Purchase Order - Marketing Manager - Zimbabwe Harare
PURCHASE ORDER
Procurement of Professional Services – Marketing Manager Position
Issued in Zimbabwe Harare | Currency: Zimbabwe Dollar (ZWL) / US Dollar (USD)
PO No: ZW-HRE-2025-0047
Date of Issue: 15 June 2025
Required Delivery Date: 01 August 2025
Valid Until: 30 September 2025
Payment Terms: Net 30 Days
Incoterms: DAP – Harare CBD
Reference: HR-REC-2025-MM-012
1. PARTIES INVOLVED
	Buyer (Purchasing Entity)
	Supplier (Service Provider)

	Company: Zimbabwe Harare Business Solutions (Pvt) Ltd
Address: 14 Samora Machel Avenue, Harare, Zimbabwe
Registration No: ZW-2019-44821
Contact: procurement@zhbs.co.zw
Phone: +263 242 700 1234
	Company: Southern Africa Executive Talent (Pvt) Ltd
Address: 88 Samora Machel Avenue, Harare, Zimbabwe
Registration No: ZW-2015-33107
Contact: contracts@sael.co.zw
Phone: +263 242 700 5678


2. DESCRIPTION OF GOODS / SERVICES
This Purchase Order is issued by Zimbabwe Harare Business Solutions (Pvt) Ltd to procure the recruitment, onboarding, and initial engagement of a qualified Marketing Manager to oversee all marketing operations, brand strategy, digital campaigns, and market research activities within the Zimbabwe Harare metropolitan area and surrounding provinces. The Marketing Manager shall be responsible for developing and executing integrated marketing plans aligned with the company's fiscal year objectives, managing a team of no fewer than six (6) marketing specialists, and reporting directly to the Chief Executive Officer based at the Harare headquarters.
3. LINE ITEMS AND PRICING
	Item No.
	Description
	Qty
	Unit Price (USD)
	Amount (USD)

	01
	Recruitment and screening services for Marketing Manager position (including job advertisement, CV screening, interviews, and reference checks within Zimbabwe Harare)
	1
	$4,500.00
	$4,500.00

	02
	Onboarding and integration package for the appointed Marketing Manager (orientation, HR documentation, workplace setup at Harare office)
	1
	$2,200.00
	$2,200.00

	03
	First-quarter salary and statutory contributions for the Marketing Manager (Zimbabwean PAYE, NSSA, and housing levy compliance)
	3 months
	$3,800.00
	$11,400.00

	04
	Marketing technology and software licenses for the Marketing Manager's team (CRM, analytics, design tools – annual subscription)
	1
	$5,600.00
	$5,600.00

	05
	Market research and consumer insight report specific to the Zimbabwe Harare market (Q3 2025)
	1
	$3,200.00
	$3,200.00

	06
	Professional development and industry conference attendance for the Marketing Manager (Zimbabwe Marketing Association Annual Summit, Harare)
	1
	$1,100.00
	$1,100.00

	SUBTOTAL
	$28,000.00

	VAT (15% – Zimbabwe Revenue Authority)
	$4,200.00

	GRAND TOTAL
	$32,200.00


4. TERMS AND CONDITIONS
1. This Purchase Order constitutes a binding agreement between the Buyer and the Supplier upon signature by both parties. All services described herein shall be rendered in accordance with the laws of the Republic of Zimbabwe, including the Labour Act [Chapter 28:01] and the Zimbabwe Revenue Authority (ZIMRA) tax regulations applicable in Zimbabwe Harare.
1. The Supplier shall ensure that the appointed Marketing Manager possesses a minimum of seven (7) years of progressive marketing experience, a recognized degree in Marketing, Business Administration, or a related discipline, and demonstrable expertise in digital marketing, brand management, and consumer analytics relevant to the Zimbabwean market.
1. All deliverables, including the Marketing Manager's onboarding, shall be completed no later than 01 August 2025. Failure to meet this deadline shall entitle the Buyer to a penalty of 2% of the total Purchase Order value per week of delay, capped at 10%.
1. Payment shall be made via electronic funds transfer (EFT) to the Supplier's designated bank account in Harare within thirty (30) calendar days of receipt of a valid tax invoice. The Buyer reserves the right to withhold payment pending satisfactory completion of all line items.
1. The Marketing Manager shall be subject to a standard Zimbabwean employment contract with a probationary period of six (6) months. The Supplier's liability under this Purchase Order is limited to the recruitment and onboarding phase; ongoing employment terms are governed separately by the Buyer's HR policies.
1. All intellectual property, marketing strategies, consumer data, and brand assets developed by the Marketing Manager during the engagement shall be the sole property of Zimbabwe Harare Business Solutions (Pvt) Ltd.
1. This Purchase Order is subject to the general terms and conditions of the Buyer, which are incorporated by reference. In the event of any dispute, the parties agree to first attempt resolution through mediation in Harare, Zimbabwe, before resorting to the courts of competent jurisdiction.
1. The Supplier warrants that all services provided under this Purchase Order shall be performed in a professional and workmanlike manner, in compliance with all applicable Zimbabwean labor, tax, and data protection laws, including the Data Protection Act [Chapter 11:12].
1. Either party may terminate this Purchase Order with fourteen (14) days' written notice in the event of material breach by the other party, provided that all work completed up to the date of termination shall be paid for at the rates specified herein.
5. DELIVERY AND ACCEPTANCE
Acceptance of the Marketing Manager's onboarding and all associated deliverables shall be confirmed in writing by the Buyer's Human Resources Director within five (5) business days of the completion date. The Buyer shall notify the Supplier in writing of any deficiencies, and the Supplier shall have ten (10) business days to rectify such deficiencies at no additional cost. All physical materials, including the Marketing Manager's workstation equipment and software installations, shall be delivered to the Buyer's premises at 14 Samora Machel Avenue, Harare, Zimbabwe.
6. AUTHORIZED SIGNATORIES
For and on behalf of the Buyer:
Zimbabwe Harare Business Solutions (Pvt) Ltd

Name: ___________________________
Title: Chief Financial Officer
Date: ___________________________
For and on behalf of the Supplier:
Southern Africa Executive Talent (Pvt) Ltd

Name: ___________________________
Title: Managing Director
Date: ___________________________
This Purchase Order (PO No: ZW-HRE-2025-0047) was issued in Zimbabwe Harare and is governed by the laws of the Republic of Zimbabwe. This document is valid only when signed and stamped by both parties. Unauthorized reproduction or distribution is prohibited. For queries, contact the Procurement Department at procurement@zhbs.co.zw or +263 242 700 1234.
