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NATIONAL COUNCIL FOR POPULATION AND DEVELOPMENT
P O Box 48994, 00100, Chancery Building, Valley Road
P O Box 48994, 00100
NAIROBI

Email: ncpdprocurement@ncpd.go.ke

TENDER DOCUMENT FOR CONTINOUS REGISTRATION OF SUPPLIER

Those already registered need not re-apply

NB: For AGPO Registered firms a Valid AGPO Certificate is sufficient

1%t July, 2023- 30" June, 2024

The Director General

National Council for Population & Development
4 Floor Chancery Building

Valley Road

P. O. Box 48994-00100

NAIROBI

Tel. 2711600/2711601, Email ncpdprocurement@ncpd.go.ke
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TENDER NOTICE

The National Council for Population and Development (NCPD) registers
suppliers on a continuous basis under every Financial Year. Suitably
qualified and experienced firms may apply for the tenders as instructed
herein.

Tender documents may be downloaded from the Council’s website:
www.ncpd.go.ke, free of charge.

Completed Tender Documents should be addressed, marked and delivered
to:

The Director General

National Council for Population & Development

4th Floor Chancery Building, Valley Road

P. O. Box 48994-00100

NAIROB]I, Tel. 2711600/2711601,

DIRECTOR GENERAL
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1.2

1.3

1.4

1.5

1.6

1.7

1.8

1.9

REGISTRATION INSTRUCTIONS

Introduction

The National Council for population and Development would like to invite interested candidates who must meet
eligibility and capability criteria as set forth herein for supply and delivery or provision of goods and services to the
Agency.

Registration Objective

The main objective is identifying and updating the list of prospective providers of specified category of goods,
works or services for the period 2020-2022 for the National Council for Population and Development.

Invitation for Registration

Registered firms under the Laws of Kenya are invited to submit their applications to the Director
General, National Council for Population and Development. The prospective Suppliers are required to supply
mandatory requirements for Registration. Failure to comply with this criterion will lead to disqualification.

Experience
Prospective suppliers and contractors are to provide evidence of experience in supply and delivery of category of
items/services applied for.

Registration Document
This document includes questionnaire forms and documents required to be fully completed by prospective suppliers.

In order to be considered for Registration, prospective suppliers must meet all the mandatory registration
requirements and score a minimum of 70 points required for qualification.

Distribution of Registration Documents
Two copies of the completed Registration documents fully paginated and must be strip bound.

Submission and communication should be addressed to:

Director General,

National Council for Population and Development
P. O. Box 48994-00100

NAIROBI

Tel:0202711600

Email:procurement@ncpd-ke.org

Questions Arising from Documents

Questions that may arise from the registration documents should be directed to the Director General, National Council

for population and Development using the email address that has been provided herein. A candidate may seek
clarification on eligibility but not on capability.

Additional Information
The Agency reserves the right to request submission of additional information from prospective bidders.
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2.2
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3.11

3.2
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3.2.2

3.3
331

3.3.2

3.3.3

3.34

BRIEF CONTRACT REGULATIONS/GUIDELINES

Taxes on Imported Materials
The Supplier will have to pay all taxes payable as applicable for all materials to be supplied.

Customs Clearance
The contractors shall be responsible for custom clearance of their imported goods and materials.

Contract Price

The contract shall be of unit price type or cumulative of computed unit price where applicable and quantities
required. Prices quoted should be inclusive of all delivery charges.

Payments
All local purchase orders shall be on credit of a minimum of thirty (30) days or as may be stipulated in the Contract
Agreement.

REGISTRATION /REGISTRATION DATA INSTRUCTIONS

REGISTRATION data forms
The attached questionnaire forms PQ-1, PQ-2, PQ-3, PQ-4, PQ-5, are to be completed by prospective
suppliers/contractors who wish to be registered for submission of tender for the specific categories.

The Registration application forms which are not filled out completely and submitted in the prescribed manner will
not be considered. All the documents that form part of the proposal must be written in English and in ink.

Qualification

It is understood and agreed that the Registration /Registration data on prospective bidders is to be used by the
Agency in determining, according to its sole judgment and discretion, the qualifications of prospective bidders to
perform in respect to the Tender as described by the client.

Prospective bidders will not be considered qualified unless in the judgment of the Agency they possess capability,
experience, qualified personnel available and suitability of equipment and net current assets or working capital
sufficient to satisfactorily execute the contract for goods/services.

Essential Criteria for Registration

Experience: Prospective bidders shall have experience in the supply of goods, services and allied items. The
potential supplier/contractor should show competence, willingness and capacity to service the contract at short
notice.

Past Performance
Past performance will be given due consideration in Registering bidders. Letter of reference and or copies of
order/contracts from past customers should be included in Form PQ-4

Statement
Application must include a sworn statement Form PQ-5 by the Tenderer ensuring the accuracy of the information
given.

Withdrawal of Registration

Should a condition arise between the time the firm is registered and a bid opening date which in the opinion of the
Agency, could substantially change the performance and qualification of the bidder or his ability to perform such as
but not limited to bankruptcy, change in ownership or new commitments, the Agency reserves the right to reject the
tender from such a bidder even though he was initially registered.
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3.3.5  The firm must have a fixed Business Premise and must be registered in Kenya, with Certificate of
Registration/Incorporation, copies of which must be attached. It must also have working email and telephone

line(s). A post- qualification visit will be carried out to confirm the above before Registration Communication is
issued.

3.3.6 The firm must show proof that it has paid all its statutory obligations and have current Tax Compliance Certificate
which is mandatory.

3.4 Registration Criteria

Required Information Form Type
1. Company Registration Documents PQ-1 30 marks
2. Professional Qualification of technical staff eg Artisans (trade test etc) PQ-2 30 marks
3. Completion of Confidential Business Questionnaire PQ-3 10 Marks
4. Past Experience PQ-4 30 Marks

MANDATORY REGISTRATION CRITERIA

All firms must comply with the following mandatory registration criteria in order to qualify for evaluation:
Failure to comply will lead to disqualification

1. Copies of Certificates of Registration/Incorporation

2. Tax Compliance Certificate

4. Valid Single Business Permit

3. Attached copies of Professional Qualification of technical staff eg Artisans (trade test qualification etc)
5. Completion of Confidential Business Questionnaire

6. Completion of the sworn statement



FORM PQ-1 - REGISTRATION APPLICATION FORM

REGISTRATION PARTICULARS OF SUPPLIERS FORM

(Category and Item Description as in the Tender Notice)

Post Office Address

Name of building

Room/Office NO. ..o Floor No. ..o

X 570) 1T 1 T Lo T SRR

Full Name and Title of representative (applicant)

Other branches location

2. Organization & Business Information

Management Personnel ( Contact person and contact addresses)

Directors names and contact addresses

3. Regulatory and Professionalism information

Regulatory Registration (if any) eg Ministry of Transport, Infrastructure, Housing, Urban Development and Public

WWOTKS BTC ..ot
Indicate the firm’s main fields of activities ..............ccoooiiiiiiiiiiii i



(30 Points)

PQ-2 QUALIFICATION AND COMPETENCE OF PERSONNEL

(Attach copies of professional certificates of technical and administrative personnel) eg artisan,
trade testetc............ooeeennns
(30 Points)
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FORM PQ-3 CONFIDENTIAL BUSINESS QUESTIONNAIRE

You are requested to give the particulars indicated in Part | and either Part 2 (a), 2 (b) or 2 (c) whichever applies to your
type of business.

You are advised that it is a serious offence to give false information on this form

Part I- General:

BUSINESS NAIME ...ttt e
Location Of DUSINESS PIEIMISES. ... . vuutnt ettt ettt ettt et et et et et et et e et e et et e et e aee e eae e ananens
PIOtNO. .o Street/Road..........ooooviiiiiiiiii
Postal AdAress. ... cuvneeieiii i Tel. NO..vveiieiiieeee
NAUIE OF DUSINESS. ... vet et
Current Trade License NO........cooiviiiiiiiiiei e Expiring date...................
Maximum value of business which you can handle at any one time: Kshs.....................c.ce.
Name of your bankers. .........c.ooouiiiiiiiiiii e Branch ...............oooeeenil.

Part 2 (a) — Sole Proprietor

Yourname in full..........cooooiiiiiii e Age..oooviiiiiiii
Nationality.........oooveviiiiiiiiinii.. Country of Origin...........cooeoviiiiiiiiiinnn.
*¥Citizenship detailS. .......o.ouiii e

Part 2 (b) Partnership
Given details of partners as follows:
Name Nationality Citizenship Details Shares

Part 2 (c) — Registered Applicant:

Private Or PUDLIC. ....oeii e
State the nominal and issued capital of Applicant-

Nominal K£............ooiiiii,

Issued KE....oooiiii,

Given details of all directors as follows:-

Name Nationality Citizenship Details Shares

*if Kenya Citizen, indicate under “Citizenship Details” whether by Birth, Naturalization or Registration.

(10 Points)
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FORM PQ-4 - PAST EXPERIENCE
NAMES OF THE APPLICANTS CLIENTS IN THE LAST THREE YEARS
NAMES OF OTHER CLIENTS AND VALUES OF CONTRACT/ORDERS

i) Name of Client (OrganiZation) ..........o.eeetintententtett ittt etertereeareareaeaeaeennns

ii) Address of Client (Organization) .............o.euiereneereneeteiat et eteeeteeaeaaaeananennn

iii) Name of Contact Person at the client (organization) ..............c.c.coeveviienen.n

iv) Telephone No. 0f CHENt .....o.oiuini i e
V) Value of CONTIACE ...ttt
vi) Duration of Contract (date) ..........oouiuiiitiii e

(Attach documental evidence of existence of contract)

2. Name of 2nd Client (organization)
i) Name of Client (OrganiZation) ..........o.eeetertententeett ittt eterterteareareaeareaeaneans
ii) Address of Client (0rganization) ............o.eveiirioeirtareiiterteataeaeiieaeeeaeannss
iii) Name of Contact Person at the client (organization) ..............c.c.coeveviienen.e
iv) Telephone No. 0f CHENt .....o.oiuini e
) Value 0f CONTIACE ...ttt
vi) Duration of Contract (date) ...........o.iuiiiriiiiiitit e

(Attach documental evidence of existence of contract)

3. Name of 3 Client (organization)
i) Name of Client (Organization) ............e.ieerinioritetit ettt eeate e eneneanenanns
ii) Address of Client (Organization) ...........c.o.eeiereneereneereeateteteeareeaeeeneananenns
iii) Name of Contact Person at the client (organization) .............c..c.ocoeeenen.e.
iv) Telephone NO. Of CHENT .....o.eniniiiii e
V) Valtue Of CONEIACT .....uninititi et
vi) Duration of Contract (date) ...........o.iuiuiiriririitit e

(Attach documental evidence of existence of contract)

4. O ITS ettt

(30 Points)
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FORM PQ-5 - SWORN STATEMENT

Having studied the Registration information for the above project I/we hereby state:

a. The information furnished in our application is accurate to the best of our knowledge.
b. That in case of being registered 1/we acknowledge that this grants us the right to participate in due time in the
submission of a tender or quotation when invited/requested to do so by the Agency.
C. When the call for Quotations is issued the legal technical or financial conditions or the contractual capacity of
the firm changes we shall notify the Agency and acknowledge your right to review the Registration made.
d. We enclose all the required documents and information required for the Registration evaluation.
e. We confirm that we have not been debarred from participation in Public Procurement.
(D (- T R R R R
Applicant’s Name........oocvvin coeviiiniiiiiiiiieenns Designation ..............c..........
Signature ....................................................................................................

(Full name and designation of the person signing and stamp or seal)

Witness Name .........c.oeeiiiiiiiniiinianininnnn.. Designation..............cecevveninnnn...

Signature
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