, which would affect the performance of its obligations under any contract entered
between the Bank and the Tenderer.

10.2 The Tenderer must exercise its responsibility in the best interests of the Bank and will not engage
in any activities that would conflict with the contract.

10.3 If the Tenderer becomes aware of any actual or potential conflict of interest, the Tenderer must
immediately notify the Bank in writing of (i) any such actual or potential conflict of interest and (ii)
the processes it intends to implement to resolve any such actual or potential conflict of interest,
to the Bank’s satisfaction.

10.4 In the event of a conflict of interest being identified, the Bank may, in its sole discretion, suspend
the services, terminate the contract or take any other actions that the Bank considers as
appropriate in the circumstances. In the event of the Bank deciding to terminate this contract,
such termination shall be effective immediately or such period as the Bank may determine and
no rights, other than payment for work done and not compensated yet, shall flow to the Tenderer.
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11. BREACH OF CONTRACT

11.1 In the event of a Party (hereinafter referred to as the Defaulting Party) committing a breach of
any of the provisions of the contract, the other Party will have the right to call upon the Defaulting
Party in writing to remedy such breach.

11.2 In the event of the Defaulting Party failing to remedy such breach within a period of 14 (fourteen)
days after receipt of such notice then the other Party will have the right, without prejudice to any
other rights to which such Party may be entitled to in law or under the contract at its option, either
to cancel the contract and claim damages, or to claim specific performance of all the Defaulting
Party’s obligations, together with damages if any, whether or not such obligations have fallen due
for performance.

12. CANCELLATION

12.1 If the Tenderer’s estate is sequestrated as an insolvent, or if, being a company, it is placed under
involuntary liquidation, the Bank may, without prejudice to any other rights, by written notice
cancel the contract.

12.2 Notwithstanding the aforementioned, either party may cancel the contract, subject to providing 3
(three) calendar months’ prior written notice of cancellation. Such cancellation will not prejudice
the other party to any rights which have already accrued to such Party under the contract.

13. ARBITRATION

13.1 Should any dispute arise between the Parties as to the meaning or interpretation of any provision
of the contract or as to the carrying into effect of any provision or as to the quantification or
determination of any amount or thing required to be quantified or determined in terms of or
pursuant to the contract, such dispute will be referred to arbitration.

13.2 Each party to the contract will be entitled to require by written notice to the other Party, that such
dispute be submitted to arbitration in terms of this clause 13.

13.3 Subject to the provisions of this clause 13, the arbitration will be held at Windhoek and in terms
of the provisions of the Arbitration Act, 1965 of the Republic of Namibia or any statutory
modification or re-enactment thereof for the time being in force.

13.4 The dispute will be referred to an independent arbitrator agreed upon by both Parties hereto. In
the event of the Parties being unable to agree on the appointment of an arbitrator, the President
of the Law Society of Namibia will be requested to select the arbitrator.

13.5 Where action is taken in terms of this clause 13, such action will not relieve either Party from any
liability for the due and timeous performance of such Party’s obligations in terms of the contract.

13.6 The arbitrator will be entitled to make such award, including an award for specific performance,
an interdict, damages or a penalty or otherwise as he/she in his/her sole discretion deems fit and
appropriate and may deal as he/she may deem fit with the question of costs on an attorney client
scale and his own fees.
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13.7 The arbitration will be held as soon as possible after it is demanded with a view to its being
completed within thirty (30) days after it has been so demanded.

13.8 Any award made by the arbitrator will be final and binding on the Parties and may be made an
order of the High Court of Namibia.

14. DOMICILLIUM CITANDI ET EXECUTANDI

14.1 The Parties hereby choose domicillium citandi et executandi for all purposes under the contract
as follows:

14.1.1 Bank of Namibia at: 71 Robert Mugabe Avenue, Windhoek, Namibia

14.1.2 The Tenderer at:

14.2 Any Party will be entitled, by notice to the other, to change its domicillium to elsewhere in Namibia
provided that the change will become effective only 14 (fourteen) days after service of the notice in
question.

15. NOTICES

15.1  Any notice required to be given by either Party to the other will either be delivered at the domicillium
citandi et executandi selected in terms of clause 14, hereof or will be given by prepaid registered mail
letter addressed:

15.2 To: The Governor
Bank of Namibia
P O BOX 2882
Windhoek
NAMIBIA

15.3 To the Tenderer:

15.4 Any notice given by either Party to the other will be considered delivered unless the contrary is proven:

15.4.1 If hand delivered to the domicillium citandi et executandi of such party, be deemed to have been
received upon such delivery.
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15.4.2 If posted by registered mail be deemed to have been received 4 (four) business days after
delivery of such letter to the Post Office for posting.

16. CESSION

The Tenderer will not cede or assign any of its rights or obligations acquired or undertaken by it in
terms of the contract.

17. VARIATION

17.1 No alterations, cancellations, variations of or additions to the contract will be of any force and effect
unless reduced to writing and signed by both Parties to the contract.

17.2 Noindulgence, leniency or extension of time which the Bank may grant or show towards the Tenderer,
will in any way prejudice or preclude the Bank from exercising any of its rights in the future.

18. GOVERNING LAW

The contract will be governed by the Laws of the Republic of Namibia.
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E. SCOPE, SPECIFICATIONS AND REQUIREMENTS
1. Background

In accordance with the Bank’s strategic objective of creating and maintaining a positive reputation of the Bank,
the Strategic Communication and International Relations (SCIR)Department aims to strengthen the image of
the Bank by engaging stakeholders through various channels of communication and public education
initiatives amongst others.

Over the years, the Bank of Namibia has sourced a number of different graphic design service providers for
its design work requirements. These service providers were charged with numerous design and layout tasks,
including annual reports, advertisements, posters, animations, and advertisements for social media and print
media. As per the standard procurement process at the Bank, the SCIR department facilitates the design
processes by sourcing three quotations from local service providers and registering them as Bank suppliers.

With the implementation of the Bank’s new strategy, the Banks corporate identity was also launched and as a
result, graphic design work has dramatically increased and the process of approaching different service
providers for quotes is proving to be inefficient. Also, due to the creative nature of graphic design work, the
quality of work produced by the graphic designers also differs which leads to inconsistencies that compromise
the corporate identity. This is observed in the various layouts and reports released on the Bank’s various
internal and external platforms. In addition, timely service delivery is a requirement for the Bank, especially for
projects with a last-minute deadline. Depending on the service, service providers have their own timeframes,
and the Bank may not always get the essential service on time.

While the Bank promotes and offers equal opportunity to local service providers, there is a need to maintain
consistency and choose a single service provider that understands the Bank's requirements and provides
quick and efficient services.

2. Key Challenges

The Bank of Namibia faces the following challenges while working with diverse graphic design firms to provide
a rapid and effective service:
¢ Unable to comprehend the Bank's demands and expectations, resulting in substandard services.
e Longer timeframes as a result of constant back and forth and feedback.
¢ Inconsistent designs implemented by designs from various departments.
e Soliciting further quotations and motivations for preferred service suppliers.
e Substantial expenditures spent owing to design requirements made at the last minute.
e The service provider's lack of understanding of the Bank's strategic direction. This capability will allow
the SCIR to communicate planned events, projects, campaigns, etc. so that the Bank's strategic
direction may be adequately assessed.

It is based on the above that the SCIR department recommends acquiring a graphic designer company as an
agency that will provide graphic design services as well as infographics/animation services to meet the Bank’s
future needs.
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3. Objectives:
The overall purpose of onboarding a graphic designer is:

(1) to assist the Bank in ensuring consistent application of its corporate identity as per the approved
corporate identity manual.

(i) to assist and enhance the Bank’s communications, public education, and outreach initiatives.
to advise and contribute to the preparation of all communication materials for all platforms, including
print and digital media that will convey key information while helping to build and enhance the Bank’s
brand.

4. Main Tasks of the Preferred Service provider

The graphic design agency will be required to provide the following services to the Bank:

- Generating designs from concept stage to final delivery and actively contributing to the creative
process.

- To design the initial layout of art and copy regarding arrangement, size, type size & style, and related
aesthetic concepts.

- Thinking creatively to produce new ideas and concepts and developing interactive design.

- To design and develop print, electronic and social media (Facebook, Twitter, etc.) campaigns
presenting finalised ideas and concepts.

- To work with a range of media, including Adobe Photoshop, illustrator, coral draw etc., and keeping up
to date with emerging technologies.

- Design of the Bank’s publications (annual reports, quarterly bulletins, economic outlook, campaign
material etc).

- Representing the brand correctly within the parameters of the Corporate Identity Manual;

- Seeking applicable guidance and understanding of requirements of tasks to successfully execute and
complete various types of communication materials (web & social media materials, invitations,
brochures, various documents, newsletters, factsheets, PowerPoint presentations, briefs, and any
other business development material)

- Executing publication/document layout, design, and revisions — Reviewing final layouts and suggesting
improvements, as needed.

- Striving for zero errors when editing/proofreading/spell checking and having documents

- Seeking input, being proactive in identifying opportunities and guidelines for dissemination of
information.

- Perform miscellaneous job-related duties as assigned.

5. Expected Deliverables
The designers will be expected to deliver these services in the context of the Terms of Reference in a
timely manner.
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6. Skills, competencies, education and experiences

e Candidates should demonstrate their qualifications and proven experience in graphic design and
technical expertise in evolving technologies as well as demonstrate visual messaging and informational
graphics.

e Excellent verbal and written communication skills in English.

e A creative mindset and the ability to work well under pressure, completing tasks efficiently, and
handling tight deadlines.

e Strong interpersonal skills, ability to coordinate/manage multiple tasks simultaneously and be a forward
thinker.

7. Budget
Provide a detailed cost breakdown of the following specified items:

e Annual Report layout and design (use 2022 AR as basis and page numbers)
http://www.bon.com.na/CMSTemplates/Bon/Files/bon.com.na/aa/aafal3ca-ecf5-4c5d-b584-
49ad6f727715.pdf

e Financial Stability Report  (use  April 2023 as basis for quote) —
http://www.bon.com.na/Bank/Financial-Stability/Financial-Stability-Reports.aspx

e 2D or 3D animation or short animation videos (with or without voice-overs)

o A4 Poster designs

e Social media banners

Monetary policy announcements (editable version)

Campaign banners

Website banners

Booklet such annual symposium: http://www.bon.com.na/Annual-Symposium.aspx

Event invitations & programmes

YV V VY

8. Requirements for submission
e Proven sample designs of annual reports, newsletters, flyers, social media and print media adverts.
Hardcopies or links will be acceptable.

e Referral letters, if available.

e The Banks CMYK colour breakdown is on page 24 below. Prepare design samples on which your
eligibility will be rated on:

» BoN Annual Report cover design, A4 size; Website & Social media banner

9. Contact

e For further information, please contact Josefina Oskar on +264 61 283 5187 or
Josefina.Oskar@bon.com.na
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VW

Bank of Namibia

BANK OF NAMIBIA CORPORATE IDENTITY MANUAL

INCORRECT USE OF LOGO

Pantone colours are used for 2 colour printng such
as stationary CMYK procass Inks is for full colour
print production whereas RGB Is only for electric use
for example In audio visual presentations and HTML
equivalents are specifically for websites.

...

Alteration In the proportion of the logo

&
Bank of Namibia

Use of colours different from corporate colours

WV
Bank of Namibia

Use of typefaca different from the corporate font

HIERARCHY OF COLORS

when it comes to colour ratios of the three main colours
burgandy, gold and olive green, always ensure the
following: burgandy Is the primary dominant colour and
should use up 70% of the colour ratios In the design. goid
and ollve green are the secondary non primary colours
of which goid should take up 20% of the colur ratio and
olive green can take up 10% of the colour ratios.
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Pantone 871
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