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Introduction
1.1  This Standard Tender Document has been preparesdédoy public entities in Kenya

1.2  The following general directions should be obsemieén using the document.
€) Specific details should be furnished in the Inwitatto Tender and in the special conditions
of contract. The final documents to be providedhe tenderers should not have blank
spaces or give options

(b)  The Instructions to Tenderers and the general tondi of contract should remain
unchanged. Any necessary amendments to thesegbatd be made through the special
conditions of contract and the appendix to instans to tenderers.

1.3 (@) Information contained in the Invitation to Tenghall conform to the data and information in
the tender documents to enable potential tendéoedecide whether or not to participate and
shall indicate any important tender requirements.

(b) The Invitation to tender shall be issued asaalvertisement in accordance with the
regulations or a letter of invitation addressedetaderers who have expressed interest following
the invitation for expression of interest for whitte invitation is issued.



SECTION | INVITATION TO TENDER

PERIOD: APRIL 2013 TO MARCH 2014
TENDER REF NO: ADC/5/2013/14

TENDER NAME: SUPPLY OF GENERAL STATIONERY, COMPUTER ACCESSORIE$D
PRINTING WORKS.

1.1  The Agricultural Development Corporation invitesaleel bids from eligible candidates for
supply of General Stationery, Computer Stationey Rrinting works.

1.2 Interested eligible candidates may obtain furth&forimation from and inspect the tender
documents at Procurement Office Agricultural Depetent Corporation, P.O.BOX 47101 FAX
243571 NAIROBI, Development House during normal kitog hours.

1.3 A complete set of tender documents may be obtdiyedterested candidates upon payment of
non-refundable fees dB,000.00 in cash or Bankers cheque payable to ADC Cashi&fa
floor.

1.4  Completed tender documents are to be enclosedain pealed envelopes marked with tender
reference number and be deposited in the TendeaBd&" FLOOR DEVELOPMENT HOUSE
addressed to AGRICULTURAL DEVELOPMENT CORPORATIONOPBOX 47101
NAIROBI so as to be received on or befa8' December 2012 at 10.00 a.m.

1.5 Tenders will be required to deposit a Bid Bond di% of the total quoted price in form of
bankers cheque or letter of guarantee from a rbfmutaank or insurance. Quote your Receipt
Number as provided.

1.6  Prices quoted should be net inclusive of all taxed delivery must be in Kenya Shillings and
shall remain valid for (120) days from the closdage of the tender.

1.7  Tenders will be opened immediately thereafter enpghesence of the Candidates or their
representatives who choose to attend at (AGRICULAUREVELOPMENT
CORPORATION, 16" FLOOR BOARD ROOM
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Eligible Tenderers

This Invitation for Tenders is open to all tendsretigible as described in the Invitation to
Tender. Successful tenderers shall complete thelysop goods by the intended completion date
specified in the Schedule of Requirements Sectibn V

The procuring entity’'s employees, committee membésard members and their relative
(spouse and children) are not eligible to partigpa the tender.

Tenderers shall provide the qualification inforroatistatement that the tenderer (including all
members of a joint venture and subcontractorsptsassociated, or have been associated in the
past, directly or indirectly, with a firm or any @ affiliates which have been engaged by the
Procuring entity to provide consulting services tiog preparation of the design, specifications,
and other documents to be used for the procuremietite goods under this Invitation for
tenders.

Tenderers shall not be under a declaration ofgitlity for corrupt and fraudulent practices.
Eligible Goods

All goods to be supplied under the contract shadlehtheir origin in eligible source countries.

For purposes of this clause, “origin” means thec@lavhere the goods are mined, grown, or
produced. Goods are produced when, through matwiiag, processing, or substantial and
major assembly of components, a commercially-reizeghproduct results that is substantially
different in basic characteristics or in purposeatdity from its components

The origin of goods is distinct from the nationalif the tenderer.

Cost of Tendering

The Tenderer shall bear all costs associated Wehpteparation and submission of its tender,
and the procuring entity, will in no case be resiole or liable for those costs, regardless of the

conduct or outcome of the tendering process.

All firms found capable of performing the contratisfactorily in accordance with the set
prequalification criteria shall be prequalified.

The Tender Document
The tender document comprises the documents listémlv and addenda issued in accordance

with clause 2.6 of these instructions to Tenderers
0] Invitation to Tender



24.2

2.5

251
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2.6

26.1

2.6.2

2.6.3

(i) Instructions to tenderers

(iif)  General Conditions of Contract

(iv)  Special Conditions of Contract

(v) Schedule of requirements

(vi)  Technical Specifications

(vi)  Tender Form and Price Schedules
(viii) Tender Security Form

(ix)  Contract Form

(x) Performance Security Form

(xi)  Bank Guarantee for Advance Payment Form
(xii)  Manufacturer’s Authorization Form
(xiii)  Confidential Business Questionnaire

The Tenderer is expected to examine all instrustidarms, terms, and specifications in the
tender documents. Failure to furnish all informatirequired by the tender documents or to
submit a tender not substantially responsive totéheler documents in every respect will be at
the tenderers risk and may result in the rejeatioits tender.

Clarification of Documents

A prospective tenderer requiring any claaificn of the tender
Document may notify the Procuring entity in writingby post at the
entity’s address indicated in the Invitation to @en The Procuring
entity will respond in writing to any request fdaxfication of the
tender documents, which it receives not later gewen (7) days
prior to the deadline for the submission of tendprsscribed by the
procuring entity. Written copies of the Procurgmgities response
(including an explanation of the query but withaéntifying the
source of inquiry) will be sent to all prospectieaderers that have
received the tender document.

The procuring entity shall reply to any clarifieais sought by the tenderer within 3 days of
receiving the request to enable the tenderer tcertiadely submission of its tender.

Amendment of Documents

At any time prior to the deadline for submissionteiders, the Procuring entity, for any reason,
whether at its own initiative or in response tdaxification requested by a prospective tenderer,
may modify the tender documents by amendment.

All prospective candidates that have received @redér documents will be notified of the
amendment in writing or by post and will be bindmgthem.

In order to allow prospective tenderers reasongibie in which to take the amendment into
account in preparing their tenders, the Procurimgye at its discretion, may extend the deadline
for the submission of tenders.



2.7 Language of Tender

2.7.1 The tender prepared by the tenderer, as well a®akspondence and documents relating to the
tender exchange by the tenderer and the Procunitity,eshall be written in English language,
provided that any printed literature furnished bg tenderer may be written in another language
provided they are accompanied by an accurate Engisslation of the relevant passages in
which case, for purposes of interpretation of greder, the English translation shall govern.

2.8 Documents Comprising of Tender

2.8.1 The tender prepared by the tenderers shall comipréstollowing components

(@8 a Tender Form and a Price Schedule completed or@acce with paragraph 2.9,
2.10 and 2.11 below

(b)  documentary evidence established in accordance patiagraph 2.1 that the
tenderer is eligible to tender and is qualifiegpésform the contract if its tender is
accepted;

(c) documentary evidence established in accordance patiagraph 2.2 that the
goods and ancillary services to be supplied bytehderer are eligible goods and
services and conform to the tender documents; and

(d)  tender security furnished in accordance with paalgr2.14

2.9  Tender Forms

2.9.1 The tenderer shall complete the Tender Form andpbpeopriate Price Schedule furnished in the
tender documents, indicating the goods to be segpk brief description of the goods, their
country of origin, quantity, and prices.

2.10 Tender Prices

2.10.1 The tenderer shall indicate on the appropriateePHchedule the unit prices and total tender
price of the goods it proposes to supply underctrgract

2.10.2 Prices indicated on the Price Schedule shall ireclaldl costs including taxes, insurances and
delivery to the premises of the entity.

2.10.3 Prices quoted by the tenderer shall be fixed dutiegTender’s performance of the contract and
not subject to variation on any account. A tenddmsitted with an adjustable price quotation
will be treated as non-responsive and will be tejgcpursuant to paragraph 2.22

2.10.4 The validity period of the tender shall be 60 digsn the date of opening of the tender.

2.11 Tender Currencies

2.11.1 Prices shall be quoted in Kenya Shillings unledsemtise specified in the Appendix to
Instructions to Tenderers.



2.12 Tenderers Eligibility and Qualifications

2.12.1 Pursuant to paragraph 2.1. The tendererfshaish, as part of its tender, documents estabig
the tenderers eligibility to tender and its qualtions to perform the contract if its tender isegted.

2.12.2The documentary evidence of the tenderegibiily to tender shall establish to the Procuring
entity’s satisfaction that the tenderer, at theetiof submission of its tender, is from an eligible
source country as defined under paragraph 2.1

2.12.3The documentary evidence of the tendererkfigaaons to perform the contract if its tender i
accepted shall be established to the Procurintyensiatisfaction;

€)) that, in the case of a tenderer offering to supgpdpds under the contract which the
tenderer did not manufacture or otherwise prodtieetenderer has been duly authorized
by the goods’ Manufacturer or producer to suppéy tfoods.

(b)  that the tenderer has the financial, technical, pratiuction capability necessary to
perform the contract;

(c) that, in the case of a tenderer not doing busingbsn Kenya, the tenderer is or will be
(if awarded the contract) represented by an Agerdanya equipped, and able to carry
out the Tenderer's maintenance, repair, and spats-ptocking obligations prescribed in
the Conditions of Contract and/or Technical Speatfons.

2.13 Goods Eligibility and Conformity to Tender Documents

2.13.1 Pursuant to paragraph 2.2 of this section, the eimdshall furnish, as part of its tender
documents establishing the eligibility and confdgnmo the tender documents of all goods which
the tenderer proposes to supply under the contract

2.13.2 The documentary evidence of the eligibility of g@ods shall consist of a statement in the Price
Schedule of the country of origin of the goods aadvices offered which shall be confirmed by
a certificate of origin issued at the time of shgmn

2.13.3 The documentary evidence of conformity of the gotmthe tender documents may be in the
form of literature, drawings, and data, and shafisist of:

(@) a detailed description of the essential technical performance characteristic of the
goods;

(b)  alist giving full particulars, including availab&ource and current prices of spare parts,
special tools, etc., necessary for the proper amtirauing functioning of the goods for a
period of two (2) years, following commencementtbé use of the goods by the
Procuring entity; and

(c) a clause-by-clause commentary on the ProcuringtyentiTechnical Specifications
demonstrating substantial responsiveness of thdsyand service to those specifications,
or a statement of deviations and exceptions to pghevisions of the Technical
Specifications.

2.13.4 For purposes of the documentary evidence to bestued pursuant to paragraph 2.13.3(c) above,
the tenderer shall note that standards for workiignsnaterial, and equipment, as well as
references to brand names or catalogue numbergndésd by the Procurement entity in its
Technical Specifications, are intended to be dpsed only and not restrictive. The tenderer
may substitute alternative standards, brand namwed/or catalogue numbers in its tender,

8



provided that it demonstrates to the Procuremetitlyensatisfaction that the substitutions ensure
substantial equivalence to those designated ifi¢lclnical Specifications.

2.14 Tender Security

2.14.1 The tenderer shall furnish, as part of its tendeender security for the amount specified in the
Appendix to Invitation to Tenderers.

2.14.2 The tender security shall be in the amount of p&i5cent of the tender price.

2.14.3 The tender security is required to protect the &ag entity against the risk of Tenderer's
conduct which would warrant the security’s forfegupursuant to paragraph 2.14.7

2.14.4 The tender security shall be denominated in Kenlydif®s or in another freely convertible
currency, and shall be in the form of a bank gumeor a bank draft issued by a reputable bank
located in Kenya or abroad, or a guarantee issyerbputable insurance company in the form
provided in the tender documents or another foroepi@able to the Procuring entity and valid for
thirty (30) days beyond the validity of the tender.

2.14.5 Any tender not secured in accordance with paragfaph.1 and 2.14.3 will be rejected by the
Procuring entity as non responsive, pursuant tagraph 2.22

2.14.6 Unsuccessful Tenderer’'s tender security will becltisged or returned as promptly as possible
as but not later than thirty (30) days after theietion of the period of tender validity
prescribed by the Procuring entity.

2.14.7 The successful Tenderer's tender security will lcidhrged upon the tenderer signing the
contract, pursuant to paragraph 2.27 and furnistivg performance security, pursuant to
paragraph 2.28

2.14.8 The tender security may be forfeited:

(@) if a tenderer withdraws its tender during the petrad tender validity specified by the
procuring entity on the Tender Form; or
(b) in the case of a successful tenderer, if the tendails:
(1) to sign the contract in accordance with paragragid 2
or
(i) to furnish performance security in accordance wahagraph 2.28

2.15 Validity of Tenders

2.15.1 Tenders shall remain valid for 120 days or as $igekcin the Invitation to tender after the date of
tender opening prescribed by the Procuring entitysuant to paragraph 2.18. A tender valid for
a shorter period shall be rejected by the Procueimtgy as non responsive.

2.15.2 In exceptional circumstances, the Procuring entityy solicit the Tenderer’'s consent to an
extension of the period of validity. The request dhe responses thereto shall be made in
writing. The tender security provided under paapbr2.14 shall also be suitably extended. A

9



tenderer may refuse the request without forfeiiitsgtender security. A tenderer granting the
request will not be required nor permitted to mypdi$ tender.

2.16 Format and Signing of Tender

2.16.1 The Procuring entity shall prepare two copies ef tdnder, clearly marking each “ORIGINAL
TENDER” and “COPY OF TENDER,” as appropriate. I tevent of any discrepancy between
them, the original shall govern.

2.16.2 The original and all copies of the tender shalltygged or written in indelible ink and shall be
signed by the tenderer or a person or personsailuhorized to bind the tenderer to the contract.
The latter authorization shall be indicated by terit power-of-attorney accompanying the
tender. All pages of the tender, except for unraaed printed literature, shall be initialed by the
person or persons signing the tender.

2.16.3 The tender shall have no interlineations, erasuesverwriting except as necessary to correct
errors made by the tenderer, in which case sudedayns shall be initialed by the person or
persons signing the tender.

2.17 Sealing and Marking of Tenders

2.17.1 The Tenderer shall seal the original and each adpthe tender in separate envelopes, duly
marking the envelopes as “ORIGINAL” and “COPY.” Thavelopes shall then be sealed in an
outer envelope.

2.17.2 The inner and outer envelopes shall:
@) Be addressed to the Procuring entity at theesddgiven in the Invitation to Tender:

(b) Bear, tender number and name in the InvitatmnTenders and the words, “DO NOT
OPEN BEFORE,"”18™ December 2012 AT 10.00 A)M.

2.17.3 The inner envelopes shall also indicate the nardeaddress of the tenderer to enable the tender
to be returned unopened in case it is declared™lat

2.17.4If the outer envelope is not sealed and markecequined by paragraph 2.17.2, the Procuring
entity will assume no responsibility for the teridenisplacement or premature opening.

2.18 Deadline for Submission of Tenders

2.18.1 Tenders must be received by the Procuring entitheataddress specified under paragraph 2.17.2
no later than18™ December 2012 AT 10.00 A.M)

2.18.2 The Procuring entity may, at its discretion, extémd deadline for the submission of tenders by
amending the tender documents in accordance witgpgph 2.6, in which case all rights and
obligations of the Procuring entity and candidapesviously subject to the deadline will
therefore be subject to the deadline as extended

10



2.19 Modification and Withdrawal of Tenders

2.19.1 The tenderer may modify or withdraw its tender raftee tender’s submission, provided that
written notice of the modification, including suibstion or withdrawal of the tenders, is received
by the Procuring Entity prior to the deadline préssd for submission of tenders.

2.19.2 The Tenderer's modification or withdrawal noticeabhbe prepared, sealed, marked, and
dispatched in accordance with the provisions oagaaph 2.17. A withdrawal notice may also
be sent by cable, telex but followed by a signedfiomation copy, postmarked not later than the
deadline for submission of tenders.

2.19.3 No tender may be modified after the deadline fdamsigsion of tenders.

2.19.4 No tender may be withdrawn in the interval betwd#endeadline for submission of tenders and
the expiration of the period of tender validity siied by the tenderer on the Tender Form.
Withdrawal of a tender during this interval mayulésn the Tenderer’s forfeiture of its tender
security, pursuant to paragraph 2.14.7

2.19.5 The procuring entity may at any time terminate prement proceedings before contract award
and shall not be liable to any person for the teation.

2.19.6 The procuring entity shall give prompt notice o tiermination to the tenderers and on request
give its reasons for termination within 14 daysefeiving the request from any tenderer.

2.20 Opening of Tenders
2.20.1 The Procuring entity will open all tenders in theegence of tenderers’ representatives who

choose to attend, at 10.08.M, 18" December 2012at ADC Boardroom 10 floor
Development House.

The tenderers’ representatives who are preseritsgala register evidencing their attendance.

2.20.2 The tenderers’ names, tender modifications or wétwals, tender prices, discounts and the
presence or absence of requisite tender securitysach other details as the Procuring entity, at
its discretion, may consider appropriate, will d@a@unced at the opening.

2.20.3 The Procuring entity will prepare minutes of theder opening.

2.21 Clarification of Tenders

2.21.1 To assist in the examination, evaluation and comparof tenders the Procuring entity may, at
its discretion, ask the tenderer for a clarificatwf its tender. The request for clarification and
the response shall be in writing, and no changhenprices or substance of the tender shall be
sought, offered, or permitted.

2.21.2 Any effort by the tenderer to influence the Praegrentity in the Procuring entity’s tender

evaluation, tender comparison or contract awardsets may result in the rejection of the
tenderers’ tender.
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2.22  Preliminary Examination

2.22.1 The Procuring entity will examine the tenders ttedmine whether they are complete, whether
any computational errors have been made, whetlopriresl sureties have been furnished,
whether the documents have been properly signadi,wdrether the tenders are generally in
order.

2.22.2 Arithmetical errors will be rectified on the follomg basis. If there is a discrepancy between the
unit price and the total price that is obtainednimitiplying the unit price and quantify, the unit
price shall prevail, and the total price shall loerected. If the candidate does not accept the
correction of the errors, its tender will be regef;tand its tender security forfeited. If therais
discrepancy between words and figures the amounbids will prevail

2.22.3 The Procuring entity may waive any minor informaldr non-conformity or irregularity in a
tender which does not constitute a material devagprovided such waiver does not prejudice or
affect the relative ranking of any tenderer.

2.22.4 Prior to the detailed evaluation, pursuant to paaply 2.23 the Procuring entity will determine
the substantial responsiveness of each tenderetéetider documents. For purposes of these
paragraphs, a substantially responsive tender & wich conforms to all the terms and
conditions of the tender documents without matedaliations. The Procuring entity’s
determination of a tender’s responsiveness is ttdsed on the contents of the tender itself
without recourse to extrinsic evidence.

2.22.51f a tender is not substantially responsive, it Wwé rejected by the Procuring entity and may not
subsequently be made responsive by the tendemsrigction of the non conformity.

2.23 Conversion to Single Currency

2.23.1 Where other currencies are used, the procurindgyewill convert these currencies to Kenya
Shillings using the selling exchange rate on thie dé tender closing provided by the Central
Bank of Kenya.

2.24 Evaluation and Comparison of Tenders

2.24.1 The Procuring entity will evaluate and compare tdreders which have been determined to be
substantially responsive, pursuant to paragraph 2.2

2.24.2 The tender evaluation committee shall evaluatetehder within 30 days of the validity period
from the date of opening the tender.

2.24.3 A tenderer who gives false information in the tendecument about its qualification or who

refuses to enter into a contract after notificatmihcontract award shall be considered for
debarment from participating in future public proement.

2.24 .4 Preference

2.24.5 Preference where allowed in the evaluation of temdkall not exceed 15%

12



2.25 Contacting the Procuring entity

2.25.1 Subject to paragraph 2.21 no tenderer shall cotitadProcuring entity on any matter related to
its tender, from the time of the tender openinth®time the contract is awarded.

2.25.2 Any effort by a tenderer to influence the Procuremdity in its decisions on tender, evaluation,
tender comparison, or contract award may resuhlierrejection of the Tenderer’s tender.

2.26 Award of Contract

2.26.1 In the absence of pre-qualification, the Procuengty will determine to its satisfaction whether
the tenderer that is selected as having submittedldwest evaluated responsive tender is
qualified to perform the contract satisfactorily.

2.26.2 The determination will take into account the temdefinancial, technical, and production
capabilities. It will be based upon an examinatibthe documentary evidence of the tenderers
qualifications submitted by the tenderer, pursuanparagraph 2.12.3 as well as such other
information as the Procuring entity deems necessiadlyappropriate.

2.26.3 An affirmative determination will be a prerequisfte award of the contract to the tenderer. A
negative determination will result in rejection tife Tenderer’s tender, in which event the
Procuring entity will proceed to the next lowesaknated tender to make a similar determination
of that Tenderer’s capabilities to perform satisfety.

(b)  Award Criteria

2.26.4 The Procuring entity will award the contract te successful tenderer(s) whose tender has been
determined to be substantially responsive and leas lletermined to be the lowest evaluated
tender, provided further that the tenderer is deiteed to be qualified to perform the contract
satisfactorily.

(c) Procuring entity’s Right to Vary quantities
2.26.5 The Procuring entity reserves the right at thestwh contract award to increase or decrease the

guantity of goods originally specified in the Schkedof requirements without any change in unit
price or other terms and conditions

(d) Procuring entity’s Right to accept or Reject any orAll Tenders

2.26.6 The Procuring entity reserves the right to acoepeject any tender, and to annul the tendering
process and reject all tenders at any time priaotttract award, without thereby incurring any
liability to the affected tenderer or tenderersany obligation to inform the affected tenderer or
tenderers of the grounds for the Procuring entiégson

13



2.27 Notification of Award

2.27.1 Prior to the expiration of the period of tenderidi#y, the Procuring entity will notify the
successful tenderer in writing that its tender Ieesn accepted.

2.27.2 The notification of award will constitute the foation of the Contract but will have to wait
until the contract is finally signed by both pastie

2.27.3 Upon the successful Tenderer’s furnishing of th&gpmance security pursuant to paragraph
2.28, the Procuring entity will promptly notify daansuccessful Tenderer and will discharge its
tender security, pursuant to paragraph 2.14

2.28 Signing of Contract

2.28.1 At the same time as the Procuring entity notifies successful tenderer that its tender has been
accepted, the Procuring entity will send the teedéne Contract Form provided in the tender
documents, incorporating all agreements betweepdhees.

2.28.2 The parties to the contract shall have it signethiwi30 days from the date of notification of
contract award unless thee is an administrativieeverequest.

2.28.3 Within thirty (30) days of receipt of the Contrdedrm, the successful tenderer shall sign and
date the contract and return it to the Procuringyen

2.29 Performance Security

2.29.1 Within Thirty (30) days of the receipt of notifieat of award from the Procuring entity, the
successful tenderer shall furnish the performaroargy in accordance with the Conditions of
Contract, in the Performance Security Form providetthe tender documents, or in another form
acceptable to the Procuring entity.

2.29.2 Failure of the successful tenderer to comply witle requirements of paragraph 2.27 or
paragraph 2.28 shall constitute sufficient groufalghe annulment of the award and forfeiture
of the tender security, in which event the Proayentity may make the award to the next lowest
evaluated Candidate or call for new tenders

2.30 Corrupt or Fraudulent Practices

2.30.1 The Procuring entity requires that tenderers oleséine highest standard of ethics during the
procurement process and execution of contracts wismd in the present regulations, the
following terms are defined as follows;

0] “corrupt practice” means the offering, giving, reteg, or soliciting of any thing of
value to influence the action of a public officialthe procurement process or in contract
execution; and

(i) “fraudulent practice” means a misrepresentation fafts in order to influence a

procurement process or the execution of a contadhe detriment of the Procuring
entity, and includes collusive practice among teade(prior to or after tender
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submission) designed to establish tender pricestifitial non-competitive levels and to
deprive the Procuring entity of the benefits okfeend open competition;

2.30.2 The procuring entity will reject a proposal for adaif it determines that the tenderer
recommended for award has engaged in corrupt addélant practices in competing for the
contract in question.

2.30.3 Further a tenderer who is found to have indulgedarrupt or fraudulent practices risks being
debarred from participating in public procuremenKenya.

Appendix to Instructions to Tenderers

Notes on the Appendix to the Instruction to Tenderes

1. The Appendix to instructions to tenderers is ineghdo assist the procuring entity in providing
specific information in relation to the correspamgliclause in the instructions to Tenderers included
in Section Il and has to be prepared for each §pgrbcurement.

2. The procuring entity should specify in the appenidiformation and requirements specific to the
circumstances of the procuring entity, the goodsa@rocured and the tender evaluation criteria. tha
will apply to the tenders.

3. In preparing the Appendix the following aspectswgtidoe taken into consideration;

a. The information that specifies and complements igiomns of Section Il to be incorporated

b. Amendments and/or supplements if any, to provisi@inSection Il as necessitated by the
circumstances of the goods to be procured to leit®rporated

4. Section Il should remain unchanged and can ongrbended through the Appendix.

5. Clauses to be included in this part must be cosrsiswith the public procurement law
and the regulations.
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Appendix to Instructions to Tenderers

The following information regarding the particulan§ the tender shall complement supplement or
amend the provisions of the instructions to tender&Vherever there is a conflict between the wioni

of the instructions to tenderers and the provisiointhe appendix, the provisions of the appendreine
shall prevail over those of the instructions todeners

INSTRUCTIONS TO TENDERERS PARTICULARS OF APPENDIX TO
REFERENCE INSTRUCTIONS TO TENDERS
2.1.1 Duly registered, certified by KRA for tax

compliance and not barred by the
government or any of its regulatory

agencies.
2.14.1 1.5% of total tender price
2.18.1 Closing 18" DECEMBER
2012.
SECTION Il - GENERAL CONDITIONS OF CONTRACT

3.1 Definitions
3.1.1 In this Contract, the following terms shall be npieted as indicated:-
@) “The Contract” means the agreement entered intowd®t the Procuring entity and the
tenderer, as recorded in the Contract Form signedthe parties, including all
attachments and appendices thereto and all docarmaatrporated by reference therein.

(b)  “The Contract Price” means the price payable totémelerer under the Contract for the
full and proper performance of its contractual gations

(c) “The Goods” means all of the equipment, machinand/or other materials, which the
tenderer is required to supply to the Procuringiennhder the Contract.

(d)  “The Procuring entity” means the organization pasihg the Goods under this Contract.
(e)  “The Tenderer means the individual or firm supplyithe Goods under this Contract.
3.2 Application

3.2.1 These General Conditions shall apply in all Congranade by the Procuring entity for the
procurement installation and commissioning of emeépt
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3.3

3.3.1

3.3.2

3.4

3.4.1

3.5

3.5.1

3.5.2

3.5.3

3.6

3.6.1

3.7

3.7.1

3.7.2

3.7.3

3.7.4

Country of Origin

For purposes of this clause, “Origin” means the@lahere the Goods were mined, grown or
produced.

The origin of Goods and Services is distinct fréra hationality of the tenderer.
Standards

The Goods supplied under this Contract shall confeo the standards mentioned in the
Technical Specifications.

Use of Contract Documents and Information

The tenderer shall not, without the Procuring gistiprior written consent, disclose the Contract,
or any provision therefore, or any specificatiolgnp drawing, pattern, sample, or information
furnished by or on behalf of the Procuring entityconnection therewith, to any person other
than a person employed by the tenderer in the pedioce of the Contract.

The tenderer shall not, without the Procuring gigtiprior written consent, make use of any
document or information enumerated in paragrapH &bove

Any document, other than the Contract itself, ematgel in paragraph 3.5.1 shall remain the
property of the Procuring entity and shall be ne#ar (all copies) to the Procuring entity on
completion of the Tenderer’'s performance underQoatract if so required by the Procuring
entity

Patent Rights

The tenderer shall indemnify the Procuring entigjaiast all third-party claims of infringement
of patent, trademark, or industrial design rightsiag from use of the Goods or any part thereof
in the Procuring entity’s country

Performance Security

Within thirty (30) days of receipt of the notifican of Contract award, the successful tenderer
shall furnish to the Procuring entity the performmarsecurity in the amount specified in Special
Conditions of Contract.

The proceeds of the performance security shall bgalpe to the Procuring entity as
compensation for any loss resulting from the Teaderfailure to complete its obligations under
the Contract.

The performance security shall be denominated énctirrency of the Contract, or in a freely
convertible currency acceptable to the Procuringtyemnd shall be in the form of a bank
guarantee or an irrevocable letter of credit issbgda reputable bank located in Kenya or
abroad, acceptable to the Procuring entity, irfohe provided in the tender documents.

The performance security will be discharged by Brecuring entity and returned to the
Candidate not later than thirty (30) days followitige date of completion of the Tenderer’s
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3.8

3.8.1

3.8.2

3.8.3

3.8.4

3.8.5

3.9

3.9.1

3.9.2

3.10

performance obligations under the Contract, inclgdany warranty obligations, under the
Contract

Inspection and Tests

The Procuring entity or its representative shallehthe right to inspect and/or to test the goods
to confirm their conformity to the Contract specdiions. The Procuring entity shall notify the
tenderer in writing in a timely manner, of the itdgnof any representatives retained for these
purposes.

The inspections and tests may be conducted in ttemipes of the tenderer or its
subcontractor(s), at point of delivery, and/orte Goods’ final destination If conducted on the
premises of the tenderer or its subcontractor(sjeasonable facilities and assistance, including
access to drawings and production data, shall beshed to the inspectors at no charge to the
Procuring entity.

Should any inspected or tested goods fail to confar the Specifications, the Procuring entity
may reject the equipment, and the tenderer shikkrereplace the rejected equipment or make
alterations necessary to make specification remergs free of costs to the Procuring entity.

The Procuring entity’s right to inspect, test anteve necessary, reject the goods after the
Goods’ arrival shall in no way be limited or waivdéy reason of the equipment having
previously been inspected, tested and passed rdweiring entity or its representative prior to
the equipment delivery.

Nothing in paragraph 3.8 shall in any way reledse tenderer from any warranty or other
obligations under this Contract.

Packing

The tenderer shall provide such packing of the Gaaxlis required to prevent their damage or
deterioration during transit to their final destina, as indicated in the Contract.

The packing, marking, and documentation within antside the packages shall comply strictly
with such special requirements as shall be exprgsslided for in the Contract

Delivery and Documents

3.10.1 Delivery of the Goods shall be made by the tenderexccordance with the terms specified by

3.11

Procuring entity in its Schedule of Requirementd tre Special Conditions of Contract

Insurance

3.11.1 The Goods supplied under the Contract shall bg m#lured against loss or damage incidental to

3.12

manufacturer or acquisition, transportation, sterand delivery in the manner specified in the
Special conditions of contract.

Payment
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3.12.1 The method and conditions of payment to be madbadenderer under this Contract shall be
specified in Special Conditions of Contract

3.12.2 Payments shall be made promptly by the Procurinityeas specified in the contract.

NB -Our credit terms is 90 day please state yours.

3.13 Prices

3.13.1 Prices charged by the tenderer for goods delivaretiservices performed under the Contract
shall not, with the exception of any price adjusttseauthorized in Special Conditions of
Contract, vary from the prices by the tenderetsniender.

3.13.2 Contract price variations shall not be alloweddontracts not exceeding one year (12 months)

3.13.3 Where contract price variation is allowed, the a@oin shall not exceed 10% of the original
contract price.

3.13.4 Price variation request shall be processed by itheuping entity within 30 days of receiving the
request.

3.14. Assignment

3.14.1 The tenderer shall not assign, in whole or in petpbligations to perform under this Contract,
except with the Procuring entity’s prior writtennsent

3.15 Subcontracts

3.15.1 The tenderer shall notify the Procuring entity intiwg of all subcontracts awarded under this
Contract if not already specified in the tendeuctsnotification, in the original tender or later,
shall not relieve the tenderer from any liabilityabligation under the Contract

3.16 Termination for default

3.16.1 The Procuring entity may, without prejudice to asther remedy for breach of Contract, by
written notice of default sent to the tenderemii@ate this Contract in whole or in part

@ if the tenderer fails to deliver any or all of theods within the period(s) specified in
the Contract, or within any extension thereof gedrity the Procuring entity

(b) if the tenderer fails to perform any other obliga(s) under the Contract

(c) if the tenderer, in the judgment of the Procurimgitg has engaged in corrupt or
fraudulent practices in competing for or in exeegtihe Contract
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3.16.2

3.17

3.17.1.

3.18

3.18.1

3.18.2

3.19

3.19.1

3.20

3.20.1

In the event the Procuring entity terminates thet€wt in whole or in part, it may procure,
upon such terms and in such manner as it deem@pgie, equipment similar to those
undelivered, and the tenderer shall be liable ¢oRtocuring entity for any excess costs for such
similar goods.

Liguidated Damages
If the tenderer fails to deliver any or all of tgeods within the period(s) specified in the
contract, the procuring entity shall, without pije to its other remedies under the contract,
deduct from the contract prices liquidated dameages equivalent to 0.5% of the delivered

price of the delayed items up to a maximum dednaiol0% of the delayed goods. After this
the tenderer may consider termination of the cahtra

Resolution of Disputes

The procuring entity and the tenderer shall maleryeeffort to resolve and dispute amicably by
direct informal negotiation.

If, after thirty (30) days from the commencementsoth informal negotiations both parties

have been unable to resolve amicably a contraptiths either party may require adjudication in
an agreed national or international forum, anaitarnational arbitration.

Language and Law

The language of the contract and the law goverthegcontract shall be English language and
the Laws of Kenya respectively unless otherwiseedta

Force Majeure
The tenderer shall not be liable for forfeiture itsf performance security or termination for

default if and to the extent that it's delay in foemance or other failure to perform its
obligations under the Contract is the result oéaent of Force Majeure.
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SECTION IV - SPECIAL CONDITIONS OF CONTRACT

Notes on Special Conditions of Contract

The clauses in this section are intended to as#iséstprocuring entity in providing contract-specific
information in relation to corresponding clausethia General Conditions of Contract.

The provisions of Section IV complement the Gen@ahditions of Contract included in Section I,
specifying contractual requirements linked to tpecsal circumstances of the procuring entity arel th
goods being procured. In preparing Section IV ftlewing aspects should be taken into consideratio

(b) Information that complement provisions of Sectibnmust be incorporated and
(b)  Amendments and/or supplements to provisions of i@ectll, as necessitated by the
circumstances of the goods being procured mustiesncorporated.

Note
MANDATORY TENDER REQUIREMENTS .

The tenderer must provide the following informataomd copies of the following documents among
other requirements in the tender document.

I. Bid Bond 1.5% of the tender price

ii. Duly filled confidential Business questionnaireicating physical and postal address
iii. Certificate of incorporation/registration

iv. Trade license from Recognized Council.

V. KRA Tax certificate PIN, VAT, and Tax compliancertiiécate

Vi. 3 years audited accounts from 2009

Vii. Name of the bank and bank statement for three nsonth

viii.  List of 3 clients for which similar services haween undertaken and their LPOS
IX. Letter of recommendations from 3 clients
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SECTION IV -SPECIAL CONDITIONS OF CONTRACT

4.1. Special Conditions of Contract shall suppletntiee General Conditions of Contract. Whenever
there is a conflict, between the GCC and the SG€ptovisions of the SCC herein shall prevail

over these in the GCC.

42. Special conditions of contract as relates ¢0GICC

REFERENCE OF GCC SPECIAL CONDITIONS OF CONTRACT
3.7.1 1.5%
3.12.1 As per contract agreement
3.18.1 As per contract agreement
SECTION V - TECHNICAL SPECIFICATIONS

51 General

5.1.1 These specifications describe the requirementgydods.

Tenderers are requested to submit

with their offers the detailed specifications, diags, catalogues, etc for the products they intend

to supply

5.1.2 Tenderers must indicate on the specifications shgbether the equipment offered comply with

each specified requirement.

5.1.3 All the dimensions and capacities of the equipmernte supplied shall not be less than those

required in these specifications.

Deviations freime basic requirements, if any shall be

explained in detail in writing with the offer, wiupporting data such as calculation sheets, etc.
The procuring entity reserves the right to rejéet products, if such deviations shall be found
critical to the use and operation of the products.

5.1.4 The tenderers are requested to present informalamyg with their offers as follows:

0] Shortest possible delivery period of each product

(i) Information on proper representative and/or worlstoo back-up service/repair and

maintenance including their names and addresses.
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PRICE SCHEDULE

PARTICULARS
STATIONERIES

PRINTING WORKS

NO. | ITEM DESCRIPTION QUANTITY UNIT TOTAL
PRICE

1 ADC Letter Heads Bond 80 Reams
2 ADC Letter Heads Conqueror 5 Reams
3 ADC Remittance Advice 200 bks
4 ADC Receipt books 100 bks
5 Bin Cards 5,000 Pgs
6 Beef Breeding Cards 2,000 Rcs
7 Cash Sale Books 500 bks
8 Cash Book 50 bks
9 Daily Work Ticket 100 Dbks
10 Delivery Notes 1000 Pg¢s
11 Envelopes 4 x6 10,000 Bcs
12 Envelopes 6x9 6000 Pcs
13 Envelopes B4 6,000 Pcs
14 Envelopes C3 2,000 Rcs
15 Fuel Local Purchase Order 50 bks
16 Goods Receiving Notes 300 bks
17 Harvesting Store Ledgers 200  bks
18 Invoice Books 300 Dbks
19 Lands Ltd Remittance advice 100  Dbks
20 Larger Muster Roll 50 bks
21 Livestock breeding cards 2000 pcs
22 Livestock proceeding cards 2000 pcs
23 Petty Cash Vouchers 300 Dbks
24 Proceeding Cards 1000 pcs
25 Produce Delivery Notes 300 bks
26 Produce Stores Ledgers 300 pks
27 Stores Requisition Notes 1000 bks
28 Stores ledger books 300 bks
29 Asset register cards 3000 pcs
NB:-

« PREPARE TO VIEW THE SAMPLES OF THE BOOKS IN OUR SRES.
* ALL THE PRINTING WORK WILL BE AS PER THE SAMPLE.
« THE PAPER QUOTED SHOULD BE NCR.




SUPPLY OF GENERAL STATIONERIES

NO. |ITEM DESCRIPTION QUANTITY UNIT PRICE TOTAL
1 Antivirus Kaspersky 3 user 24 Pcs
2 Biro Pens branded 1,000pcs
3 Biro Pen unbranded 1500 pcs
4 Box Files 1,000Pcs
5 Carbon Papers — Black & Blue 50 pkts
6 Clear File 500 Pcs
7 Clear Tape 20 Pcs
8 Counter Books 2 quire 300 Pcs
9 Desk Ruler 24 Pcs
10 Envelopes Pay slips 3,500 Pcs
11 Field Muster Roll 2 quire A4 size 200 Pcs
12 Glue Stick Pritt 40 gms 288 Pcs
13 Highlighter 72 Pcs
14 Letter Delivery Books 2 quire 12 Pcs
15 Marker pen pelican permanent 72 pcs
16 Metal fasteners 20 pkts
17 Metal letter openers 12 pcs
18 Packing Tapes 300 Pcs
19 Paper Clips 120 Pkts
20 Paper Pins 60 Pkts
21 Paper Punch Kanex 700 10 Pcs
22 Pencils HB 72 Pcs
23 Pental Pen Brown 48 Pcs
24 Pay slips printed and water 15 cartons
marked
25 Rubber Bands 50 pkts
26 Rubber Erasers 120Pcs
27 Spirals binding rings10mm 100pcs
28 Spiral binding rings 14mm 100pcs
29 Spiral binding rings 16mm 100 pcs
30 Spiral binding rings 19mm 100 pcs
31 Spring files pvc 500 pcs
32 Staples 24/6 60 pcs
33 Stapler rexel 12 pcs
34 Photocopying Papers 80g 600 reams
35 White out 20 mls retype 144  pcs
36 Writing pad kasuku 300 pcs
37 Yellow Sticky notes 200 pcs
38 Shorthand notebook 240 pcs
39 Embossed covers 1000 pcs
40 Transparent covers 1000 pcs
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SUPPLY OF PRINTER TONER/CARTRIDGE AND ACCESSORIES

NO. ITEM DESCRIPTION QUANTITY  UNIT TOTAL
PRICE

1 Cartridge 3740 Black 6 Pcs

2 Cartridge 3740 Colour 4 Pcs

3 Computer Paper 14 Cartons
2PartsNCR 9% x 11

4 Computer Papers 15 Cartons
lPart9% x11

5 Computer Papen2x11 20 Carton
3 Parts

6 Toner 05A 48 PCS

I Toner 15 A 5 Pcs

8 Toner 49A HP 12 Pcs

9 Toner 53 A 12 pcs

10 Full mark ribbon 2180 12 pcs

11 Toner photocopier 18 pcs
2205/2705/3205

NOTES

- Iltems will be ordered as and when required

- In case of discrepancy between unit pricetatal, the unit price shall prevail.
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SECTION VI - STANDARD FORMS

8.1

1.

Notes on the sample Forms

Form of Tender-The form of tender must be complétethe tenderer and submitted with the
tender documents. It must also be duly signeduby authorized representatives of the tenderer.

Confidential Business Questionnaire Form -This fonost be completed by the tenderer and
submitted with the tender documents.

Tender Security Form-When required by the tendeudeents the tender shall provide the tender
security either in the form included herein or nother format acceptable to the procuring entity.

Contract Form-The Contract Form shall not be cotegi®y the tenderer at the time of submitting
the tender. The Contract Form shall be complefted eontract award and should incorporate the
accepted contract price.

Performance Security Form-The performance sectaity should not be completed by the
tenderers at the time of tender preparation. @rdysuccessful tenderer will be required to
provide performance security in the form provideddmn or in another form acceptable to the
procuring entity.

Bank Guarantee for Advance Payment Form-When Advaayment is requested for by the
successful bidder and agreed by the procuringyemhiis form must be completed fully and duly
signed by the authorized officials of the bank.

Manufacturers Authorization Form-When required by tender documents this form must be

completed and submitted with the tender documenhitss form will be completed by the
manufacturer of the goods where the tenderer agyent.
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CONFIDENTIAL BUSINESS QUESTIONNAIRE FORM

You are requested to give the particulars indidan Part 1 and either Part 2(a), 2(b) or 2 (c)
whichever applied to your type of business

You are advised that it is a serious offence e ¢alse information on this form.

Part 1 — General:

BUSINESS NAIMIE. .. ettt e et e e et e et e e e et et e e e e e e
LOCAtioN Of DUSINESS PrEMIISES. ..u ittt e e et e e et e e et e et e a e e eaeaenens
PIOtNO ... e Street/Road .........ccoeviiiiiiii i
Postal Address ..........cooovviiiiennnne TelNO. v, Fax .....coceennee. Email.............
NALUIE OF BUSINESS ... ot it ettt e et et et e et e et e et e e et e r et e e e e e ren e eae e s s
Registration CertifiCate NO. ... e e e e e e et e e e e e aaas
Maximum value of business which you can handlengtane time — Kshs.
Name of your bankers ..........coooiiiiiiii i e, Branch ...,
P2arta) — Sole Proprietor
Yourname in full ... Age ..o
Nationality ..........cooiiiiiiiii . Country of Origin..........coooviiiiiiinee e,

Partb) Partnership
Given details of partners as follows:
Name Nationality Citizenship Details habes

Private Of PUDIIC. .. ... oo e e e e e e
State the nominal and issued capital of company-
Nominal Kshs.
Issued Kshs.
Given details of all directors as follows
Name Nationality CitizensHetaik
Shares

» If a Kenya Citizen, indicate under “Citizenship Bi&t” whether by Birth, Naturalization or
Registration.
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