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SQCCO for you

PREQUALIFICATION INSTRUCTIONS

1.1: Unison Sacco Society Limited would like to invite interested candidates who qualify by
meeting the set criteria as provided, to perform the contract of supply and delivery or
provision of goods and services to the society.

1.2: Objective:

The main objective of pre-qualification of suppliers is to supply and deliver assorted goods and
services under relevant tenders/quotations to support fair, open and transparent capital
procurement to the society as and when required during the period ending 315 December 2027.

1.3: Invitation for Pre-qualification:

Suppliers of merchandise or services are invited to submit their pre-qualification documents to The
Chief Executive Officer, to be pre-qualified for submission of quotations.The prospective suppliers
are required to provide mandatory information for pre-qualification.

1.4: Pre-qualification documents:

This document includes a questionnaire to be completed and returned with the tender and be
supported by the requisite documents from eligible and competent bidders. To be considered for
pre-qualification, prospective suppliers must submit all the information required onthe
forms/questionnaire.

1.5: Submission of Pre-qualification documents:

Duly completed pre-qualification and other supporting documents should be submitted to our email
address tender@unisonsacco.co.ke”

1.6: Pre-qualification:
It is understood and agreed that the pre-qualification data on prospective bidders is to be used

by the Society in determining, according to its sole judgment and discretion, the qualification of
prospective bidders to perform in respect with the tender category as described by the client.

1.7: Essential criteria for pre-qualification:

Experience - Prospective suppliers of goods and services should demonstrate ability and experience
to organize, supply and deliver any of the categories of goods and services listed in the Tender
Notice.

Financial capability - The supplier’s financial capability will be determined by examination of
the latest 2 year audited financial statements submitted with prequalification documents as
well as letters of reference from the bankers regarding credit/financial position.


mailto:tender@unisonsacco.co.ke

Past performance- The past performance of suppliers shall be given due consideration in the pre-
qualification exercise. Letters of reference from the past and present clients should be included.

Capacity of the firm- Prospective suppliers of goods and services should demonstrate that they
have the technical, physical, logistical and human resource capacity to supply and deliver the
category of goods and /or services that they are seeking to be prequalified for.

1.8: Notification of pre-qualification:

All participants shall be notified formally of the outcome after completion of the
prequalification process.

1.9: Presentation:

A table of contents illustrating the contents of the documents is compulsory, as it creates ease of
evaluation and will help verify the contents.

2.0: Verification:

The Society shall have the right to visit the supplier’s premises to verify the information provided in
the document and ascertain as part of the prequalification process that the supplier in deed has
the capability to provide the stated goods and or service.

PRE-QUALIFICATION CRITERIA:

REQUIRED INFORMATION FORM REF:
1 | Pre-qualification documentation us-1
2 | Pre-qualification data us-2
3 | Financial position us-3
4 | Experience — References US-4A
5 | Experience - Volume of business Us-4B
6 | Human, Technical and logistical capacity us-5
7 | Confidential report us-6
8 | Litigation histories us-7
9 | Sworn statement us-8




FORM US-1:

PRE-QUALIFICATION DOCUMENTS:

(ALL THESE ARE MANDATORY AND FAILURE TO ATTACH ANY OF THEM WILL LEAD TO AN AUTOMATIC DISQUALIFICATION)

All firms must provide; -

1) Copy of certificate of Registration/Incorporation.

2) Tax compliance certificate from Kenya Revenue Authority.
3) Copy of PIN certificates of firm/Company/individual.

4) Copy of current Trade license

5) A utility bill for proof of physical presence.

NOTE: Expired Documents are deemed unfit — Not Attached

FORM US-2:

PRE-QUALIFICATION DATA:

REGISTRATION OF SUPPLIERS APPLICATION FORM:

Part 1- General information:

(Name of company/firm)

SUPPHEI(S) OF .ottt ettt et st st e bbb s se et sbe e seabesbeseebeseebeshe e nesbenbebasarsenestessensnnen
(Iltem description)

(Category number)

Physical 10cation Of DUSINESS PrEMISES: .....c.cveviveeececeeceeeierietee ettt taes e sa e ebe st e bes e be s s eaesbesaennnnan
Postal Address: ......ccocevveverrnevrenesernenns Postal code: ......ccverveverrvcnnnnnnne TOWN vttt
Business Registration REf. NO: ...t st r et et e e s et r s eneste e nnnas

Date Of registration Of BUSINESS: ....cvcciiceriiiereier et ste e et rt et ee et saese e e baesenssreebestessensabesserasersesessenn



1] o1 a o 0 TS AV [0 T o1 o= o OO
MODIIE NUMDBEE (S) 1veuteerietierie ettt et st et e be st et bbb s et s b et et e e n et aa st bes s e ebenesbees
2 - 1 TSSO
NGTUFE Of DUSINESS: ...ttt ettt st ettt saeste s te e e a e s et st esestesteneasessesaesarssasetestessensasenessanes
FUIL NAME OF GPPHICANT: c.veveeectecteceeetetet ettt ettt et sae et r e sae et sbe b besbesaesseseasetesbessensasentenersenes

Other business Branches (if @NY) ..o ettt

A . ittt e e e ettt e e et ee et eebbe st aen ehe et ae eaeteeateeerbeesateebee e et besereeenann
NATIONAITY: oottt st e bbbt et e be b st sasae s e s bt eb e e e se se e sessenee

[ Y o Yo L 1 Lo TSRO

Part 2 (b) - Partnership:

(Give details of partners as follows):

No. [ Name Citizenship Residence Shares

Part 2 (c) - Registered Company:

Private or PUDBIIC COMPANY: ...viieeecee ettt et ettt s s e e et sae e esseb s ens et sreneennen




Please state Nominal and issued Capital for the Company:
1\ FoT g 1T 0 F= 1 € 2 T T
ISSUBM: KSNS. ittt ettt ettt ettt st st sae sbeebesaseas s eessebaesbenbenbensesssesensennene

Give details of all Directors as follows; -

No. | Name Citizenship Residence Shares

Part 3: Names of all Associated or Holding Companies (if any):




FORM US-3:
FINANCIAL POSITION

Attach a copy of firm’s latest two years certified audited financial statements giving summary of assets and
liabilities, income and expenditure, cash flow statement.

Attach letters of reference from the bankers regarding supplier’s credit position.
FORM US-4(A):
PAST EXPERIENCE- REFERENCES:

Names of Key clients with whom the applicant has done business in the last two years including
the values of contracts/orders.

1st Organization:

Name of client (OrZaNIZAtiON) .....cceii i sttt b es et sa e s eaestestesbeas saeneneans

Address of Client (OrZANIZATION) ..cecicuiciciericire ettt bbb er e sas s s easeteebesreseesessansasensons

Telephone No. of ClieNt (OrZANIZATION) c.cc.cvveiiuiiereiercreere ettt e e r b er s sassasebeeteebesren

ValUB OF CONTIACT ...t et st b e st e ekt et st e bt e be st bbbt eae st e bebene s

DUFALION OF CONTIACE ...ttt ettt sttt et et e be e e bbb st st et e st e bens
(Attach documental evidence of existence of contract — attachment)

2nd Organization:

Name of client (OFZANIZAtION) .....cciii ettt et sttt bbb aesaeb e s e s saeeteebesbesae saenennans

Address of client (OrgaNIZAtiON) ....cuiiiiciceece ettt eete et sbesbesbesae e e e besberaeraesasens

Telephone No. of clieNt (OrZANIZATION) c.....cecvieeireeteeterece et ettt er s s eas s aneenes

ValUB OF CONTIACT ...t ettt sttt st e ettt s e b e et st aes et ene st e bebereas

DUFQLION OF CONTIACE ..uiueiieeieeet ettt ettt sttt b e e b s e es et eae s st e st sensens
(Attach documental evidence of existence of contract — attachment)

3rd Organization:

Name of client (OFZANIZAtION) .....cciii ettt et sttt et bbb aebseb e s esssaeeteebesbenan saensnnans



Address of Client (OrZaNIZATION) ....cuiiiiieieeee ettt ere e e ebeebesbesbesbesbesessbesbessersesaesesenes
Telephone No. of ClieNt (OrZANIZATION) c.c.cveiieiieieiererer ettt et bbb e bees s sasaasebeeteebesren
ValUB OF CONTIACT ..ttt et st et st et st es et eae et sesesteseresaesessesereeneseenensens
B TU = Ya o a1 o) ilole] o1 T o SO R R RR

(Attach documental evidence of existence of contract — attachment)
FORM TS-4(B):

PAST EXPERIENCE- VOLUME OF BUSINESS:

State three highest value of business you have handled in the past 12 months.
Name of 1% highest Value contract:
Name of CIeNt/OrgaNnIZatiON: .......ccccciveeeeeire ettt e ee e s et sas e st ses st s sasesensneanes

AV LU LI 0] o0 ] 01 1 = ot &SP

Name of 2nd highest value contract:

Name of ClIENt/OrZaNIZAtION: ...ccvceiiereeee sttt et s beb e et se b aes s ebeseberesasesnnans

VAU OF CONTIACT: w.oviiieeie ettt ettt et e re et s be st e st e sbbes sbesbbesnessbessbbessresns

Name of 3" d highest value contract:

NAmMeE Of ClIENT/OrZaANIZATION: w.evviviceeeceieeie ettt s bebesr b s s e bssr s sressasersasobeneas

AV LU LI 0] il ol0) 0L 1= of SRR



FORM US-5

PHYSICAL, HUMAN, TECHNICAL AND LOGISTICAL CAPACITY

Please provide the following and any other evidence of your firm’s physical, human, technical
and logistical capacity to supply and deliver should you be awarded a tender.

Physical facilities:

Evidence of physical premises (place of business) e.g. attachment of latest utility bill (electricity,
water bill, council rates payments etc)

Managerial and key personnel competencies:
List the key managerial and technical staff of your organization (Attach their CVs)

Name of Key staff Position Held Position Held from (date)

Briefly describe how you would manage a situation where you are coincidentally engaged in three
major yet critical client assignments concurrently. How would you go about ensuring that all the
client assignments/contracts are delivered on a timely and quality basis while ensuring that all
clients are satisfied with the level of customer service?



FORM US-6

CONFIDENTIAL BUSINESS QUESTIONNAIRE
(To be filled by all prospective suppliers)
Part 1:

(a) How many years have you been in business under the present business name?

(d) State whether or not you have experienced, in the area of non-performance by your company,
any problem(s) with any contract(s) awarded to you by any organization during the last 12 months
and give a brief explanation/description of the problem(s) and how you managed to solve it.

(e) Give any other information relating to your company that you may consider relevant to your
bid to do business with Unison Sacco Society Itd.



STATUS OF COMPLIANCE WITH STATUTORY REQUIREMENTS:
(2) VAT registration NUMDET: ...ttt st e e r s
(D) PIN NUMBEL: .ttt ettt r v see sbesaese s eeraenes
(c) State any Quality Assurance Certification e.g. ISO 9000 held by the company.

(d) State if the Company is a subject of bankruptcy proceedings, in receivership, administrative
receivership or any other form of liquidation as defined by the applicable law.

(e) Assets and Liabilities:

TOtal @SSELS IN KSNS. ..ottt sttt s et et e
CUrrent assets iN KSNS. ..ottt st s
Total liabilities IN KSHS. ... e e st
Net worth (Total assets — Total liabilities) in KShS........cocoeeveiiiiciieeiciceeceeee e
Working capital in KSRS. .....ccooui it st st r e e e sae e
(f) Terms of sale/trade;-

Credit PEriOd: YES/NO. ..ot ettt s etaeee e sressabesessebesesesssssnssnessabersssenns
If yes please indicate number of credit days. ......ccceceeieveiene e e

(g) Name of Bankers and Branch: ..............c.cccovveveiveiveee e eetrerer s se e
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FORM US-7
LITIGATION HISTORIES

Name of contractor/supplier

Suppliers should provide information on any history litigation or arbitration resulting from
contracts executed in the last five years or currently under execution

Year Award for or against | Name of client cause | Disputed Amount
of litigation and (current Value,ksh
matter in dispute (Equivalent)

11




FORM US-8

SWORN STATEMENT

Having studied the pre-qualification /registered information for the above project, we/l hereby

State:
a.

b.

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

That in case of being pre-qualified /registered, 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 Unison Sacco Society Limited.

When the call for quotations is issued, the legal, technical or financial conditions or the
contractual capacity of the firm changes, we shall notify Unison Sacco Society Limited and
acknowledge your right to review the Pre-qualification made.

We enclose all the required documents and information required for the prequalification
evaluation.

We confirm that we have not been debarred from participation in Public Procurement and
have no litigation procedure in process.

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