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MILLENNIUM WATER
ALLIANCE




PREQUALIFICATION OF SUPPLIERS FOR GOODS AND SERVICES FOR YEAR 2017 AND 2018

17th  FEBRUARY 2017

INVITATION FOR PREQUALIFICATION FOR SUPPLY OF GOODS AND SERVICES FOR YEAR 2017 AND 2018

Section 1: Background

Millennium Water Alliance Kenya (MWAK) invites you to submit sealed application for prequalification for supply of goods and services for year 2017 and 2018. Interested eligible candidates may obtain further information by downloading the tender document on the organization website www.mwawater.org . PHONE REQUESTS WILL NOT BE HONORED and canvassing will result in disqualification.

Properly completed prequalification documents must be dropped in the tender box at the entrance of Millennium Water Alliance Kenya offices on or before 3rd March 2017 at 12.00pm in a sealed envelope marked; confidential, showing the category code and address to the below address. The tenders will be opened immediately thereafter in the presence of candidates or their representatives who choose to attend.

The Kenya Programs Director,

Millennium Water Alliance Kenya (MWAK),

Morningside Office Park Building,

Ground Floor, Suite B.

P O Box 50336 – 00200

Tel: 020 3860028

All applications will be screened and the qualified supplier will be invited to bid. The deadline for invited companies to submit their bids will also be specified in the invitation letter.

Section 2: Objective

The purpose of this request is to pre-select suppliers of office goods and services. Only goods and services from successfully pre-selected suppliers will be considered for procurement. Requests for Quotes (RFQ’s) will be issued to all pre-approved suppliers according to project demand.

Section 3: Disclosure

Millennium Water Alliance Kenya has duty & VAT exemption status through USAID/Kenya’s Mission. For all project’s transaction, MWAK will apply for VAT exemption through USAID for approval by relevant government authorities.

This prequalification doesn’t amount to any contractual obligation on the part of Millennium Water Alliance Kenya. Only qualified companies will be invited to participate in the possible subsequent bidding exercise.
Section 4: Main Categories of Office Goods and Services
Listed below are the categories of supply for goods and services for the year 2017 and 2018

	NO
	CODE
	CATEGORY
	NO
	CODE
	CATEGORY

	1
	MWAK001/17
	Office stationery and tonners
	14
	MWAK014/17
	Newspapers 

	2
	MWAK002/17
	Computer hardware & software
	15
	MWAK015/17
	Office cleaning services

	3
	MWAK003/17
	Bulk printing and photocopying services
	16
	MWAK016/17
	Sanitary Services

	4
	MWAK004/17
	Pre-printed stationery
	17
	MWAK017/17
	PABX Maintenance

	5
	MWAK005/17
	Supply and delivery of  Promotional and branded items, t- shirts, caps, folders, brochures etc
	18
	MWAK018/17
	Air Travel, Ticketing & Charter Services

	6
	MWAK006/17
	Taxi and car hire services
	19
	MWAK019/17
	Provision of motor vehicle repairs and servicing

	7
	MWAK007/17
	Office equipment i.e. printers, scanners, photocopier, projectors, shredders
	20
	MWAK020/17
	Motor vehicle tyres & accessories

	8
	MWAK008/17
	Hotels accommodation & conference services
	21
	MWAK021/17
	Office repair and maintenance

	9
	MWAK009/17
	Courier services
	22
	MWAK022/17
	Mineral drinking water

	10
	MWAK010/17
	Electrical items supplies & repairs
	23
	MWAK023/17
	Airtime supply i.e. Safaricom, Airtel, Orange

	11
	MWAK011/17
	Insurance brokerage services
	24
	MWAK024/17
	Provision of repair and servicing of printers, Photocopier  & other IT related services

	12
	MWAK012/17
	Cameras, Mobile phones and accessories.
	25
	MWAK025/17
	Outside catering services

	13
	MWAK013/17
	Photography and Video Coverage Services
	26
	MWAK026/17
	Office furniture 


Section 5: Mandatory requirements for pre-qualification.

a)To be eligible the candidates must prove that they qualify for the prequalification by providing the following as part of mandatory documents;

· Trading Certificate where applicable.

· Valid Tax Compliance Certificate.

· List of Directors.

· Copy of VAT certificate

· Copy of PIN certificate

· Certificate of Incorporation.

· A detailed company profile (containing address, telephone, email, physical location etc).

· Current business permit from county government.

· Details of Relevant supply experience and reference list of major clients. Referee letters from three major clients

· List of Registration and Quality Assurance Certificates held by the Company.

· Audited Accounts Information (for last 3years).
b) General Instruction
1. Answers to the questionnaire should be clear, concise and relevant to the goods, services or works applied for.

2. Responses to the prequalification questionnaire must be in accordance with the requirements for the information in the document.

3. The application for prequalification should be submitted in sealed envelopes properly labelled with category number and description.
4. The documents should be signed by authorized representatives of the organization, stamped and submitted with relevant and supporting documents such as relevant certificates, licenses and any other information that the applicant wish to declare.
5. Provision of false information automatically leads to disqualification.
The questionnaire is as per annex 1.

The applications and accompanying documents must be received no later than 3rd March, 2017 through the following address. The returned documents must be bound and clearly marked as stated below:
Section 6: Prequalification Forms
a) Form 1: Prequalification application Form

Prequalification Category Ref No.………………………………………………

To.   The Kenya Programs Director,

Millennium Water Alliance Kenya (MWAK),

Morningside Office Park Building,

Ground Floor, Suite B.

P O Box 50336 – 00200,
Nairobi, Kenya.

Tel: 020 3860028.

ANNEX 1
Dear Madam
1. Having
examined
the
application
documents
we the undersigned, offer to supply and deliver to Millennium Water Alliance Kenya ……….…………………………………………………… (Category). And conformity with the said application documents, all or part of t h e items/services in this category or such other items that may be required and are within our capability to supply.

2. We undertake if our application is acceptable to deliver goods/services with accordance with the delivery schedule in the schedule of requirement or official order signed by authorized officer(s) of Millennium Water Alliance

3. We understand:-

a) That this not a tender or quotation but an application for consideration to be registered as Millennium Water Alliance suppliers for goods/services included or related to this category for year 2017 and 2018.

b) That you are not bound to accept this application or any that you may receive.

4. We Have Attached to this letter copies of original documents of: 

a. Trading Certificate where applicable.

b. Valid Tax Compliance Certificate.

c. List of Directors.

d. Copy of VAT certificate

e. Copy of PIN certificate

f. Copy of Valid Tax Compliance Certificate

g. A detailed company profile (containing address, telephone, email, physical location etc).

h. Details of Relevant supply experience and reference list of major clients.

i. List of Registration and Quality Assurance Certificates held by the Company.

j. Certificate of Incorporation/ Partnership deed/ Business Certificate.

k. Audited Accounts Information (for last 3years).

5. We make this application with the full understanding that; 
(a)Bids by prequalified applicants will be subject to verification of all information submitted.

(b) Millennium Water Alliance Kenya reserves the right to accept or reject any application, cancel the prequalification process and reject all applications

(c) Request for quotations and bids will only be called from prequalified bidders who meet the requirements.

(d) Prequalification does not amount to any contractual obligation on the part of Millennium Water Alliance Kenya.
The undersigned declare that the statement made and the information provided in the duly completed application are complete, true and correct in every detail.

Sign and Stamp………………………………………………………………………
In the presence of: Name;……………………. Sign; ………………………………

Designation……………………………….. Date……………………………………

b) Form 2; Confidential Pre-Qualification Business Questionnaire
	1
	Name of Firm:

	2
	Postal Address

	3
	Telephone Office: Mobile:
	Name of Contact Person:

	4
	E-mail:

	5.
	Exact Physical Location street, building:

	6.
	Legal Status (partnership/sole proprietor /Ltd. Company)

	7.
	Company Reg. Certificate No:/Registration of Business Name (Attach Copy)

	8.
	VAT Reg. Certificate No: (Attach Copy)
	PIN Certificate No: (Attach Copy)

	9.
	Valid Tax Compliance Cert./Vat Exemption Cert. (Attach Copy)

	10.
	Current trade license (Attach Copy)

	11.
	Nature of business


Form 3; Capability and Competence to Deliver Goods Or Services

1. What products/services do you want to be considered to supply? ....................................................................................................................................................................................................................................................................................................................................................................................................................................................................................

2. How many employees do you have? ....................................................

How many are permanent? ..................................
 How many are temporary?…………………..
3. Which quality standards certification have you attained in the last two years?(Attach copies)

4. Are you a manufacturer/wholesaler/retailer/other (Please specify) ............................................................................................................................................................
5. To what extent is your firm /company e-enabled with your clients and suppliers and how do you intend to carry out business with Millennium Water Alliance Kenya .................................................................................................................................................................................................................................................................................................................................................................................................................................................................
6. What is your average response time to a Request For Quotation / Proposal 
………………………………………………………………………………………….
7. What is your average response to delivery of goods/services After issuance of an LPO? ...........................................................

8. Have you at any one time been requested to quote for the supply of goods or services and failed to return the quotation without assigning reason for your action? ............................................................................................................................................................................................................................................................................................................................
c) Form 4: Applicants Three Reputable Clients In The Last Three Years
This part to be filled by at least three applicants’ clients other than MWAK who should also give reference letter(s)

1. Name of 1st  Client (Organization) (Attach evidence)

i. Name of Client (Organization)


ii. Address of client (organization) ………………………………………………....

iii.
Telephone No. of client ………………...............................................................
iv.
Duration of contract ……………………………………………........................
v. Name of officer recommending on behalf of the client……………………………..........................................................................
vi. Designation of the officer recommending………………………………………….....................................
vii. Signature of the officer recommending…………………………………………….................................
viii. Official Stamp and date of the Client (Organization)…………………………….........................................................
ix. Magnitude and nature of business ……………………………………………….....................................................
2. Name of 2nd  Client (Organization) (Attach evidence)

i. Name of Client (Organization) …………………………………………………….............................................
ii. Address of the client (Organization) …………………………………………….

iii. Telephone No. of client …………………………………………………...........
iv.
Duration of contract ………………………………………………………….....
v. Name of officer recommending on behalf of the client…………………………….........................................................................
vi. Designation of the officer recommending………………………………………….....................................
vii. Signature of the officer recommending…………………………………………….................................
viii. Official Stamp and date of the Client (Organization) 
........................................................................................................................................................
ix. Magnitude and nature of business .……………………………………………….....................................................
3. Name of 3rd  Client (Organization) (Attach evidence)

i. Name of Client (Organization).................................................................................................................................

ii. Address of the client (Organization).........................................................................................
iii. Telephone No. of client................................................................................................................
iv.
Duration of contract.....................................................................................................................
v. Name of officer recommending on behalf of the client..........................................................................................................................................................................
vi. Designation of the officer recommending................................................................................
vii. Signature of the recommending officer.....................................................................................
viii. Official Stamp and date of the Client (Organization) 
..........................................................................................................................................................................
ix. Magnitude and nature of business ………………………………………………

Section 7: Evaluation Criteria

1. Millennium Water Alliance Kenya will examine the tenders to determine completeness, general orderliness and sufficiency   in responsiveness.
2. There shall be Three Phases of carrying out the evaluation of prequalification applications.
Phase 1-Preliminary Evaluation
· Is the prequalification document submitted in a sealed plain envelope clearly denoting the supply category code and category name of desired supply item(s)?

· In-correctly addressed envelopes or those lacking details shall remain unopened and not evaluated.

Phase 2-Mandatory Evaluation Phase
Screening shall be done to determine compliance to the following mandatory requirements;
a. Trading Certificate where applicable.

b. Valid Tax Compliance Certificate.

c. List of Directors.

d. Copy of VAT certificate

e. Copy of PIN certificate

f. Copy of Valid Tax Compliance Certificate

g. A detailed company profile (containing address, telephone, email, physical location etc.).

h. Details of Relevant supply experience and reference list of major clients.

i. List of Registration and Quality Assurance Certificates held by the Company.

j. Certificate of Incorporation/ Partnership deed/ Business Certificate.

k. Audited Accounts Information (for last 3years).

Failure to provide the mandatory documents tabulated will lead to disqualification.
Phase 3- Detailed Evaluation Phase
Completeness and sufficiency in responsiveness will be examined in this phase on:

· Confidential Prequalification Business Questionnaire.
· Capability and Competence.
· Applicants reference from at least three corporate clients.
· Duly filled, signed and stamped letter of application.
· Duly filled, signed and stamped declaration forms.
Notification of prequalification results will be done in writing once the list of those who succeeded to be pre-qualified has been approved and ratified by the authorizing officials of Millennium Water Alliance Kenya.
Evaluation Criteria

The points given to evaluation criteria are as per the following evaluation criteria matrix below:
	EVALUATION MATRIX

	
	Evaluation Attribute
	Evaluation Parameters
	Total Marks Per category
	Marks Awarded
	Remarks

	A
	Orderliness of the document, neatly bound no pages missing.
	Mandatory
	3
	
	

	B
	Prequalification submission form.
	Mandatory
	3
	
	

	C
	A copy of Certification of Incorporation/Registration of Business name
	Mandatory
	5
	
	

	D
	Valid Tax compliance certificate.
	Mandatory
	5
	
	

	E
	VAT certificates
	Mandatory
	3
	
	

	F
	Copy of PIN certificate.
	Mandatory
	3
	
	

	G
	Duly completed confidential prequalification business questionnaire
	Mandatory
	5
	
	

	H
	Tax compliance certificate.
	Mandatory
	3
	
	

	I
	Details of physical address- town, street, building, floor number and postal address.
	Mandatory
	5
	
	

	J
	Three letters of recommendation from your current corporate clients and dully filled form 4.

3 or more clients- 10 points

2 clients- 5 points

1 client- 3 points
	Mandatory
	10
	
	

	K
	Audited Accounts for the last one financial year signed, stamped and approved by the company’s auditor.
	Mandatory
	20
	
	

	L
	Period of operation;

Over 3 Years- 15 points

Between 1 to 3 Years- 10 points

Between 12-3 months- 5 points
	Mandatory
	15
	
	

	TOTAL SCORE
	
	80


THE PASS MARK FOR PREQUALIFICATION SHALL BE: 60%
Section 8: Declaration on Conflict Of Interest

DECLARATION ON CONFLICT OF INTEREST
For the purpose of transparency and fair dealing, all vendors shall make full disclosure of any existing business relationship with any Millennium Water Alliance Kenya employee.
Do you have a relationship with any Millennium Water Alliance Kenya employee that would cause conflict of interest?

............................................................................................................

............................................................................................................

I………………………………………………………………………declare, for and on behalf of

………………………………………………………………………………

………………………………………………………………………………. (company/firm) that all the information furnished Millennium Water Alliance Kenya in connection with this pre-qualification is true and accurate in all material respect. Millennium Water Alliance Kenya is hereby authorized to make such inquiries to the said information including with the firms/company’s clients and bankers as it may deem necessary without prior notice to the firm/company.

Information submitted by…………………………………………………..
 
Title………………………………………………………………………….

Signature…………………………………………………………………….

Stamp……………………………………………………………………….

SWORN STATEMENT

We the undersigned having studied the invitation for registration as supplier hereby   state that:

a) The information furnished in our application is accurate to the best of our knowledge.

b) That in case of being registered, we acknowledge that this gives us the right to participate in due time in the submission of a tender on the basis of provisions in the tender documents to follow.

c) When the call for tender is issued, the legal, technical or financial conditions or the contractual capacity of the firm changes we commit ourselves to inform you and acknowledge your sole right to review the registration mode.

d) We enclose all the required documents and information required for the evaluation, if not we shall then be disqualified

Date: ………………………………………………………………………………………. 
Applicant’s Name;

………………………………………………………………………….................... 
Represented by;

…………………………………...………………………………………................
(Capacity/ designation)

Signature and Stamp;

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