Guidelines on Engagement

with Service Providers

Purpose

These Guidelines outline the process and principles by which Namibia Revenue Agency (NamRA)
engages with vendors, service providers and other organisations presenting solutions that support
our digital transformation strategy, enhance operational efficiency and improve revenue collection.
They aim to ensure transparency, fairness, compliance with procurement policies and the protection
of our institutional reputation.

Scope

These Guidelines apply to all solution presentations, demonstrations and proposals made to NamRA,
whether initiated by the institution or vendor.

Guiding Principles

a. Transparency and Fairness - All vendor engagements must be conducted fairly, non-preferentially,
ensuring equal opportunity for all potential suppliers.

b.Procurement Compliance - All solutions that may lead to the procurement of goods or services
must comply with NamRA's procurement policy, relevant legislation, and applicable regulations.

c.No Endorsements or Exclusivity - NamRA will not endorse, promote or give preference to a
specific vendor or solution cutside a duly approved procurement process.

d.Integrity and Risk Management - Engagements must avoid situations that may create risks of
non-compliance, reputational harm or perceived unfairness.

e. Professional Courtesy - All vendors who engage with NamRA must receive timely and constructive
feedback following a presentation or proposal.

Engagement Process

a.Request and Scheduling
* Vendors may submit requests to present their solutions through the designated email address,
procurementclarification@namra.org.na.
* Requests must include a summary of the solution, potential benefits and relevant case studies
or references.
= NamRA reserves the right to accept or decline presentation requests based on strategic priorities
and capacity.
« If accepted, NamRA will notify the vendor and schedule the presentation within 15 working days
of the request submission.
b.Presentation Protocol
* Presentations will be attended by the Review Committee, which includes relevant functional and
technical staff as determined by the institution.
= The institution upholds the highest standards of integrity and confidentiality, and any information
shared during vendor presentations will be treated with appropriate discretion and used solely
for evaluation and institutional consideration.
* VVendors must refrain from implying exclusivity or institutional endorsement unless such has been
formally awarded through a competitive procurement process.
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c. Post-Presentation Feedback
« Departments must provide vendors with formal feedback within 15 working days after the
presentation.
+ Feedback should address the relevance, potential fit and any next steps (if applicable).
d.Procurement Pathway
 If NamRA is interested in procuring a solution, it will follow the formal procurement process in
compliance with applicable laws and internal policies.
* No verbal or written commitment will be made during a presentation session.

Strategic and Budget Considerations

The vendor’s solution must clearly demonstrate strategic alignment with NamRA's goals and priorities.
Once endorsed by the Management Committee (MC), appropriate budget provision must be made
and procurement conducted in accordance with NamRA's Procurement Policy and Procedures.

Responsibilities

* Procurement Management Unit - Safeguard adherence to the Procurement Policy and ensure
fair treatment of all potential suppliers. Ensure that all presentation requests are disseminated
promptly to the Review Committee for review and input.

* Review Committee - Comprising Technical and Functions team members, responsible for attending
and evaluating vendor presentations, ensuring compliance with presentation protocols, and
coordinating timely, formal feedback on the solution’s relevance, potential fit, and recommended
next steps for MC consideration.

* Heads of Departments - Ensure compliance with these Guidelines and that feedback is provided
to vendors promptly.

Disclaimer
NamRA reserves the right to decline any unsolicited solution presentation requests that do not align
with strategic priorities, capacity or compliance requirements. Acceptance of a presentation does

not constitute a commitment to purchase or implement the solution.

These Guidelines are hereby approved and are effective on 01 June 2026.
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