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SECTION A 
 

INVITATION TO SUBMIT EXPRESSIONS OF INTEREST 

EOI: SANU001 of 2024/2025 
 

Submissions are hereby invited from suitably qualified and competent vendors i.e. 

Suppliers/Contractors/Consultants for works, services, and/or goods to submit their 

proposals, expressing their interest for pre-qualification and inclusion in the Southern Africa 

Nazarene University (SANU) vendor database. The database will be reviewed from time to 

time through a similar process. Vendors will only be allowed to select up to three (3) 

categories in which they can express interest to be prequalified. The main objective of this 

exercise is to foster a working relationship between SANU and prospective vendors, which 

will be beneficial to both parties. 

Through this prequalification exercise, suitably qualified vendors will be registered into the 

SANU vendor database, after which they will be contacted through requests for quotations 

(RFQs) and selective tendering (ITBs), as and when the need arises for any of the listed 

product categories.  

Vendors for Provision/Supply of Goods, Services and Works are required in the following 

categories: 

 

# CATEGORY DESCRIPTION CATEGORY REFERENCE 

1. 
CIVIL WORKS, GENERAL FACILITIES MAINTENANCE SERVICES 
& REPAIRS (PLUMBING, ELECTRICAL, CARPENTRY ETC.) 

EOI - S001 

2. 
CONSTRUCTION & GENERAL MAINTENANCE SUPPLIES 
(BUILDING, PLUMBING, ELECTRICAL, CARPENTRY….) 

EOI - S002 

3. 
MAINTENANCE EQUIPMENT (BRUSHCUTTERS, 
LAWNMOWERS etc.) SERVICE & REPAIRS 

EOI - S003 

4. AGRICULTURAL INPUTS & SUPPLIES EOI - S004 

5. 
LABORATORY & OTHER MEDICAL EQUIPMENT, REAGENTS 
AND OTHER MEDICAL SUPPLIES 

EOI - S005 

6. MOTOR VEHICLE REPAIR AND MAINTENANCE SERVICES EOI - S006 

7. 
MOTOR VEHICLE TYRES, INCLUDING FITTING AND REPAIR OF 
SAME 

EOI - S007 
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# CATEGORY DESCRIPTION CATEGORY REFERENCE 

8. MOTOR VEHICLE SPARES AND ACCESSORIES EOI - S008 

9. 
AIR-CONDITIONING UNITS, INCLUDING INSTALLATION, 
MAINTENANCE AND SERVICING OF SAME 

EOI - S009 

10. AIR CONDITIONING UNITS RENTAL SERVICES EOI - S010 

11. CLEANING EQUIPMENT AND CHEMICALS EOI - S011 

12. CLEANING & HYGIENE SERVICES EOI - S012 

13. UNIFORMS & PERSONAL PROTECTIVE CLOTHING EOI - S013 

14. PRINTED & GENERAL STATIONERY EOI - S014 

15. STUDENT IDENTITY CARDS EOI - S015 

16. OFFICE FURNITURE & FITTINGS EOI - S016 

17. 
COMPUTER HARDWARE, SOFTWARE & OTHER 
CONSUMABLES 

EOI - S017 

18. CATERING, REFRESHMENTS & DECOR SERVICES EOI - S018 

19. 
PHOTOGRAPHY, VIDEO RECORDING SERVICES, SOUND 
SYSTEM & STAGE HIRE AND LIVE STREAMING SERVICES 

EOI - S019 

20. 
BRANDING, SIGNAGE, CORPORATE GIFTS & OTHER 
PROMOTIONAL ITEMS 

EOI - S020 

21. TRAVEL AGENTS, SHUTTLE SERVICES & COURIER SERVICES EOI - S021 

22. LEGAL SUPPORT SERVICES EOI - S022 

23. MANAGEMENT CONSULTANCY SERVICES EOI - S023 

 

Vendors will only be allowed to select up to three (3) categories.  

Interested vendors may obtain a copy of the relevant document by downloading it from the 

ESPPRA website; www.esppra.co.sz or SANU website: www.sanu.ac.sz as from 15TH November 

2024. This document is obtainable at no charge to potential vendors. 

  

http://www.esppra.co.sz/
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SECTION B 
 

1. PREAMBLE  

Southern Africa Nazarene University is desirous of identifying vendors that can provide 

various goods & services to the institution, with the aim to review and update its vendor 

database. To that end, submissions are hereby invited from suitably qualified and 

competent vendors i.e. Suppliers/Contractors/Consultants for works, services, and/or goods 

to submit their proposals, registering their interest to be part of the Southern Africa 

Nazarene University vendor database, which will be reviewed from time to time through a 

similar process.  

The main objective of this exercise is to provide vendors with an opportunity to work with 

SANU towards a mutually beneficial working relationship. 

 

 

2. INSTRUCTIONS AND GENERAL CONDITIONS  

These instructions should be read carefully by the Vendor before preparing their 

submission, to ensure compliance with the key requirements. Failure to fulfil these 

requirements will be at the Vendor’s risk, and may result in the setting aside of the 

submission.  

Special attention should be paid to the following:  

2.1. The purpose of this call for EOI is to identify suppliers who can potentially fulfil the 

requirements; it does not constitute an “Invitation to Tender”.  

2.2. All correspondence and/or documents relating to the EOI exchanged by the 

prospective Vendor and SANU, shall be written in the English language 

2.3. Prospective Vendors are expected to provide the required documents as specified in 

Section 2.6 

2.4. Prospective Vendors will be expected to provide proof of their capability and 

experience in doing similar work in a large organization, in line with their expression 

of interest. The recommended format is provided as part of this document (See 

Appendix A)  

 

2.5. EOI Form: The EOI Submission Form is the Vendor’s offer and shall therefore be 

completed and signed by the Vendor’s authorized representative and stamped with 

the Vendor’s official stamp.  

 

2.6. EOI Documents: Documents comprising the Vendor’s offer are as follows:  
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• Duly completed and signed EOI Submission Form. In the case of a Joint 

Venture submitting a bid, all the joint venture partners should sign the Bid 

Submission Form. 

• A signed Declaration of Eligibility in the format provided in this document.   

• Completed Record of Previous Work Done, in the format provided in this 

document - See Appendix A 

• A Detailed Company Profile 

• A Certified copy of an official statement of the Directors, alternative directors, 

managers and auditors of the company (for Swaziland firms: Form ‘J’)     

• A Certified copy of an official statement of the annual summary of shares 

capital and shares (for Swaziland firms: Form ‘C’)     

• Police Clearance Certificate(s) FOR ALL Directors - Not older than 1 year 

• A Certified copy of the current Labour Compliance Certificate.     

• A Certified Copy of the Current Trading License 

• An Original & Valid Tax Compliance Certificate 

• A Certified Copy of Current ENPF Compliance Certificate   

• Financial Statements for the previous year   

• Names & Contacts of at least three (3) Reference Customers 

• Duly certified CIC registration certificates for Vendors submitting under 

Category References EOI -S001, EOI -S002 & EOI -S009 

 

2.7. Vendor’s Request for Clarification: Any questions or requests for further 

information or clarification on the Invitation (or any other document issued in 

connection with the EOI exercise) must be submitted via electronic mail, no later 

than Thursday, 12th December 2024 at the following address 

procurement@sanu.ac.sz 

 

2.8. Modifications and Withdrawal of EOIs: A Vendor may modify or withdraw their EOI 

after submission, provided that written notice of same, is received by SANU prior to 

the EOI submission deadline. 

 

2.9. EOI Submission: The format, date, time and place for the submission of Bids shall be 

as specified below: 

Submission 

Two (2) copies of the completed bid document must be enclosed in a 
sealed envelope, with tenderer’s name and address on reverse side, 
addressed and marked thus:   
CONFIDENTIAL: EOI: SANU001 OF 2024/25 
The Vice Chancellor 
Southern Africa Nazarene University 
P.O. Box 6800 
Manzini 

mailto:procurement@sanu.ac.sz
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The location for submission of bids is:  
Southern Africa Nazarene University,  
Administration Block, Office #19  
Farm #435,  
Manzini Nazarene Mission Station,  
Dr Hynd Road, MANZINI, SWAZILAND 
Bids must be submitted at the above quoted address and be 
deposited in the bid box provided 

Submission Deadline 

• The EOI must be delivered at the location specified above, on or 
before: 

Date: Tuesday 17th December 2024 
Time: 12:00 NOON (GMT +2Hours) 

• Delivery means depositing the bid in the bid box or as otherwise 
instructed.  Any bid received by SANU after the specified 
deadline for submission will not be accepted.  

• Faxed, emailed or telegraphic tenders will not be accepted. 

 

 

2.10. EOI Evaluation:  
2.10.1. After the closing date, SANU intends to evaluate the EOIs received, in order 

to prequalify vendors.  
 

2.10.2. The EOI & pre-qualification will be evaluated based on the following criteria: 
2.10.2.1. Responsiveness of bid based on submission of all required documents 
2.10.2.2. Resources and capability to supply goods and/or provide services, 

based on track record, references and financial assessment 
 

2.10.3. SANU may seek clarification from any or all of the applicants in relation to 
their EOI, where deemed necessary. This information may be used in 
interpreting and evaluating the EOI.  
  

2.10.4. Failure to provide clarification to the satisfaction of SANU may render the EOI 
liable to being set aside. 
 

2.10.5. The request for clarification and the response shall be in writing and no 
change in the prices or substance of the proposal shall be sought, offered, or 
permitted.  

 

2.10.6. SANU reserves the right to disregard any clarification that is considered as 
unsolicited or otherwise not permissible. 
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2.10.7. Where deemed necessary, SANU shall conduct due diligence search of the 
prospective vendors.  

 

2.10.8. Following evaluation of the Expressions of Interest, qualified shortlisted firms 
will be added onto the SANU vendor database thus qualifying them to be 
invited to participate in an RFQ or ITB (in which they may be required to submit 
detailed technical and financial proposal in a format to be provided). 

 

2.10.9. The pre-qualification process shall NOT result to an award of a contract. 
 

2.10.10. SANU does not bind itself to accept any proposal nor give any reason 
for the acceptance or rejection of a proposal.  
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EOI SUBMISSION FORM 

The Vice Chancellor 

Southern Africa Nazarene University 

P.O. Box 6800  

MANZINI  

 

Sirs  

Re: EOI: SANU001 of 2024/2025 - EXPRESSION OF INTEREST FOR THE SUPPLY/PROVISION 

OF _________________________________________________ (Insert relevant category 

description & ref.#) 

Having examined the documents pertaining to the Expression of Interest, the receipt of 

which is hereby duly acknowledged, we, the undersigned, hereby submit our expression of 

interest, in compliance to the requirements and evaluation criteria offer to provide 

“______________________________________________________”, in conformity with the 

said “Expression of Interest” documents as follows:  

i. We understand that the purpose of this call for EOI is to identify suppliers who can 

potentially fulfil the requirements; it does not constitute an “Invitation to Tender”.  

ii. We understand that the pre-qualification process shall NOT result to an award of a contract. 

iii. We understand that you are not bound to accept the lowest or any bid you may 

receive.  

iv. We hereby declare that all the information and statements made in this submission is true 

and accept that any misinterpretation contained in it may lead to our EOI being set aside.  

 

 

Name: __________________________________ Signature: ________________________ 

 

 

In the capacity of: _________________________ Date: ____________________________ 

(Designation) 

 

 

Duly authorized to sign bid for and on behalf of: ____________________________________ 

       (Name of Bidding Company) 

 

 

Company Stamp/Seal:  
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DECLARATION OF ELIGIBILITY 

 

The Vice Chancellor 

Southern Africa Nazarene University 

P.O. Box 6800 

Manzini 

 

Sir(s)  

Re: EOI: SANU001 of 2024/2025 - EXPRESSION OF INTEREST FOR THE SUPPLY/PROVISION 

OF _________________________________________________ (Insert relevant category 

description & ref.#) 

In accordance with the eligibility requirements of the EOI documents, we hereby declare 

that:  

(a) We………………………………………………………………………………………… (Name of Vendor), 

including any joint venture partners or consortium partners, are a legal entity and have the 

legal capacity to engage in business, in the categories wherein we have expressed interest;  

(b) We are not insolvent, in receivership, bankrupt or being wound up, our affairs are not 

being administered by a court or a judicial officer, our business activities have not been 

suspended, and we are not the subject of legal proceedings for any of the foregoing;  

(c) We have fulfilled our obligations to pay taxes and social security contributions;  

(d) We have not, and our directors or officers have not, been convicted of any criminal 

offence related to our/their professional conduct or the making of false statements or 

misrepresentations as to their qualifications to enter into a contract within a period of five 

years preceding the commencement of the procurement proceedings; and  

(e) That we do not have a conflict of interest in relation to the procurement requirement.   

 

 

 

Signed: _____________________________  Date: ____________________________  

 

Company Stamp/Seal: 

  



Appendix    A 
Relevant services carried out recently, that best illustrate qualifications 

Using the format below, provide information on each assignment for which your firm either individually, as a corporate entity or as a joint 

venture, was legally contracted.   

Name of Client 
Client’s Contact 
Person for the 

Assignment 

Assignment Name and/or Narrative 
Description of Project (Goods, Services or 

Works Supplied/Rendered) 

Cost of Project 
(SZL) 

Project Start 
Date 

Project 
Completion 

Date 

      

      

      

NB: A separate form must be submitted for each category where a vendor has expressed interest. 

 

Signed: _____________________________________________    Date: ___________________________________ 

 

Company Stamp/Seal:



SUBMISSION CHECKLIST 
 

 
 

REQUIREMENT 
Available/Not Available 
(Please tick √ or cross x 
as appropriate) 

A. Completed EOI Submission Form  

B. Completed Declaration of Eligibility  

C. Completed Record of Previous Work Done - Appendix A  

D. A Certified Copy of Current Trading License  

E. An Original & Valid Tax Compliance Certificate  

F. 
A Certified Copy of Current Labour Compliance 
Certificate 

 

G. A Certified Copy of Current ENPF Compliance Certificate  

H. A Certified Copy of Form J and Form C  

I. 
Police Clearance Certificate FOR ALL Directors  (Issued 
within 1 year) 

 

J. Financial Statements for the previous year  

K. Detailed Company Profile  

L. 
Names and Contacts of at least three (3) reference 
customers 

 

M. 
Duly certified CIC registration certificates (for Vendors 
submitting under Category References EOI -S001, EOI -
S002 & EOI -S009) 

 

 


