Purchase Order - Graphic Designer Services - Zimbabwe Harare
PURCHASE ORDER
For Professional Graphic Designer Services in Zimbabwe Harare
Issuing Company
Shamvale Creative Enterprises (Pvt) Ltd
142 Samora Machel Avenue
Harare, Zimbabwe
P.O. Box 7842, Harare
Tel: +263 242 700 123
Email: procurement@shamvalecreative.co.zw
Registration No: ZW-2019-44871
Purchase Order No: PO-ZW-2025-0047
Date of Issue: 15 June 2025
Required Delivery Date: 30 July 2025
Payment Terms: Net 30 Days
Valid Until: 30 June 2025
1. Vendor / Supplier Information
	Field
	Details

	Vendor Name
	Tendai Moyo Design Studio

	Professional Title
	Graphic Designer (Freelance / Independent Contractor)

	Business Address
	Unit 7, Avondale Business Park, 22 Avondale Road, Harare, Zimbabwe

	Contact Person
	Tendai Moyo

	Telephone
	+263 772 456 789

	Email
	tendai@tendaidesigns.co.zw

	Bank Details
	CBZ Bank, Account No: 0045-8821-3376, Branch: Harare Central

	TPIN (Taxpayer Identification Number)
	512345678-9


2. Description of Purchase Order Scope
This Purchase Order is issued by Shamvale Creative Enterprises (Pvt) Ltd to engage the services of a qualified Graphic Designer based in Zimbabwe Harare for the purpose of producing a comprehensive brand identity package, marketing collateral, and digital design assets for the company's upcoming product launch in the third quarter of 2025. The Graphic Designer shall deliver all work in accordance with the specifications outlined in this Purchase Order and in full compliance with the standards expected within the Zimbabwe Harare creative industry.
The engagement of this Graphic Designer is governed by the terms and conditions set forth in this Purchase Order document. All deliverables must reflect professional quality consistent with international design standards while incorporating culturally relevant visual elements appropriate for the Zimbabwe Harare market and broader Southern African audience.
3. Line Items and Deliverables
	Item No.
	Description of Service / Deliverable
	Quantity
	Unit
	Unit Price (USD)
	Total (USD)

	01
	Complete Brand Identity Package for Graphic Designer to develop: logo design (primary, secondary, monochrome), colour palette, typography system, and brand guidelines document (minimum 40 pages)
	1
	Package
	$2,800.00
	$2,800.00

	02
	Marketing Collateral Design: business cards, letterhead, envelopes, brochures (A4 tri-fold), and product packaging mock-ups for five (5) product lines
	1
	Set
	$1,500.00
	$1,500.00

	03
	Digital Design Assets: social media templates (Facebook, Instagram, LinkedIn), email newsletter headers, website hero banners, and digital ad creatives (12 unique designs)
	1
	Set
	$1,200.00
	$1,200.00

	04
	Event Branding for Zimbabwe Harare Product Launch: stage backdrop design, banner stands (3 sizes), signage, and printed programme booklet
	1
	Set
	$950.00
	$950.00

	05
	Revisions and Post-Delivery Support: up to three (3) rounds of revisions per deliverable and 30 days of post-delivery support for file adjustments
	1
	Service
	$600.00
	$600.00

	SUBTOTAL
	$7,050.00

	VAT (15% - Zimbabwe Revenue Authority)
	$1,057.50

	GRAND TOTAL (USD)
	$8,107.50


4. Terms and Conditions
1. Acceptance of Purchase Order: By signing this Purchase Order, the Graphic Designer acknowledges and agrees to all terms, conditions, and deliverable specifications outlined herein. This Purchase Order constitutes a binding agreement between Shamvale Creative Enterprises (Pvt) Ltd and the Graphic Designer for the duration of the project.
1. Timeline and Milestones: The Graphic Designer shall submit a detailed project timeline within five (5) business days of accepting this Purchase Order. All deliverables must be completed and submitted no later than 30 July 2025. Partial deliveries are acceptable at the 15 July 2025 milestone (Brand Identity Package and Marketing Collateral).
1. Payment Schedule: Payment shall be made in two instalments: fifty percent (50%) upon acceptance of the Brand Identity Package milestone, and the remaining fifty percent (50%) upon final delivery and written acceptance of all remaining deliverables. Payment will be processed via electronic funds transfer to the bank account specified in Section 1 of this Purchase Order.
1. Intellectual Property: Upon full and final payment, all intellectual property rights, copyrights, and ownership of all designs, files, and creative work produced by the Graphic Designer under this Purchase Order shall transfer irrevocably to Shamvale Creative Enterprises (Pvt) Ltd. The Graphic Designer retains the right to display the work in a professional portfolio.
1. File Delivery Standards: The Graphic Designer shall deliver all final files in industry-standard formats including Adobe Illustrator (.ai), Adobe Photoshop (.psd), PDF (print-ready, CMYK, 300 DPI), and PNG/JPG (web-ready, RGB, 72 DPI). All source files, font licences, and asset libraries must be included in the final delivery.
1. Compliance with Zimbabwe Harare Regulations: The Graphic Designer confirms that all work produced under this Purchase Order shall comply with the laws of the Republic of Zimbabwe, including but not limited to the Copyright and Patents Act [Chapter 27:04], the Zimbabwe Revenue Authority (ZIMRA) tax obligations, and any applicable regulations governing commercial advertising in the Zimbabwe Harare metropolitan area.
1. Confidentiality: The Graphic Designer agrees to maintain strict confidentiality regarding all proprietary information, trade secrets, and business strategies disclosed during the course of this engagement. This obligation survives the termination of this Purchase Order for a period of two (2) years.
1. Termination: Either party may terminate this Purchase Order with fourteen (14) days written notice. In the event of termination, the Graphic Designer shall be compensated for all work completed and accepted up to the date of termination.
1. Governing Law: This Purchase Order shall be governed by and construed in accordance with the laws of the Republic of Zimbabwe. Any disputes arising from this Purchase Order shall be subject to the exclusive jurisdiction of the courts in Zimbabwe Harare.
5. Acceptance Criteria
All deliverables under this Purchase Order shall be subject to a formal acceptance process. The Graphic Designer shall submit each deliverable to the Procurement Manager at Shamvale Creative Enterprises for review. A period of five (5) business days shall be allowed for review and feedback. Failure to respond within this period shall constitute deemed acceptance. The Graphic Designer shall address any reasonable feedback within three (3) business days of receipt.
Note: This Purchase Order is valid for acceptance until 30 June 2025. The Graphic Designer is required to confirm availability and capacity to undertake this project within the Zimbabwe Harare operational timeframe before the expiry date. All communications regarding this Purchase Order shall be directed to the Procurement Department at the address stated above.
6. Authorisation and Signatures
This Purchase Order is authorised and issued by the undersigned on behalf of Shamvale Creative Enterprises (Pvt) Ltd and is accepted by the Graphic Designer as a binding commitment to deliver the services described herein.
For and on behalf of Shamvale Creative Enterprises (Pvt) Ltd:
Signature: ___________________________
Name: Rukudzwa Ncube
Title: Head of Procurement
Date: ___________________________
Accepted by the Graphic Designer:
Signature: ___________________________
Name: Tendai Moyo
Title: Graphic Designer / Owner, Tendai Moyo Design Studio
Date: ___________________________
— End of Purchase Order PO-ZW-2025-0047 —
This document was prepared for use in Zimbabwe Harare and is subject to the laws of the Republic of Zimbabwe.
