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1.1 Teachers Service Commission, (herein referred tdS(S) now invites sealed
bids from bidders who are technically and finargialapable forSUPPLY,
INSTALLATION AND COMMISSIONING OF AN ENTERPRISE
ELECTRONIC DOCUMENT MANAGEMENT SYSTEM (EDMS)

1.2 A complete tender document may be obtained by interested candidates upon
payment of a non- refundable fee of Kshs.1, 000.00 in cash or bankers
cheque payable to The Secretary, Teachers Service Commission and attach a
copy of receipt to the Tender document. Alternatively, the document may be
downloaded for free from www.tsc.go.ke. Prices quoted should be net
inclusive of all taxes and delivery costs, must be expressed in Kenya shillings

1.3 Interested eligible candidates may obtanth&r information and inspect the
tender documents at the office of the TSC locat8€ TromMONDAY TO
FRIDAY BETWEEN 0800 HOURS AND 1600 HOURS.

1.4 Tenderers shall be required to subiiwihder Security of 2% of the tender sum
as indicated in the Form of Tender in form of guarantee from a reputable
bank or from an insurance company approved by PPRA payable to the
Commission Secretary, Teachers Service Commission.

1.5 Completed tender documents are to be enclosed in plain sealed envelopes,
marked with the tender number and be deposited in the tender box provided
at the TSC House, Podium wing, Third floor, or be addressed and posted to
The Secretary, Teachers Service Commission, P.O. Box Private Bag~-00100,
Nairobi to be received on or before 11.00 AM TUESDAY, 24TH
OCTOBER, 2017.

1.6  Tenders will be opened immediately theegzdft the presence of the candidates
or their representatives who choose to attend & H8use ¥ floor Podium
Wing

1.7  Canvassing or lobbying for the tenderldeatl to automatic disqualification.
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2.4

Eligible Tenderers

This Invitation for Tenders is open to all tendsreligible as described in the
Appendix to Instructions to Tenderers. Successfalérers shall complete
the supply, install and commissioning of the equepinby the intended
completion date specified in the tender documents.

The procuring entity’s employees, committee membleosird members and
their relative (spouse and children) are not elgytb participate in the tender
unless where specially allowed under section 13he®ct.

Tenderers shall provide the qualification inforroatistatement that the
tenderer (including all members of a joint ventarel subcontractors) is not
associated, or have been associated in the pestflgior indirectly, with a
firm or any of its affiliates which have been engddy the Procuring entity
to provide consulting services for the preparatiofi the design,
specifications, and other documents to be usedh®rprocurement of the
goods under this Invitation for tenders.

Tenderers involved in corrupt or fraudulent prasgicor debarred from
participating in public procurement shall not bigible.

Eligible Equipment

All equipment to be supplied and installed under ¢bntract shall have their
origin in eligible source countries.

For purposes of this clause, “origin” means the@lahere the equipment(s)
are produced. Goods are produced when, throughifiasetaring, processing,

or substantial and major assembly of componenteyamercially-recognized

product results that is substantially differentkasic characteristics or in
purpose or utility from its components

The origin of equipment is distinct from the natdity of the tenderer and
shall be treated thus in the evaluation of theeend

Cost of Tendering

The Tenderer shall bear all costs associated with preparation and
submission of its tender, and the procuring entityll in no case be

responsible or liable for those costs, regardiésheoconduct or outcome of
the tendering process.

The price to be charged for the tender documentl shat exceed
Kshs.1,000.00

The procuring entity shall allow the tenderer toiee the tender document
free of charge before purchase.

Contents of Tender Document
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2.4.2
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2.6

2.6.1

2.6.2

2.6.3

2.7

2.7.1

The tender document comprises the documents llstémlv and addendum
issued in accordance with clause 2.6 of theseuictsbins to tenderers

0] Invitation to Tender

(i) Instructions to Tenderers

(iif)  General Conditions of Contract

(iv)  Special Conditions of Contract

(V) Schedule of requirements

(vi)  Technical Specifications

(vii)  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 Form
(xiv) Declaration form

The Tenderer is expected to examine all instrustidorms, terms, and
specifications in the tender documents. Failurdutmish all information
required by the tender documents or to submit aetemot substantially
responsive to the tender documents in every respiéidbe at the tenderers
risk and may result in the rejection of its tender.

Clarification of Tender Documents

The Employer will only respond to requests for ifleation received earlier
than seven (7) days prior to the deadline for sabion of tenders. Copies of
the Employer's response will be forwarded to allrspas issued with
tendering documents, including a description of iheguiry, but without
identifying its source.

Amendment of Tender Documents

At any time prior to the deadline for submissiontender, the procuring
entity, for any reason, whether at its own initiatior in response to a
clarification requested by a prospective tendemreay modify the tender
documents by issuing an addendum.

All prospective tenderers that have obtained tmelée documents will be
notified of the amendment in writing or by post amitl be binding on them.

In order to allow prospective tenderers reasontiyie in which to take the
amendment into account in preparing their tendbesProcuring entity, at its
discretion, may extend the deadline for the sukionssf tenders.

Language of Tender
The tender prepared by the tenderer, as well asatespondence and

documents relating to the tender exchange by théeter and the Procuring
entity, shall be written in English language, pd®d that any printed
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(i)

(ii)
(iif)

2.10.3

2.11

2111

literature furnished by the tenderer may be writienanother language
provided they are accompanied by an accurate Engtenslation of the
relevant passages in which case, for purposestefpiretation of the tender,
the English translation shall govern.

Documents Comprising the Tender

The tender prepared by the tenderers shall comptiee following
components.

(a) a Tender Form and a Price Schedule completed iordacce
with paragraph 2.9, 2.10 and 2.11 below

(b)  documentary evidence established in accordancepaithgraph
2.12 that the tenderer is eligible to tender andjualified to
perform the contract if its tender is accepted;

(c) documentary evidence established in accordancepaitagraph
2.13 that the goods and ancillary services to Ipplsed by the
tenderer are eligible goods and services and confar the
tender documents; and

(d)  tender security furnished in accordance with paplgr2.14

(e) Confidential Business Questionnaire

Tender Form

The tenderer shall complete the Form of Tender thedappropriate Price
Schedule furnished in the tender documents, indigahe equipment to be
supplied, installed and commissioned and a brie$cudigtion of the
equipment, their country of origin, quantity, arecps.

Tender Prices

The tenderer shall indicate on the appropriateeP8chedule the unit prices
where applicable and total tender price of the mmeint and installation it
proposes to supply under the contract.

Prices indicated on the Price Schedule shall beretitseparately in the
following manner:

the price of the equipment quoted EXW (ex works, faxtory, ex
warehouse, ex showroom, or off-the-shelf, as appl&), including all
customs duties and sales and other taxes alreadipippayable:

charges for inland transportation, insurance, @hdrdocal costs incidental
to delivery of the goods to their final destinatiand

installation charges shall also be indicated seplyréor each equipment

Prices quoted by the tender shall remain fixed riurthe Tender's
performance of the contract. A tender submittechvéh adjustable price
quotation will be treated as non-responsive and lvélrejected, pursuant to
paragraph 2.22 unless otherwise agreed by theeparti

Tender Currencies

Prices shall be quoted in the following currencies:



2.12
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2.13

2.13.1

2.13.2

2.13.3

(@) For equipment that the tenderer will supply fronthivi Kenya, the
prices shall be quoted in Kenya Shillings; and

(b) For equipment that the tenderer will supply frontsae Kenya, the
prices may be quoted in US Dollars or in anotheelfr convertible
currency.

(c) Cost of installation and commissioning will be ieri§/a Shillings.

Tenderers Eligibility and Qualifications

Pursuant to paragraph 2.1. the tenderers shalisfyrias part of its tender,
documents establishing the tenderers eligibilitieteder and its qualifications
to perform the contract if its tender is accepted.

The documentary evidence of the tenderers elityttiti tender shall establish
to the Procuring entity’'s satisfaction that the derer, at the time of
submission of its tender, is from an eligible seucountry as defined under
paragraph 2.1

The documentary evidence of the tenderers qudiibica to perform the
contract if its tender is accepted shall estabtshthe Procuring entity’s
satisfaction;

(@) that, in the case of a tenderer offering to sugayipment under the

contract which the tenderer did not manufacturetberwise produce,
the tenderer has been duly authorized by the emnpgnManufacturer
or producer to supply the equipment

(b)  that the tenderer has the financial, technical, prodiuction capability

necessary to perform the contract;

(c) that, in the case of a tenderer not doing businé#sn Kenya, the

tenderer is or will be (if awarded the contracfresented by an Agent
in Kenya equipped, and able to carry out the Tesr®emaintenance,
repair, and spare parts-stocking obligations pilesdrin the Conditions
of Contract and/or Technical Specifications.

Goods Eligibility and Conformity to Tender Document

Pursuant paragraph 2.2 of this section, the tendégdl furnish, as part of its
tender documents establishing the eligibility amshformity to the tender
documents of all equipment which the tenderer pgepdo supply under the
contract

The documentary evidence of the eligibility of theods shall consist of
statement in the Price Schedule of the countryrdfiro of the goods and
services offered which shall be confirmed by aifteate of origin issued at
the time of shipment.

The documentary evidence of conformity of the pment to the tender
documents may be in the form of literature, drawjngnd data, and shall
consist of:

a) a detailed description of the essential technicadl gerformance
characteristic of the equipment
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2.14.1

2.14.2

2.14.3

2.14.4

2.14.5

2.14.6

2.14.7

2.14.8

b) a list giving full particulars, including availablsource and current
prices of spare parts, special tools, etc., necgdsa the proper and
continuing functioning of the equipment for a pdriof two (2) years,
following commencement of the use of the equipnisnthe Procuring
entity; and

c) a clause-by-clause commentary on the Procuringy&ntTechnical
Specifications demonstrating substantial responsise of the goods
and service to those specifications, or a staternérdeviations and
exceptions to the provisions of the Technical Spedions.

For purposes of the commentary to be furnished uauntsto paragraph
2.13.3(c) above, the tenderer shall note that stasdfor workmanship,
material, and equipment, as well as referencegdandonames or catalogue
numbers designated by the Procurement entity ifiathnical Specifications,
are intended to be descriptive only and not resteac The tenderer may
substitute alternative standards, brand namespmlaodialogue numbers in its
tender, provided that it demonstrates to the Peynent entity’s satisfaction
that the substitutions ensure substantial equicalém those designated in the
Technical Specifications.

Tender Security

The tenderer shall furnish, as part of its tendetender security for the
amount and form specified in the Appendix to Instians to Tenderers.

The tender security shall be in the amount not edicey 2 percent of the
tender price.

The tender security is required to protect the &iag entity against the risk
of Tenderer’s conduct which would warrant the sig'grforfeiture, pursuant
to paragraph 2.14.7

The tender security shall be denominated in Kenly@lil®ys or in another
freely convertible currency, and shall be in therfof:

a) Cash

b) A bank guarantee

c) Such insurance guarantee approved by the Authority

d) Letter of credit.
Any tender not secured in accordance with parageaph.1 and 2.14.3 will
be rejected by the Procuring entity as non respengiursuant to paragraph
2.22

Unsuccessful Tenderer’s tender security will becliisged or returned as
promptly as possible but not later than thirty (8@ys after the expiration of
the period of tender validity prescribed by thed@ring entity.

The successful Tenderer's tender security will bscltarged upon the
tenderer signing the contract, pursuant to pardgap7 and furnishing the
performance security, pursuant to paragraph 2.28

The tender security may be forfeited:



a) if a tenderer withdraws its tender during the perd tender validity specified

by the procuring entity on the Tender Form; or

b) in the case of a successful tenderer, if the temdails:

i) to sign the contract in accordance with paragraphi 2
1. or
i) to furnish performance security in accordance wéhagraph 2.28

c) If the tenderer rejects correction of an arithmetior in the tender.

2.15

2.15.1

2.15.2

2.16

2.16.1

2.16.2

2.16.3

2.17

2.17.1

2.17.2

Validity of Tenders

Tenderers shall remain valid for 90 days or as iipdcin the tender
documents after date of tender opening prescrilyeth® Procuring entity,
pursuant to paragraph 2.20. A tender valid forharter period shall be
rejected by the Procuring entity as non responsive.

In exceptional circumstances, the Procuring emtifyy solicit the Tenderer’s
consent to an extension of the period of validitffthe request and the
responses thereto shall be made in writing. Tinelee security provided
under paragraph 2.14 shall also be suitably exténdetenderer may refuse
the request without forfeiting its tender securitA tenderer granting the
request will not be required nor permitted to mpdi$ tender.

Format and Signing of Tender

The Procuring entity shall prepare two copies @f tinder, clearly marking
each “ORIGINAL TENDER” and “COPY OF TENDER,” as appriate. In
the event of any discrepancy between them, thénatighall govern.

The original and all copies of the tender shaltyped or written in indelible
ink and shall be signed by the tenderer or a pessqersons duly authorized
to bind the tenderer to the contract. All pagestied tender, except for
unamended printed literature, shall be initialed tbg person or persons
signing the tender.

The tender shall have no interlineations, erasuwegyverwriting except as
necessary to correct errors made by the tendememvhich case such
corrections shall be initialed by the person ospes signing the tender.
Sealing and Marking of Tenders

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

The inner and outer envelopes shall:

(a) be addressed to the Procuring entity at theesddjiven on the Invitation to

Tender.

(b) bear the tender number and name in the Ineitat Tender and the words

“DO NOT OPEN BEFORE 24™ October, 2017 at 11.00am

10



2.17.3

2.17.4

2.18

2.18.1

2.18.2

2.19

2.19.1

2.19.2

2.19.3

2.19.4

2.20

2.20.1

2.20.2

The inner envelopes shall also indicate the nandeaaldress of the tenderer
to enable the tender to be returned unopened @itesdeclared “late”.

If the outer envelope is not sealed and markedegsired by paragraph
2.17.2, the Procuring entity will assume no resflity for the tender’s
misplacement or premature opening.

Deadline for Submission of Tenders

Tenders must be received by the Procuring entitheatiddress specified under
paragraph 2.5.1 not later thad" October, 2017 at 11.00am

The Procuring entity may, at its discretion, extehés deadline for the
submission of tenders by amending the tender doctane accordance with
paragraph 2.6, in which case all rights and oblget of the Procuring entity
and candidates previously subject to the deadlitieiverefore be subject to
the deadline as extended

Bulky tenders which will not fit in the tender bakall be received by the
procuring entity as provided for in the Appendix.

Modification and Withdrawal of Tenders

The tenderer may modify or withdraw its tender ratite tender’s submission,
provided that written notice of the modificatiomcliuding substitution or
withdrawal of the tenders, is received by the Priocuentity prior to the

deadline prescribed for submission of tenders.

The Tenderer's modification or withdrawal noticealilbe prepared, sealed,
marked, and dispatched in accordance with the gl of paragraph 2.17.
A withdrawal notice may also be sent by cable xiblet followed by a signed
confirmation copy, postmarked not later than thadliee for submission of
tenders.

No tender may be modified after the deadline fdansigsion of tenders.

No tender may be withdrawn in the interval betwdbe deadline for
submission of tenders and the expiration of théodeof tender validity
specified by the tenderer on the Tender Form. lvéwal of a tender during
this interval may result in the Tenderer's forfedwf its tender security,
pursuant to paragraph 2.14.7

Opening of Tenders

The Commission will open all tenders in gresence of tenderers or their
representatives who choose to attend245*h October, 2017 at 11.00am; TSC
House, & Floor, Podium Wing.

The tenderers’ representatives who are pres®ll sign a tender opening
register evidencing their attendance.

11



2.20.3 The tenderers’ names, tender modifications or wahals, tender prices,
discounts and the presence or absence of requesitier security and such
other details as the Procuring entity, at its dison, may consider appropriate,
will be announced at the opening.

2.20.4 The Procuring entity will prepare minutes of theder opening.
2.21 Clarification of Tenders

2.21.3 To assist in the examination, evaluation and compar of tenders the
Procuring entity may, at its discretion, ask thederer for a clarification of
its tender. The request for clarification and tegponse shall be in writing,
and no change in the prices or substance of theéeteshall be sought,
offered, or permitted.

2.21.4 Any effort by the tenderer to influence the Prongrentity in the Procuring
entity’s tender evaluation, tender comparison ettt award decisions may
result in the rejection of the tenderers’ tender.

2.22 Preliminary Examination and Responsiveness

2.22.3 The Procuring entity will examine the tenders téed®ine whether they are
complete, whether any computational errors haven bemde, whether
required sureties have been furnished, whetherddbmments have been
properly signed, and whether the tenders are ginherarder.

2.22.4 Arithmetical errors will be rectified on the follomg basis. If there is a
discrepancy between the unit price and the totamlepthat is obtained by
multiplying the unit price and quantity, the uniige shall prevail, and the
total price shall be corrected. If the candidatesdnot accept the correction
of the errors, its tender will be rejected, and téader security may be
forfeited. If there is a discrepancy between wadd figures the amount in
words will prevalil

2.22.5 The Procuring entity may waive any minor informalir non-conformity or
irregularity in a tender which does not constit@ematerial deviation,
provided such waiver does not prejudice or effaetrelative ranking of any
tenderer.

2.22.6 Prior to the detailed evaluation, pursuant to paly 2.23 the Procuring
entity will determine the substantial responsivenes each tender to the
tender documents. For purposes of these paragraphsubstantially
responsive tender is one, which conforms to alltérens and conditions of
the tender documents without material deviatiorighe Procuring entity’s
determination of a tender’s responsiveness is tbased on the contents of
the tender itself without recourse to extrinsiadevice.

2.22.7 If a tender is not substantially responsive, it wé rejected by the Procuring
entity and may not subsequently be made resporisjvéhe tenderer by
correction of the non conformity.

2.23 Conversion to Single Currency

12



2.23.3

2.24

2.24.3

2.24.4

2.24.5

2.24.6

2.24.7

Where other currencies are used, the ProcuringtyEniill convert those
currencies to Kenya Shillings using the sellingtextye rate on the date of
tender closing provided by the Central Bank of Kaeny

Evaluation and Comparison of Tenders

The Procuring entity will evaluate and compare tdr@ers which have been
determined to be substantially responsive, pursioaparagraph 2.22

The Procuring entity’s evaluation of a tender wclude and not take into
account

(a) in the case of equipment manufactured in Kenya cquipgnent of

foreign origin already located in Kenya, sales atiter similar taxes,
which will be payable on the goods if a contractaisarded to the
tenderer; and;

(b)  Any allowance for price adjustment during the péraf execution of

the contract, if provided in the tender.

The comparison shall be of the ex-factory/ex-waoskéoff-the-shelf price of
the goods offered from within Kenya, such pricendude all costs, as well
as duties and taxes paid or payable on componamdsraw material
incorporated or to be incorporated in the goods.

The Procuring entity’s evaluation of a tender widke into account, in
addition to the tender price and the price of iaotdl services, the following
factors, in the manner and to the extent indicatepiaragraph 2.23.5 and in
the technical specifications:

1. delivery and installation schedule offered in theder;

2. deviations in payment schedule from the specificetiin the Special
Conditions of Contract;

3. the cost of components, mandatory spare partsenits;

4. the availability in Kenya of spare parts and afiales service for the
equipment offered in the tender;

Pursuant to paragraph 2.24.4 the following evatmatmethods will be
applied

(@) Delivery schedule
The Procuring entity requires that the equipmeieathe Invitation for
Tenders shall be delivered at the time specifiedhim Schedule of
Requirements. Tenders offering deliveries londemtthe procuring
entity’s required delivery time will be treated men-responsive and
rejected.

(b) Deviation in payment schedule
Tenderers shall state their tender price for thgnmat of schedule
outlined in the special conditions of contract.nders will be evaluated
on the basis of this base price. Tenderers angever, permitted to
state an alternative payment schedule and inditsereduction in

13



2.24.8

2.24.9

2.25

2.25.3

2.25.4

2.26

2.26.3

2.26.4

2.26.5

2.26.6

tender price they wish to offer for such alternatpayment schedule.
The Procuring entity may consider the alternatiegrpent schedule
offered by the selected tenderer.

(c) Spare parts and after sales service facilities
Tenderers must offer items with service and spaadspback-up.
Documentary evidence and locations of such backaupt be given.
Where a tenderer offers items without such backauihe country, he
must give a documentary evidence and assurancéé¢haill establish
adequate back-up for items supplied.

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

Preference where allowed in the evaluation of temdball not exceed 15%
Contacting the Procuring Entity

Subject to paragraph 2.21 no tenderer shall cotkecfrocuring entity on
any matter related to its tender, from the timeha&f tender opening to the
time the contract is awarded.

Any effort by a tenderer to influence the Procurerdity in its decisions on
tender, evaluation, tender comparison, or contaacrd may result in the
rejection of the Tenderer’s tender.

Award of Contract
(@) Post-Qualification

In the absence of pre-qualification, the Procuengty will determine to its
satisfaction whether the tenderer that is seleetechaving submitted the
lowest evaluated responsive tender is qualifiedp&sform the contract
satisfactorily.

The determination will take into account the terddinancial, technical, and
production capabilities. It will be based upon ewramination of the
documentary evidence of the tenderers qualificatiaubmitted by the
tenderer, pursuant to paragraph 2.12.3 as wellels sther information as
the Procuring entity deems necessary and apprepriat

An affirmative determination will be a prerequisfte award of the contract
to the tenderer. A negative determination willutesn rejection of the
Tenderer’'s tender, in which event the Procuringtentill proceed to the
next lowest evaluated tender to make a similar rdetgtion of that
Tenderer’s capabilities to perform satisfactorily.

(b) Award Criteria

The Procuring entity will award the contract to theccessful tenderer(s)
whose tender has been determined to be substgméapionsive and has been

14



2.26.7

2.26.8

2.26.9

2.26.10

2.26.11

2.27

2.27.3

2.27.4

2.27.5

2.28

2.28.3

determined to be the lowest evaluated tender, geavifurther that the
tenderer is determined to be qualified to perfdmndontract satisfactorily.

To qualify for contract awards, the tenderer shalle the following:

a) Necessary qualifications, capability experienceyises, equipment
and facilities to provide what is being procureds-outlined in the
Technical Specifications for Tenderers Referendennelope A.

b) Legal capacity to enter into a contract for proouzat

c) Shall not be insolvent, in receivership, bankruptnothe process of
being wound up and is not the subject of legal @edings relating to
the foregoing.

d) Shall not be debarred from participating in pulpliocurement.

(c) Procuring Entity’s Right to Accept or Reject Any or All Tenders

The Procuring entity reserves the right to accepefect any tender, and to
annul the tendering process and reject all tenakeasly time prior to contract
award, without thereby incurring any liability thet affected tenderer or
tenderer of the grounds for the procuring entigc¢tion

The procuring entity may at any time terminate prement proceedings
before contract award and shall not be liable toarson for the termination

The procuring entity shall give prompt notice ofe thermination to the
tenderers and on request give its reasons for mation within 14 days of
receiving the request from any tenderer.

A tenderer who gives false information in the tandecument about is
qualification or who refuses to enter into a cocitrafter notification of
contract award shall be considered for debarment fparticipating in future
public procurement.

Notification of Award

Prior to the expiration of the period of tenderidi&y, the Procuring entity
will notify the successful tenderer in writing thtgt tender has been accepted.

The notification of award will signify the formati of the Contract but will
have to wait until the contract is finally signeg toth parties. Simultaneous
other tenderers shall be notified that their teadi@ve not been successful.

Upon the successful Tenderer’'s furnishing of thefgpmance security

pursuant to paragraph 2.29, the Procuring entitl sinultaneously inform
the other tenderers that their tenders have nat deecessful

Signing of Contract
At the same time as the Procuring entity notiftes successful tenderer that

its tender has been accepted, the procuring eniitysimultaneously inform
the other tenderers that their tenders have nat deecessful.
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2.28.4

2.28.5

2.29

2.29.3

2.29.4

2.30

2.30.3

2.30.4

2.30.5

Within fourteen (14) days of receipt of the Contr&orm, the successful
tenderer shall sign and date the contract andrrétto the Procuring entity.

The parties to the contract shall have it signetiiwi30 days from the date of
notification of contract award unless there is ammistrative review
request.

Performance Security

Within Thirty (30) days of the receipt of notificeh of award from the
Procuring entity, the successful tenderer shalhiflr the performance
security in accordance with the Conditions of Cactir in the Performance
Security Form provided in the tender documents,iroranother form
acceptable to the Procuring entity.

Failure of the successful tenderer to comply wikle trequirements of
paragraph 2.28 or paragraph 2.29 shall constitwfiicient grounds for the
annulment of the award and forfeiture of the terskurity, in which event
the Procuring entity may make the award to the lmxést evaluated

Corrupt or Fraudulent Practices

The procuring entity requires that tenderers oleséine highest standard of
ethics during the procurement process and execuoficontracts. A tenderer
shall sign a declaration that he has and will netitvolved in corrupt or
fraudulent practices.

The Procuring entity will reject a proposal for ad/af it determines that the
tenderer recommended for award has engaged in ptoou fraudulent
practices in competing for the contract in question

Further a tenderer who is found to have indulgedarrupt or fraudulent

practices risks being debarred from participatingoublic Procurement in
Kenya.
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The following information regarding the particulaos$ the tender shall complement

supplement or amend the provisions of the instoastito tenderers. Wherever there is
a conflict between the provision of the instructido tenderers and the provisions of
the appendix, the provisions of the appendix hestiall prevail over those of the

instructions to tenderers.

ITT Particulars of appendix to instructions to tenderes

2.1.1 | Particulars of eligible tenderers: This tenderpgsmto bidders with proven financial and

technical capability to provide an Electronic Do@mhManagement System

2.2.2 | Price to be charged for manual tender documKshs. 1,00C
2.10 | Particulars of other currencies allowidne
2.11 | Particulars of eligibility and qualificatiodecuments of evidence requirétefer the

Evaluation Criteria

2.14.2 | The amount of tender security require2% of tender contract price

2.14.4| A tender security in the form of a Guararitem a reputable Bank or an Insurance Company
approved by the PPOASELF ISSUED BID BONDS BY THE BIDDERS WILL NOT BE
ACCEPTED

2.15 | Validity of TendersTenders Shall remain valid for 120 days up from dag of openin(

2.17.1 | The bidder shall seal the original and copy of tdweder in separate envelopes duly mai
“ORIGINAL” and “COPY”. The envelopes shall thenebsealed in an outer envelope
addressed to The Secretary, Teachers Service Caeiomi®.O Box Private Nairobi. The
Bulky tenders which do not fit in the tender borklbe delivered to the Procurement Unit.

2.2z | Evaluation Criteria

a) Preliminary Evaluation - Mandatory Requirements (MR)
No. Documents to be submitted YES/NO
MR1 | Copy of certificate of Registration/Incorpacet

MR 2 | Copy of Valid Tax Compliance certificate

MR 3 | Copy of valid PIN/VAT

MR 4 | Dully filled, signed and stampeConfidential Busines:Questionnaire

in format provided

MR 5 | Price Schedule in the format provit

MR 6 | Filled and signe Form of Tender in the Format provic

MR 7 | Manufacturer’s Authorization or Dealership Agment

MR 8 | Original copy of the Tender Security (Bid byd 2% of the contract
price inform of a Bank guarantee or bankers chdigqpm a reputable

bank in Kenya or Insurance guarantee approved RAPP
MR 9 | Filled, signed and stamped declaration that the biddeutislebarre:
from participating in PubliProcurement in the format provic

MR10 | Filled, signed and stamped declaration they thill not engage in any
corrupt practice in the format provided

MR11 | Valid Business Permit from the county governtne

MR12 | Dully filled, signed and stamped Site visitrfoby appointed TSC and
Bidder representatives

Note: Only bids meeting all the above requirementshall proceed to technical evaluation

N.B: MUST have all pages in the whole document SERLIZED and INITIALIZED
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2.24.1

b)Technical Evaluation Criteria
Description of Criteria Score (%)

Managerial and Key Personnel Competency Profiles
. Organizational Chart=@ 2 marks
Qualification of Key Staff and Capacity to deliver 27
goods/service:
. Manager
~Masters Degree in Project Management or any IT related
field (Attach CVs and relevant Certificates) 5 marks
-5 years of experience 1mark for each year ( Total 5 marks)

* 3 Technical Staffs
BSC Degree in Computer Science or related Degree (Attach
CVs and relevant Certificates) =6 marks
Each employee to have 3 years of experience =9 marks
Financial Resources

s Firm’s Audited financial accounts for the last 3 years | 20
(2014,2015 and 2016)= 3@3 ( 9marks
Financial Ratios to be Evaluated:

» Liquidity ratios: CA/CL> 1:1 = 4 marks
CA/CL > 0.5:1 = 3 marks
CA/CL < 0.5 =2 marks

» Gearing ratios not more than 50% = 3 marks
50% - 99% = 2 marks
100% and above = 1 mark

» Profitability ratios 10% and above = 4 marks
5% - 9% = 3 marks
Below 5% - 2 mark

Experience

Years of Experience in EDMS implementation( Attach

evidence)

. One year experience = @ 5 marks 20
. Two years experience = @ 10 marks

. Three years experience = @ 15 marks

. Four years and above = @ 20 marks

Reputation

. Letters of reference from three major clients as proof

of implementation of EDMS include contact person, address 15
and telephone numbers. Generic letters will not be acceptable
=3(@ 5marks

Project Work plan and implementation methodology 18

TOTAL MARKS 100
NOTE: PASS MARK IS 70%

c)Financial Evaluation :

Only firms attaining 70% minimum pass mark and above will proceed to financial evaluation phas

Award Criteria

2.26.6| Will be based on the lowest evaluated bidder

Performance Security

2.29.1| performance Security shall be 5% of the contraat siiorm of a bank guarantee
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3.1

3.1.1
(@)

(b)

(€)

(d)
(e)

3.2

3.2.1

3.3

3.3.1

3.3.2

3.4

34.1

3.5

351

3.5.2

3.5.3

Definitions

In this Contract, the following terms shall be npieeted as indicated:-
“The Contract” means the agreement entered intavdmt the Procuring
entity and the tenderer, as recorded in the Cantfaom signed by the
parties, including all attachments and appendicessto and all documents
incorporated by reference therein.
“The Contract Price” means the price payable to térederer under the
Contract for the full and proper performance otistractual obligations
“The Goods” means all of the equipment, machineapd/or other
materials, which the tenderer is required to supplyhe Procuring entity
under the Contract.
“The Procuring entity” means the organization pasihg the Goods under
this Contract.
“The Tenderer means the individual or firm supplyithe Goods under
this Contract.

Application

These General Conditions shall apply in all Coriranade by the Procuring
entity for the procurement installation and comioisgg of equipment to the
extent that they are not superseded by provisibogher part of contract.

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
and will be treated thus in the evaluation of gwder.

Standards

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

Use of Contract Documents and Information

The Candidate shall not, without the Procuringteistiprior written consent,

disclose the Contract, or any provision therefanreany specification, plan,
drawing, pattern, sample, or information furnishieag or on behalf of the

Procuring entity in connection therewith, to anygo® other than a person
employed by the tenderer in the performance obetract.

The tenderer shall not, without the Procuring gistiprior written consent,
make use of any document or information enumeratpdragraph 3.5.1 above

Any document, other than the Contract itself, enattesl in paragraph 3.5.1
shall remain the property of the Procuring entitd ashall be returned (all
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3.6

3.6.1

3.7

3.7.1

3.7.2

3.7.3

3.7.4

3.8

3.8.1

3.8.2

3.8.3

3.8.4

copies) to the Procuring entity on completion a¢ thenderer’'s performance
under the Contract if so required by the Procuentity

Patent Rights

The tenderer shall indemnify the Procuring entiggiast all third-party claims
of infringement of patent, trademark, or industaasign rights arising from
use of the Goods or any part thereof in the Praguentity’s country

Performance Security

Within twenty eight (28) days of receipt of the ifioation of Contract award,
the successful tenderer shall furnish to the Proguentity the performance
security where applicable in the amount specifiedSpecial Conditions of
Contract.

The proceeds of the performance security shall dalge to the Procuring
entity as compensation for any loss resulting fiia Tenderer’s failure to
complete its obligations under the Contract.

The performance security shall be denominatederctirrency of the contract,
or in a freely convertible currency acceptableh® procuring entity and shall
be in the form of

a) Cash

b) Bank guarantee

¢) Such insurance guarantee approved by the TSC

d) Letter of credit

The performance security will be discharged by Brecuring entity and
returned t the Candidate not late than thirty (88ys following the date of
completion of the Tenderer's performance obligatiamder the Contract,
including any warranty obligations, under the Caatr

Inspection and Tests

The Procuring entity or its representative shallehthe right to inspect and/or
to test the equipment to confirm their conformibythe Contract specifications.
The Procuring entity shall notify the tenderer iritiwg in a timely manner, of
the identity of any representatives retained feséhpurposes.

The inspections and tests may be conducted inrmaigpes of the tenderer. All
reasonable facilities and assistance, includingesgcto drawings and
production data, shall be furnished to the inspsctt no charge to the
Procuring entity.

Should any inspected or tested equipment fail tdaron to the Specifications,
the Procuring entity may reject the equipment, #mel tenderer shall either
replace the rejected equipment or make alteratinasessary to make
specification requirements free of costs to theemag entity.

The Procuring entity’s right to inspect test andeven necessary, reject the
equipment after the equipment arrival and instaltatshall in no way be
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limited or waived by reason of the equipment havipgeviously been
inspected, tested and passed by the Procuring entits representative prior to
the equipment delivery.

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

3.9 Packing

3.9.1 The tenderer shall provide such packing and paokagi the equipment as is
required to prevent their damage or deterioratianing transit to their final
destination, as indicated in the Contract.

3.9.2 The packing, marking, and documentation within andside the packages
shall comply strictly with such special requirengeras shall be expressly
provided for in the Contract

3.10 Delivery and Documents

3.10.1 Delivery of the equipment, documents and installatf the same shall be

made by the tenderer in accordance with the tepesified by Procuring
entity in its Schedule of Requirements and the Bp&wonditions of Contract

3.11 Insurance

3.11.1 The equipment supplied under the Contract shalulie insured against loss

or damage incidental to manufacturer or acquisitteansportation, storage,
and delivery in the manner specified in the Spemalditions of contract.

3.12 Payment

3.12.1 The method and conditions of payment to be madéddenderer under this
Contract shall be specified in Special Conditioh€ontract

3.12.2 Payments shall be made promptly by the Procuririgyeas specified in the
contract

3.13 Prices

3.13.1 Prices charged by the tenderer for equipment delidzeand installation
performed under the Contract shall not, with theegtion of any price
adjustments authorized in Special Conditions oft@mm, vary from the prices
by the tenderer in its tender.

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 atoin shall not exceed 10%
of the original contract price.

3.13.4 Price variation requests shall be processed bytbeuring entity within 30
days of receiving the request.
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3.14. Assignment

The tenderer shall not assign, in whole or in pigst,obligations to perform
under this Contract, except with the Procuringtgistiprior written consent

3.15. Subcontracts

3.15.1 The tenderer shall notify the Procuring tgnitn writing of all subcontracts
awarded under this Contract if not already spetifie the tender. Such
notification, in the original tender or later, dhabt relieve the tenderer from
any liability or obligation under the Contract

3.16. Termination for Default

3.16.1 The Procuring entity may, without prejudioeany other remedy for breach of
Contract, by written notice of default sent to tte:mderer, terminate this
Contract in whole or in part

(@) if the tenderer fails to deliver any or all of ttguipment within the
period9s) specified in the Contract, or within axtension thereof
granted by 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 éorin executing
the Contract

3.16.2 In the event the Procuring entity terminadkes Contract in whole or in part, it
may procure, upon such terms and in such manndrdeems appropriate,
equipment similar to those undelivered, and theleesr shall be liable to the
Procuring entity for any excess costs for suchlaingiquipment.

3.17. Termination for convenience

3.18. Liquidated Damages

3.18.1 If the tenderer fails to deliver and/or atisiny or all of the items within the
period(s) specified in the contract, the procuengjty shall, without prejudice
to its other remedies under the contract, dedumtn fthe contract prices
liquidated damages sum equivalent to 0.5% of thiévated price of the
delayed items up to a maximum deduction of 10%efdelayed goods. After
this the tenderer may consider termination of thamct.

3.19. Resolution of Disputes
3.19.1 The procuring entity and the tenderer shadke every effort to resolve
amicably by direct informal negotiation any disagreent or dispute arising

between them under or in connection with the camtra

3.19.2 If, after thirty (30) days from the commemest of such informal negotiations
both parties have been unable to resolve amicatldgrdéract dispute, either
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party may require that the dispute be referredrésolution to the formal
mechanisms specified in the SCC.

3.20. Language and Law

3.20.1The language of the contract and the law rpavg the contract shall be English
language and the Laws of Kenya respectively urdéssrwise specified in the
SCC

3.21. Force Majeure

3.21.1The Tenderer shall not be liable for forfestwf its performance security or
termination for default if and to the extent thés$ idelay in performance or
other failure to perform its obligations under @@entract is the result of an
event of Force Majeure.

3.22 Notices

3.22.1Any notice given by one party to the othersspant to this contract shall be sent
to other party by post or by fax or Email and conéd in writing to the other
party’s address specified.

3.22.2A notice shall be effective when deliveredo the notices effective date,
whichever is later.
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4.1  Special Conditions of Contract (SCC) shall suppleintiee General Conditions
of Contract (GCC). Whenever there is a confli@ween the GCC and the
SCC, the provisions of the SCC herein shall prewedr these in the GCC.

4.2  Special conditions of contract as relates ¢oGICC

REFERENCE
OF GCC

SPECIAL CONDITIONS OF CONTRACT

3.7.1

Performance Security shall be 5% of the contraat su

3.1C

The vendor shall provide for System upgrade patchagpatible with the
existing Operating Systems at no extra cost

The contractor shall be required to partner witbcal firm preferably
within the Country for purposes of offering aftates support

The ownership of data captured under the ElectrbDaia Management
System shall remain that of the TSC

3.12.1

Payments shall be made 30 days after cattidin of invoice as follows:

i. Twenty (20) percent of the Contract Price shalpail on the
commencement date against the submission of baaragiee
advance payment for the same.

ii. The balance shall be paid against deliverablese@ibhes as agreed)

3.18.1

Resolution of disputes shall be throughteation.

Appointment of an Arbitrator shall be in accordamgth the provisions of
the Arbitration Act Cap 49 of the Laws of Kenya

Appointment of arbitrator to be conducted as perAbbitration Act
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5.0 Scope of Project

TSC seeks the services of a qualified contracteufiply the EDMS and carry out the
implementation of the EDMS and services describectkih. The Contractor must
demonstrate in their proposal that they fully miet various requirements stipulated
in this document.

Broadly, the contractor shall be expected to:-

Provide the EDMS application software that meets tbchnical/solutions
requirements detailed in section 5.6.9 (section#/A-See section 5.1 for the
requirements. The deliverables in this case isGbenmercial Off-the-Shelf
(COTS)/out-of-the box EDMS system and all the asded quantity of
software licenses.

. Provide Implementation, Change Management, Projdehagement and

Technical Support Services to guarantee 100% ssicoBghe project and
subsequent continual operation of the solution (seetion 5.2). The
deliverables in this case are a fully working EDMt8ution that meets all the
identified specific business requirements and @£ and all documentation
including but not limited to use case specificasiontechnical design
specifications, user manuals, installation manwadeyational manuals etc.
Provide training services to the Commission endsusefacilitate adoption and
maximum utility of the benefits afforded by the EBMsystem and provide
training services to the Commission’s ICT team (s&etion 5.3). The
deliverables include trained business and technjaisonnel, training
presentation materials in digital and hard copyn®submitted to TSC.

. The system shall be expected to implement workflag/sted below;

a) Transport

b) Parliamentary questions

c) Secretariat to Commission meetings
d) Performance Contracting

e) Legal

f) Records Management

g) Policy Analysis
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5.1 EDMS Software Solutions Requirements Scope
Detailed requirements for each functional module ba found insection 5.6.9. The
required workflows are indicated in section 5.0(84). These requirements have been
extrapolated from analysis of current process needsfuture anticipated growth of
the Commission. The following are the modules thatsystem must have;

a) Scanning Module

b) User Interface Module

c) Administration Module

d) Business process/Workflow Module

e) Archival Module

f) Forms Module

g) Security Module

h) Integration Module

i) Reports Module

j) Barcode recognition Module

k) Automatic Email Archive Module

[) Electronically Certified Documents Module

5.2 Implementation, Change Management and Project Bihagement Scope

The contractor shall undertake among others, th@ifing services:-

I. Provide professional advice on the best practiedsted to implementation of
EDMS projects within the industry in which TSC ogkes. This includes but not
limited to content taxonomy and classification soks, indexing, disposition and
archival policies, standard form templates, stashthaisiness processes etc.

Il. Undertake analysis, design, specification, coding testing of required system
interfaces and software components required toesddF SC specific requirements
related to document Management, Digital Asset Manant, Collaboration, Web
Content Management, Enterprise search, Learningenbmanagement, Business
Process/Workflow Management, Enterprise wide b@sinprocess integration,
Reporting, Analytics, and Visual Data modeling.

[ll. Provide specifications for development, stagingtimg and production system
software, database system, system hardware and woication infrastructure
required for the successful delivery of the EDM$j@ct and for the subsequent
optimal operation of the EDMS system.

IV. Configure the EDMS development environment: - isfiracture components and
application software components. This includes enguhe right configurations of
the operating system, database system, periphevedas$ (scanners, printers) etc

V. Configure the EDMS test environment: - infrastruetaomponents and application
software components. This includes ensuring thét rigonfigurations of the
operating system, database system, peripheralage{gcanners, printers) etc

VI. Configure the product environment: - infrastructe@mponents and application
software components. This includes ensuring thét rigonfigurations of the
operating system, database system, peripheralage{gcanners, printers) etc

VII. Lead the data migration of existing digitized doeunts from legacy systems
into the target EDMS system
VIIl.  Provide post implementation technical support sewi

5.3 Scope of Training Services

5.3.1 The contractor must assist the TSC to becseffesufficient in supporting,
maintaining, managing, and utilizing the propos&MS solution over time.

5.3.2 The training program and training materialsvgled by the contractor must
ensure that TSC employees or agents become abieat@age, operate and

26



5.3.3

5.4

5.4.1

troubleshoot the infrastructure, application, andctional components of the

solution. Various parties of the TSC must also bezgroficient in developing

and deploying the required interfaces in their eesipe environments.

The contractor must provide training and matetiatsthe following groups of

individuals:-

a) ldentified individuals to be trained as competdethnical system
administrators.

b) IT application support analysts who will be competi® provide day to day
technical support for the installed solutions thhe contractor will
implement

c) Software developers who will develop or customipecsfic interfaces,
components or reports as and when required.

d) Non-technical functional system super users or I8ifpint of Contacts
(SPOCs), proficient in the basic configuration auVanced usage of the
various features of the system. This group of iidigls will be drawn from
the various business functional areas (directoyates

Assumptions Pertaining To Project Scope

This tender specification reflects requieets of the TSC Staff within the TSC
will be direct/guide users of the system.

5.4.2 The Commission has a workforce of 3000 sfffsed on the assessment of

5.4.3

5.4.4

requirements for identified stakeholder groups, TB€ anticipates a user base
of 1500. In time, other stakeholders within then@aission may choose to use
the EDMS system to meet their independent funcliorequirements.
Therefore, the Commission seeks a fully scalaldtesy that will support users
across the TSC offices country wide.

For proposing purposes, assume a userobds800 employeesl0% of those
being non-technical content contributors or othew@r users and the
remaining 90% casual users. The manual documesta@rroximatelyl25
million pagesin number. The manual documents will be digitizeer time.
Document production volume in TSC is in the fivdlimms of pages per year.

The TSC anticipates that the solution roagsist of multiple instances of
software able to communicate with one another &sle@ For example, the
document management system to store documentsedelat teachers’
transactions and secretariat staff and support hezacRelationship
Management System (TRMS), Customer Relationship dgament System
(CRMS), Human Capital Management System and otH&t M
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5.5  TSC Current and Future Computing Environments
5.5.1 Client Side Computing Environment

The Commission currently has about 708kvetations/client desktop machines.
A good number of these machines run on MS WinddwsEDMS platform
that can be accessed on windows desktops in additolater windows
operating systems will be preferred.

5.5.2 Office Automation Tools
The TSC currently uses the Microsoft Office profesal suite of applications
(Word, Excel, etc) for office automation. Our cuntrelectronic mailing system
is based on an open source system with basic Gnatiiies that shall be
replaced with an elaborate electronic messagingisys the very near future.

5.5.3 Server Side System Software
Currently, the TSC servers are operatingMindows Server 2012 Data Center
Edition. The OS supports virtualization basedHyperV. Thus any operating
system that can be virtualized usiiktyperV can be provisioned. NB: The

Commission is in the process of adopting Hyper-eogence server technology
with virtualization using VMware.

5.5.4 Server Side System Hardware
TSC systems software and applicationoruiBM Flex Server.

5.5.5 Storage and Backup Infrastructure
The TSC utilizes an enterprise level IBMusion for centralized storage that
should be used for any storage of live data. Tleéepred EDMS solution will be
highly available with a redundant infrastructurattsupports automated failover

in case of component failure. Load sharing basédisos will be ranked higher
than hot standbys.

5.5.6 Communication Network Infrastructure
The network connecting different businesgs (TSC and its county offices) is
through MPLS. TSC has standardized on a Cisco Né&twdrastructure. 11
Counties has cabled LAN whereas 36 are on wireless.

5.5.7 ldentity Management Technology
The current identity management solufaxility is based on Microsoft Active
Directory to provide a standard solution for usethantication. It is important

that all new solutions being implemented are futifegrated to work with the
security framework.

5.5.8 Database Technology
Oracle is the preferred choice of the T&Celational database management.
Other database solutions are currently used a®ptré core TSC hosted
service offering, but in an effort to standardiaey solution that supports the
most current version of Oracle in a multi-host @aplication clustering
implementation will be preferred.
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5.6 PROPOSAL CONTENTS (TECHNICAL CONTENTS ONLY)

5.6.1 Proposed Application Software and Computingnvironment

The vendor must present, in detail, features apdlusties of the proposed
application software. This part of the responsefige narrative section. The
discussion should provide comprehensive informatibout the actual solution
and services being proposed to address this tehidercontent may overlap

the content provided in other sections of the respse, but should attempt

to not directly replicate other content. It is acceptable to refer to the detailed
information and supporting tables, charts, andlgggpovided in other sections
of the response.

In addition, the following information msitbe included in narrative form:

Hardware Environment: Describe the hardware environment required to
utilize the proposed software. In the event thierenore than one (1)
suitable hardware platform, list the best optiondidating the relative
strengths and drawbacks (if any) of each.

Network Environment: Describe the network environment required to
utilize the proposed software. In the event thatd is more than one (1)
suitable network configuration, list options indiog the relative strengths
and drawbacks (if any) of each.

Operating System(s): Identify the operating system(s) required by the
proposed applications software and database mamagesgstem in the
hardware environment recommended above. In thet évere is more than
one (1) suitable operating system, list all optiamdicating the relative
strengths and drawbacks (if any) of each.

Database Platform(s): The preferred database platform of the TSC is SQL
Language. The vendor should identify the ideal lolzge platform for the
proposed software. In the event there is more diman(1) suitable database
platform, list all options indicating the relatig¢rengths and drawbacks (if
any) of each.

Desktop Requirements: Identify the desktop computer hardware and
software requirements to the EDMS solution. Incligigcal requirements
for a “power occasional casual, report viewer, eystadministrator and
work requestor.

5.6.2 System Security Architecture
5.6.2.1 The vendor must include a detailed descriptionth&f proposed solution’s

security

features. A description of how to gectransactions in a distributed

network, over LAN, WAN, MPLS, VPN and public Intexihconnections must also be

included.

5.6.2.Z'he vendor must also explain in-detail, the seguribdel of the application,
and describe generally the tasks required to cordigand maintain application
security. Explain as well if and how system seguwvlidation can be integrated with
MS Active Directory.

5.6.3 Third-Party Products/Optional Software.

The vendor must explicitly list and describe theneaof any third-party products that
are part of the proposed solution to the TSC. damh third-party product themsust
be comments about whether the vendor's contradt evitompass the third-party
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product and/or whether the TSC will have to coritrac its own for the product.

5.6.4 Solution Implementation, Change Management @ahProject Management

Strategies

The implementation plan and associated cost probsauld reflect a best-practice

based scenario per the proposer's past experiendeiralustry knowledge. The

proposer’s implementation plan should include ti¥ing recommended approach:-
[.  Solution map

[I. A visual representation of the components and keght IT landscape of
the proposed EDMS solution. Indicate partner peobdutegration touch
points, future software modules and anticipatedgrdtion with current
and future TSC systems (current systems includelieza’ Online Web
portal, Microsoft Dynamics CRM, T-Pay, Human ReseuManagement
System, Finance and Accounting Management, Activedibry, Mobile
applications, Electronic Content Messaging systems)

lll.  Project management methodology: Among other detaidude your
approach to managing project scope, change regeiesmand change
orders.

IV. Change management methodology

V. Risk Management Approach: Describe your methodolofjyhandling
risks and issues

VI.  Proposed data migration methods and tools

VII.  Methods for identification and capture of hard capytent

VIIl.  Testing Strategy: Provide details on your processcbnducting unit,
functional, system and integration, stress and keats and Acceptance
testing

IX.  Project plan and time line

X.  Proposed project staffing, including descriptiofisrales and expertise;
please detail by project phase. Note that the wftivendor resources to
TSC staff will be determined upon detailed projezsource planning,
following selection of a vendor partner.

5.6.5 Development and Staging Environment Hardwaré& Software

The responses in this section should include @etapecifications and a rationale for
the software, services and equipment for the Dgvetnt, Staging and production
Environments. Tenderers should include completevire, software and services
sufficient to procure, install and configure a depenent and staging environment for
the proposed solution on-site at the TSC officdeas® note that TSC will make
available the requisite hardware and hence no meqarovide prices of hardware
equipment.

5.6.6 Training Plan

This section should outline the vendor's recomméada and plans for assisting the
TSC and the TSC contractors to become self-sufficie supporting, maintaining,
managing and utilizing the proposed solution oweret TSC employees or agents
must be able to manage, operate and troublesheanfilastructure components of the
solution. Various parties of the TSC must alsoonee proficient in developing and
deploying the required interfaces in their respecgnvironments. The vendorust
provide a detailed plan for train-the-trainer tmag) project team training, end user
training and technology personnel.
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This informationmust include:

Clear identification of the proposed training metko (classroom, lab,
mentoring, etc.), schedule and assumptions regamli@requisite skills of the
employees receiving the training. The TSC is aklguesting the vendor’s
recommendations on the number of full time empley€ETES) required
supporting this solution.

Name of third-party training resources. Vendorwtiadentify third party

partners that provide training on the use of thpplication.

Education on the use of application and interfaesetbpment tools and
services included in the proposed solution.

Change management processes, procedures and éaalechto host, maintain
and support the solution.

5.6.7 Maintenance and Post Implementation Supporti®gram.
The tenderer should specify their plans to carry pmst-implementation and support
including:

V.
V.
VI.

VIL.

Post-Implementation support (e.g., 12 months o$i@msupport after go-live).
Telephone support (include toll-free support hetlirhours of operation,
availability of 12 x 7 hotline, etc.)

Special plans defining “levels” of customer supgery., gold, silver, etc.).
Availability and locality of online groups or disssion groups.

Your escalation policy and procedures for systeablems, issues, and "bugs".
Your upgrade process, path, and recent upgradaseeteneframes

Your ability to assist the Commission in recreatargoperational system after
any event that renders thgystem completely unable to operate The
Commission will be implementing an off-site backoppy of the data and
operational system file.

5.6.8 Sample Technical Documents.
To establish a complete and competitive proposaiderers must include sample
copies of the following documents:

V.

Five (5) URLs for websites using the vendor's EDBMES solution

Case studies focusing on document management, welernt management,
digital asset management, workflow management, cotidboration for past
implementations of similar scope.

Sample project plan for past implementation of Eimscope

Sample EDMS software documentation (CD-ROMs wowdgiteferred)
Sample business process flows to the proposed ESiWEon.
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6.1

6.1.1.

6.1.2

6.1.3

GENERAL

These specifications describe the basicmaments for equipment. Tenderers
are requested to submit with their offers the dedaspecifications, drawings,
catalogues, etc for the products they intend t@lsup

Tenderers must indicate on the specifications shesether the equipment
offered comply with each specific requirement.

All the service elements to be supplied shall rotdss than those required in
these specifications. Deviations from the basgumements, if any, shall be
explained in detail in writing with the offer, witeupporting data such as
calculation sheets, etc. The procuring entity me=e the right to reject the
products, if such deviations shall be found crltiwathe use and operation of
the products

6.1.4 The tenderers are requested to present iafmmalong with their offers as
follows;-

(i)
(ii)

6.2

6.2.1

6.2.2

6.2.3

Shortest possible delivery period of each product
Information on proper representative and/or workshimr back-up
service/repair and maintenance including their reearal addresses

BACKGROUND

The Teachers Service Commission is the agency megge for the nation’s
teaching staff. The TSC undertakes various funstmimed at enhancing
welfare of the members of the TSC in the countrguided by the executive
law.

TSC would like to implement an Electronic Documkl@anagement System
and digitization of approximately 600,000 filesitoorder provide the
following benefits;

. Reduce or eliminate paper flow and storage tijitout TSC

. Have quick and easy access to documents anunafion

. Optimize document flow throughout the TSC'’s atistration
. Preserve document confidentiality and integrity

. Minimize instances of lost or misplaced docureent

. Eliminate duplication in filing documents

. Maintain consistency in filing documents

. Save on storage space

. Improve organizational productivity.

O©CoO~NOUITAAWNPE

TSC requires the services of an experienced sepvmader to digitize and
index records and to provide comprehensive userinigain the use of the
Electronic Document Management System for all leeélstaff.
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6.3

SCHEDULE OF REQUIREMENTS AND DELIVERABLES

Description

a) VENDOR GENERAL INFORMATION

Proposed Software Product History:
a) The proposed solution should have been implemented in three Government
Institutions in the last three years.
b) The proposed solution should have been implemented in two Private
Institutions in the last three years.

b) Product Considerations
The EDMS & Workflow suite should use the same business logic, user interface,
content repository, security and administration modules.
The system should have the ability to easily configure, deploy and modify
sophisticated EDMS solutions without being locked into a rigidly coded application.
The system should have a wizard based functions to customize applications for
different organization needs.
The application should be generated without writing any code.
The system should allow defining of input forms or ability to modify the system input
screens.
The system should allow defining of retrieval screens or ability to modify the system
retrieval screens.
The system should provide ability to view the - Application navigation panel, Search
results, Document (image, word, etc.), and Metadata at the same time in one page?
The system should have proven ability to store and manage more than a billion
documents.
The system should have proven ability to support more than 1500 users working
simultaneously.
The internal IT staff should maintain and expand and even change the applications
without the assistance of the vendor and without writing any code.

c) Technical

The system should support Microsoft SQL, MYSQL, HANA, Informix, Oracle database
platforms or any latest data management platform.

The system should support both Internet/Intranet environments.

The system should support Multiple storage controller.

The system should have the ability to be managed and maintained on a hosted site.

The system should support hybrid private clouds solution.

The system should support Microsoft IE, Firefox Mozilla and Google Chrome
browsers.

The system should be able to support storing of documents on distributed DAS/ NAS
/ SAN/ devices.

The system should provide a TCP/IP based access to the documents repository and
encryption capabilities for the documents.

The system should be a modular solution.

The system should have the ability to authenticate using Active Directory.
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The system should have the ability to use single-sign-on for authentication.

The architecture should be scalable.

The system should provide a customizable reporting tool.

The system should provide a web based viewer which minimize the amount of data
sent over the network by displaying the first page of the file and small thumbnail
images of other pages in the file.

The solution should allow the system administrators to set the date and time for
automated uptake queue or routine to be performed.

The solution should allow the import of content using a web-based form.

The solutions should have the ability to automatically categories content based on
meta-data of the document.

d) Scanning/Imaging
The system should:
Scan directly into the DMS using TWAIN source using the web interface.
Scan multi-pages of B&W, Gray-scale or True color.
Support high-volume scanning.
Support network scanning stations.
Have the ability to capture and add e-mail (including attachments) to the library
directly from the user's desktop.
Have unrestricted ability to classify documents with metadata to make them easier to
search and retrieve in the future.
Allow additional fields to be added to the metadata at any point without writing any
code.
Support automatically sent scanned documents to workflow.
Be customized to work with other applications (if the applications use the same
framework architecture as the proposed system)
support massive batch scanning of documents and automatic distribution for
indexing.
allow for the saving of scanning parameters and settings e.g. pages date, author etc.
distributed network scanners.
Support remote scanning of documents.
Support automated importing capability.
support archiving of images and electronic documents.
provide an integrated image viewing and processing tools such as ZOOM, Negative,
Flip, Mirror, Contrast and Brightness, Resize and Rotate etc.
Be able to support automatic compression to save storage space.
support OCR from the scanned images.
support Bar-Code recognition from the scanned images.
support medium-speed scanners for low and medium volume imaging.
e) Archives
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The solution should support:

PDF-A

physical paper, file management and preservation.

Microfilm

WORM Optical Disc

WORM tape

Voice

local and international standards for archiving

Archived content to be retrieved

Record retention and destruction policies to be applied to archived content.

Automatic imaging of single-sided, two-sided, and multiple page documents.
Scanning by single sheet feeding and by automatic document feeder.

Rent use of data capture software on separate PCs.

And allow documents to be scanned at a range of resolutions.

Duplex (one page, double sided) scanning.

Multiple page documents.

Or allow users to set up document batch classes and identify specific types of
documents and forms.

The system should support scheduling of import jobs from local or server folders to
enable automatic import on a regular basis.
The system should have the ability to capture transactional documents generated by

other sistems.

The system should allow comments to be posted on documents.
The system should allow comments to be kept in the database.

The system should provide the ability to markup documents with colored marks, text
annotations, sticky notes, etc.

The system should allow comment information to be kept with date, time, user, text.

The solution should:

Support DOCX, XLSX, TIF, PPTX, PDF, MSG formats.

Allow files to be viewed using a built-in viewer (E.G viewing Word files without
having MS-Word installed in the station)

Support Documents kept in their native format without being changed.

Allow the system to manage document versions.

Support check-in/ check-out capabilities.

Allow documents to be viewed while checked-out.

Support hierarchical Filing.

Allow documents to be saved directly from the native application (e.g. MS Word) into
the DMS system.

Support the ability to launch documents externally from the DMS using native
applications.

Support import of documents with index information.

Support ability to edit and save documents directly from the DMS viewer without
changing the original.

Manage system fields for each document including: creation/update date, user
creating/updating, document type, version number, etc. regardless of additional
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metadata defined.

Allow documents to be linked to other documents within the DMS.

h) Email Management
The solution should:
Provide an automated process for the capturing of all inbound and outbound e-mails.
Allow saving of e-mails with or without attachments, both incoming and outgoing.
Allow saving of e-mails with attachments, as a single multipage TIF or PDF.
Allow linking the mail message and its attachments to an existing document in DMS.
Enable view of email messages stored in the DMS with an indication of its
attachment.
Enable view of email messages attachments from within the DMS.

i) Business Process Automation/Workflow

The solution should:

Have native workflow capabilities for handling documents based tasks.

Support ad-hoc and rules based workflow.

Offer a graphical user interface for developing workflow.

support modifying of an active workflow design while keeping the old version

Allow system workflow to provide conditional flows depending on user input or
system data

Allow the system workflow to support both private (single user) and public (multiple
users) queues for tasks

Allow the system workflow to support manager authorization to control both private
and public queues (view, transfer, close, etc.) of tasks

offer approval/disapproval functionality

offer escalation of workflow items? Does it offer queue transfer and balancing in case
of vacations, sickness, or load

offer the ability to create alarms based on time, numbers, queue, and custom
properties

Allow workflows to be sent to external recipients

Support tracking of managing the amount of time users spend performing their work

Allow the system workflow to include a facility to distribute incoming items to group
members in rotation, or on a member’s completion of the current task, to balance
team members’ workloads

have a strong reporting utility for each workflow defined? This should include reports
like, All work not completed, User productivity in responding to tasks. Time taken to
complete a specific workflow etc.

Include the ability to prioritize items in queues

support the system workflow feature to allow users to assign "pending" status to a
workflow item until a certain date or event occurs

show the progress of a document through a workflow so that users can determine
the status of a document in the process

keep and show the history of a workflow process for each document that participate
in a workflow process

provide the ability for non-technical authors to create workflow design without
scripting or programming

Allow the graphical workspace to provide drag-and-drop capabilities
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allow mandatory or optional status to be assigned to a workflow or workflow step

allow for tasks to be rerouted manually

allow designers to configure modifications to various roles/individuals based on
workflow status
allow multiple versions of the workflow to be running at the same time

Have the ability to build complicated workflows with splits, joins etc.

The solution should:

Provide for basic and advanced searching

Provide for instant retrieval

Provide the ability to define searches for specific users
Support for Boolean operators to do document searches

Offer the ability to perform document searches from other applications such as ERP,
or web applications

Offer permission based searching so as a user can see only documents they have
access to

Support "Google like" full text search
Support searches on the metadata and the content of the file at the same time

provide a configurable tool to build queries and reports

provide ability to create sub queries within the main search criteria
Supports drill-down query capabilities (E.g. Clients > Orders > Items)

Provide ability to search text within file notes of documents in the database

Not return results the user is not allowed to see

Support wild card searches

Allow searches to be saved for future reuse

The solution should:

Provide a configurable user interface, both in win form and web form, without the
need to write any code

Have the ability to customize data views or user interface framesets for different user
groups

Have the ability to delete/disable unwanted (not required fields)

Have the ability to modify field nhames

Have the ability to add new fields and names
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Offer a simple drag and drop interface style for uploading documents

Allow documents to be created (and not just uploaded) directly from the system UI
(E.g. operate a scanner, create word document by template).

Allow external systems to access easily the system Ul to perform documents
retrievals or document creation? If so, which kind of authorization is heeded

The solution should:

Be able to integrate with 3™ party data bases

Be able to integrate easily with legacy systems such as ERP (HRMIS/FINANCIAL
SYSTEM), CRM, Teachers Online System, TPAD, TPAY, Mobile app, Messaging System

Be able to integrate easily using script based integration tools

Provide Web Services for Uploading and Downloading of data and documents and for
Workflow activities

Be able to integrate with websites

Have the capability to capture and index electronic documents directly from Microsoft
Office applications

Have the ability to identify and enforce document state such as reviewed, approved,
published, archived and retired.

enable multiple content objects to be organised, assembled and published as a single
structure (Virtual documents)

provide the ability to link documents through the User Interface.

integrate with LDAP

The solution should:

have the ability to capture electronic documents and pass them onto a process where
they can be declared as a record

provide the ability to capture and declare a record within one process

provide the ability to capture an electronic document and declare it as a record at a
later date

support retention capabilities based on a retention schedule

support records disposal functionality within the solution

integrate with a Thesaurus or Classification Scheme

support multiple levels of classification

allow the customization of Record Metadata

Support document destruction capabilities within the system.

provide the ability to define and configure multiple record types

provide the ability to generate numbers and unique identification for record objects

provide the ability to aggregate content together and declare a record for the
complete group

provide the capability to cater for off-site storage of physical documents

Comply with local and international standards

The EDMS should:

Be able to preserve data and prevent spoliation

Support multiple searches used to place and remove holds per document

Provide Support for multiple legal holds on a record without need for copies
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Provide for the ability to remove legal holds on a record per matter
Provide support for in-place legal hold on existing content
Provide for controlled suspension of automatic deletion routines

Support collection of multiple searches to place records into a legally defensible,
secured location for each matter?

The EDMS should:

Allow the user, when checking in a content object, to choose whether the item they
are checking in is a minor revision or a major revision.

Provide a web-based environment for managing the versioning of all content objects
and content collections stored within it

Provide the ability for the versioning pattern to be customized

Allow for events to be triggered based on version changes
Allow for security to be applied to content based on the version of the content
Provide the user with the ability to rollback content to previous versions and provide

controls that can be aiilied to this action

The EDMS should:

Provide a Metadata Editor for Taxonomy Creation and Management

Have standards that the Metadata Editor supports.

Provide a mechanism to allow for Metadata Configuration and Management
Provide for a mechanism to manage devolved content

The EDMS should:

Provide users with functionality that encompasses the entire collaborative process,
whether they are located in the central office or in the other regions?

Allow the Legal team or disciplinary department to create workspaces for their
members, enabling employees to define, organize, share, and monitor their work
from development to delivery

Allow users to set notifications that enables users to stay informed when changes
occur within relevant documents.

Generate reports for Notifications, informing users that events of interest have
occurred. Users can specify whether they want to receive the reports by email at
scheduled times or view them on-demand in their Web browser.

Enable Polls to enable team leaders to efficiently obtain a consensus on
discussions/meetings.

Offer News Channels that allow TSC to deliver a variety of news items to employees
in an effective and non-intrusive manner.

Offer a platform for discussions that provide a way to share thoughts and information
publicly with other users.

Offer Follow-Ups which should be with scheduled reminders that track important
deadlines and upcoming activities of certain documents or engagements

Include a social media capability that allow users to build up social networks by
connecting to each other and following other user’s status updates and content
related activities.

Allow users to customize their own homepage to their needs, documents access and
look and feel

The EDMS should:

Generate and maintain an audit trail for all user activities such as modification,
update and deletion
Provide for the ability to modify a document while safeguarding the original copy




Send alerts in cases of irregular activities, predefined by the system administrator

Record each user's log-on and log-off times

The EDMS should:
Have an independent security system from that of the network
Apart from having its own authentication mechanism, Support LDAP Authentication

Provide protection at - Application Level, Library Level, Document level, Fields Level
and Content Level
Have the ability to retain some documents as private

Provide comprehensive collaboration using role-based access for viewing, accessing,
or modifying documents based on permissions. Should have structured user rights to
prevent users from accessing documents that they do not have authority to access.

Provide a configurable navigational security with multiple layers of user-definable
security to limit access at the system, departmental, user, function, and workflow

Provide the ability to audit all system activity and create audit reports including a
clear, auditable record of access and changes

Include audit process for date/time/user stamp for scanned files

Have the ability to block documents

Have the ability to control document security based on meta data rules
Work over HTTPS/SSL

Provide a way to restrict printing or exporting

Encrypt file content within the repository
Have the ability to support firewall and work within firewall without any third party
applications

Have the ability to force regular passwords changes

Have the facility to restrict users to certain functions within the system
Provide a multilevel password based security scheme

Provide passwords for each employee

Provide passwords for each department, assuming multiple departments may be
defined in the system
Automatically keep a system access log

Keep a log of FAILED password and other access attempts

File Access Rights

The EDMS should provide a document security access scheme

The EDMS should allow document access rights to be assigned in the following ways:
by Directory
by Group
by User
by Document Category

The EDMS security function should provide the following GROUP restrictions:
No Access rights
Read Only rights
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Edit rights

See Filename Only

The EDMS security function should place the following restrictions on USERS:

No Access rights

Read Only rights

Edit rights

See Filenames Only rights

The EDMS should provide its OWN security function

The EDMS should also rely on an alternative network security system besides the
host network's security system

The EDMS security function should provide for document encryption

The EDMS should allow for multiple user security profiles be created to control the
access to all of the proposed system's features and functions enjoyed by different
groups of users

The EDMS should allow for creation of a security profile controlling the ability of
multiple users to access specific features and functions of the proposed system

The EDMS should enable the creation of a security profile controlling a user's ability
to:

View ALL documents

View only specific document groups

View only departmental documents

The EDMS should provide the ability to view all user-defined security profile codes,
and select the one desired, via a drop-down list box when maintaining help desk staff
members

The EDMS should provide the following levels of access privileges:

Individual level:

Role (position):

Group level:

The EDMS should provide default user group settings to help speed up initial system
implementation

The EDMS should provide Object level security

The EDMS should enable process participants view only what their security privileges
enable them to access

The EDMS should provide the ability to lock and hide specific data fields

The EDMS should have the ability to utilize the Check-In/Check-Out function to
monitor and verify the integrity of all security settings

The EDMS should be able to provide support for Public Key Infrastructure (PKI)

The EDMS should be able to support digital signatures

The EDMS should be able to support digital certificates

The EDMS should be able to support features or functions designed to minimize the
risk of collaboration beyond the firewall

The EDMS should be able to perform a modification of the security access to a batch
of records.

The EDMS should support exposure of the administration capability through a
separate secure site

The EDMS should support hierarchical, delegated user administration

Does the system allow for administrative rights to be delegated on a granular level?

The EDMS should be able to support assignment of privileges to objects on a per role
or per group level.

t)

Templates to Drive Reuse
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The EDMS should:

Provide User Interface (UI) support for XML file based templates

Provide UI support for a template library

Facilitate easy transportation between development, staging and production
environments, and the deployment should be managed centrally

Have the ability to provide automatic deployment of all components.

Manage deployment without bringing down the production environment.

Support scripting to automate deployment tasks

Support Rollback of components/code?

Provide a security mechanism to manage deployment and segregation of duties

Reporting and Analysis

The EDMS should:

Provide reporting capabilities which exist as part of the system.

Provide Content Analytics capabilities which exist as part of the system.

Allow reports to be saved for future reuse

Provide non-technical users with the ability to build reports.

Provide a project and implementation plan for deployment and implementation of the
software solution within 90 days.

The EDMS should be easily customizable, and the UI be modified without writing
code

The EDMS should be easily deployed and be up and running within weeks

User interfaces should be intuitive and require minimal training for the end users

The vendor should provide online ongoing training as needed?

The vendor should take a minimum of 4 officers for extensive technical training

On-site training for users and advanced training for administrators should be
available during software installation. A detailed training schedule to be provided.

The on-site training should be available on an on-going basis

The training should be customized to meet the needs of this specific client

Training manuals, i.e., software procedure manuals, should be provided during the
training.

The system should be scalable

The system should be capable of integrating with other existing systems

The EDMS should have a local source of software support

The local support technicians’ should either be employees of the wvendor or
employees of a third party support group

The vendor company should fully support customized software

ICT Service Desk/Helpdesk Availability:

A Help Desk offering live telephone support should be available during normal
business hours for this system when live usage starts

Live Help Desk support should be available 24/7

A Web site dedicated to interactive Help Desk functions should be available

A web site dedicated to ongoing support of the system should be provided by the
vendor




On-Site Support:
When on-site support is needed, the guaranteed response time should be:
Same day as initial call
Next business day
A staff member dedicated to software support should be available during normal
business hours
The support should be available 24 hours/day, 7 days/week

The on-line HELP should be available at the screen level
Field level on-line help should be available at all times

The bidder should provide Post-Implementation support (e.g., 12 months of on-site
support after go-live).

The bidder should provide telephone support (including toll-free support hotline,
hours of operation, availability of 12 x 7 hotline, etc.).

The vendor should have “levels” of customer support (e.g., gold, silver, etc.).

The vendor should have escalation policy and procedures for system problems,
issues, and "bugs".

The vendor should have an upgrade process, path, and recent upgrade release
timeframes

The vendor should have the ability to assist the Commission in recreating an
operational system after any event that renders the system completely unusable.
The Commission will be implementing an off-site backup copies of the data and

oierational sistem file.

The proposed system should either have 1500 users or unlimited users and should
be perpetual.
The proposed vendor should provide information on the mode of licensing eg by:

- Concurrent user?

- User seat

- Number of database records

- Number of database transactions

- Number of CPU cores

- Number of web service Invocations
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No

Item Description

Quantity

Installation
Price Per
(Ksh)

Unit

Total
(Ksh)

Price

Supply and delivery
of EDMS Software

Supply and delivery
of EDMS Licenses

For 1500 con

current users

Installation,
systems integration
creation of
workflows, testing
and commissioning
of EDMS Solution

N/A

Technical training
on EDMS Solution
(Knowledge
transfer)

5 users

User training on
EDMS Solution

1500 Users

Total Price (Kshs)
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EFFECTIVE SERTOR ammyrurmm;

SITE VISIT FORM

Bidder/Company Name .........oooii it e

Tender No.: TSC/T/08/2017-2018

Tender Name: Supply, Installation and Commissioning Of an Enterpise
Electronic Document Management System (EDMS)

This is to certify that the named bidder/comparngrated the site visit as
required in the Tender document

Official Stamp
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SECTION VI - STANDARD FORMS

7.1 FORM OF TENDER
Date
Tender No.

To:

[name and address of procuring entity]
Gentlemen and/or Ladies:

1. Having examined the tender documents includiddenda

NOS. e [insert numberskhe receipt of which is hereby
duly acknowledged, we, the undersigned, offer tgpsu deliver, install and
COMMISSION ([ ettt e e e e e e e ibsert  equipment

descriptior) in conformity with the said tender documents ftire sum of
................................................................... (total tender amount in words
and figure$ or such other sums as may be ascertained in@exoce with the Schedule
of Prices attached herewith and made part of tared€r.

2. We undertake, if our Tender is accepted, tiveleinstall and commission
the equipment in accordance with the delivery saleedpecified in the Schedule of
Requirements.

3. If our Tender is accepted, we will obtain therantee of a bank in a sum of

equivalent to percent of the Contract Price for the due perforreaof
the Contract , in the form prescribed by .............cooot iceee i, ( Procuring
entity).

4. We agree to abide by this Tender for a peoiod.... [number]days from
the date fixed for tender opening of the Instruddido tenderers, and it shall remain
binding upon us and may be accepted at any tin@ééfe expiration of that period.

5. This Tender, together with your written acespe thereof and your
notification of award, shall constitute a Contrdifween us. Subject to signing of the
Contract by the parties.

6. We understand that you are not bound to atchedbwest or any tender that
you may receive.

Dated this day of 20

[signature] [in the capacity of]

Duly authorized to sign tender for an on behalf of
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7.2  CONFIDENTIAL BUSINESS QUESTIONNAIRE

You are requested to give the particulars indicateart 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 te galse information on this form.

Part 1 General

Registration Certificate NO. ...........ii oo
Maximum value of business which you can handlengtane time —
[ £ 1 T RSSO PTT
Name Of YOUI DANKETS .......coiiiiiiiii e e
BranCh. ...
ACCOUNT NO. ..o e e i e

Part 2 (a) — Sole Proprietor

Yourname infull............................ AQE. e,
Nationality...........c.cooeoviiiiiennn.. Country of Origin.............cooiiiiiie e,
Citizenship details................cccoovciiiiii i

Part 2 (b) — Partnership
Given details of partners as follows:

Name Nationality Citizenship details Shares

Part 2 (c) — Registered Company

Private or Public

State the nominal and issued capital of company

Nominal Kshs.

Issued Kshs.

Given details of all directors as follows:

Name Nationality Citizenship details Shares
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INTEGRITY DECLARATION

[/WEIMESSIS. ...ttt e e ettt v ee e nenne e en e aeneeennnen OF
........... Street/avenue, .............. BuildiRgO. Box ............Code ......, of ............
(Town),....cccuneeeee (Nationality), Phone ............. E-mail ..o, decldnat

Public Procurement is based on a free and fair etithg tendering process which
should not be open to abuse.

I N e e e e
declare that I/We will not offer or facilitate, ditly or indirectly, any inducement or
reward to any public officer, their relations orsiness associates, pursuant to Section
62 of the Public Procurement & Asset Disposal 265, in connection with

IS T = g = U 0T

BT 20 L= 1 FS

For/or in the subsequent performance of the conifré®Ve am/are successful.

Dated this..........ccciiiiiiiiiieieeenn, yad............ 20...........
Authorized SIgNatUre..........cccoeeieiiiiiii e Official Stamp........ccen....
Name and Title of SIgNatory.........c.uie i e e
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NON-DEBARMENT STATEMENT

FAT A YA (=13 £ o |
........... Street/avenue, .............. BuildiRgO. Box ............Code ......, of ............
(town), .....ccoee. (Nationality), Phone ............. E-mail ...ooovvvveienn dedahat
[/WE IMESSIS ..ottt a e e e are not debarred from

participating in public procurement by the Publio¢urement Oversight Authority
pursuant to pursuant to Section 62 of the Publicitement & Asset Disposal Act,
2015

Dated this .........ccoooviiiiiiiiiiieeee, aydf ... 20.........

Authorized Signature...........ccooe oo Official Stamp ....cee......

Name and Title of SIgNatory... ... ..o e e
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7.3 TENDER SECURITY FORM

WHhEreas ........coooiiii e, rfame of the tenderer]

(hereinafter called “the tenderer”) has submittisdténder dated ............ date of
submission of tender]for the supply, installation and commissioning of
.................................... [name and/or description of the equipment]

(hereinafter called “the Tender”) ... e KNOW
ALL PEOPLE by these presents that WE ............coooiiiiiiiis iiiiiiinnns, of
................................................. having our registered office at
..................... (hereinafter called “the Bank”), are boundto ................. hame

of Procuring entity} (hereinafter called “the Procuring entity”) in theum of
......................................... for which payment well and truly toe made to the
said Procuring entity, the Bank binds itself, itscsessors, and assigns by these
presents. Sealed with the Common Seal of theBsd this day

of 20

THE CONDITIONS of this obligation are:-
1. If the tenderer withdraws its Tender during theriod of tender validity
specified by the tenderer on the Tender Form; or

2. If the tenderer, having been notified of theegtance of its Tender by the
Procuring entity during the period of tender validi
(@) fails or refuses to execute the Contract Formedfired; or
(b)  fails or refuses to furnish the performance seguntaccordance with the
Instructions to tenderers;

We undertake to pay to the Procuring entity ughtoabove amount upon receipt of its
first written demand, without the Procuring entitgtving to substantiate its demand,
provided that in its demand the Procuring entitif mote that the amount claimed by it
is due to it, owing to the occurrence of one ombof the two conditions, specifying
the occurred condition or conditions.

This tender guarantee will remain in force up td arcluding thirty (30) days after the
period of tender validity, and any demand in resgi@ereof should reach the Bank not
later than the above date.

[signature of the bank]



7.4 CONTRACT FORM (For Information)

THIS AGREEMENT made the day of 20

between .................. fame of Procurement entitydpf ........... [country of
Procurement entity](hereinafter called “the Procuring entity) of tbee part and
.......................... [name of tendererdf .............. [city and country of tenderer]
(hereinafter called “the tenderer”) of the othertpa

WHEREAS the Procuring entity invited tenders foerfain goods ] and has accepted a
tender by the tenderer for the supply of those godd the sum of
................................. [contract price in words and figureghereinafter called
“the Contract Price).

NOW THIS AGREEMENT WITNESSETH AS FOLLOWS:

1. In this Agreement words and expressions shat ltlhe same meanings as are
respectively assigned to them in the ConditionSafitract referred to:

2. The following documents shall be deemed to fand be read and construed as
part of this Agreement vis a vis:

@) The Tender Form and the Price Schedule sularbitehe tenderer

(b) The Schedule of Requirements

(c) The Technical Specifications

(d) The General Conditions of Contract

(e) The Special Conditions of contract; and

() The Procuring entity’s Notification of Award

3. In consideration of the payments to be madehigy Rrocuring entity to the
tenderer as hereinafter mentioned, the tenderablietovenants with the Procuring
entity to provide the goods and to remedy the defézerein in conformity in all

respects with the provisions of this Contract

4. The Procuring entity hereby covenants to payt¢inelerer in consideration of
the provisions of the goods and the remedying &ads therein, the Contract Price or
such other sum as may become payable under thésiom of the Contract at the
times and in the manner prescribed by the contract.

IN WITNESS whereof the parties hereto have causmsdAgreement to be executed in
accordance with their respective laws the day aad first above written.

Signed, sealed, delivered by the (for the Procuring entity)
Signed, sealed, delivered by the (for the tenderer in the
presence of
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7.5 PERFORMANCE SECURITY FORM (For information)

TO
[name of Procuring entity]
WHEREAS . : . hame of tenderé¢r(hereinafter called
“the tenderer’ ) has undertaken in pursuance ofti@ot No.

[reference number of the contracthted 20 to
supply .. erttieeiiieee e description of goods{hereinafter

called “the Contract")

AND WHEREAS it has been stipulated by you in th&l g@ontract that the tenderer
shall furnish you with a bank guarantee by a rdgatdank for the sum specified
therein as security for compliance with the Tendsreerformance obligations in
accordance with the Contract.

AND WHEREAS we have agreed to give the tenderaraantee:

THEREFORE WE hereby affirm that we are Guarantord esponsible to you, on
behalf of the tenderer, uptoatotal of ........................ [amount of the guarantee
in words and figure]and we undertake to pay you, upon your first enitdemand
declaring the tenderer to be in default under thentfact and without cavil or
argument, any sum or sums within the limits of ..................... [amount of
guarantee]as aforesaid, without you needing to prove orhtmws grounds or reasons
for your demand or the sum specified therein.

This guarantee is valid until the day of 20

Signed and seal of the Guarantors

[name of bank or financial institution]

[address]

[date]
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7.6 BANK GUARANTEE FOR ADVANCE PAYMENT (For Informa tion)

To
[name of Procuring entity]
[name of tender] ...................eee

Gentlemen and/or Ladies:

In accordance with the payment provision includadthe Special Conditions of
Contract, which amends the General Conditions afit@et to provide for advance
PAYMENT, oot e e e e e lame and address of
tendererfhereinafter called “the tenderer”) shall deposithwthe Procuring entity a
bank guarantee to guarantee its proper and faiggtformance under the said Clause

of the Contract an amount of ...... .................... amount of guarantee in figures
and words].
We, the ... bank or financial institutions]as instructed by

the tenderer, agree unconditionally and irrevocablguarantee as primary obligator
and not as surety merely, the payment to the Pirmgwentity on its first demand

without whatsoever right of objection on our pandawithout its first claim to the

tenderer, in the amount not exceeding .....................am¢unt of guarantee in

figures and words]

We further agree that no change or addition totloeromodification of the terms of the
Contract to be performed there-under or of anthefContract documents which may
be made between the Procuring entity and the tendshall in any way release us
from any liability under this guarantee, and weelgr waive notice of any such
change, addition, or modification.

This guarantee shall remain valid in full effeatrfr the date of the advance payment
received by the tenderer under the Contract until....... [date].

Yours truly,

Signature and seal of the Guarantors

[name of bank or financial institution]

[address]

[date]
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7.7 MANUFACTURER’S AUTHORIZATION FORM

To [name of the Procuring entity] ......................

WHEREAS ... it i e NAMe Of  the
manufacturer]who are established and reputable manufacturers.of.................
[name  and/or description of the goods] having factories  at
....................................... [address of factory] do hereby authorize
.............................. [name and address of Agentp submit a tender, and
subsequently negotiate and sign the Contract withu yagainst tender No.
............................ [reference of the Tendefpr the above goods manufactured by

We hereby extend our full guarantee and warrantpeasthe General Conditions of
Contract for the goods offered for supply by thewabfirm against this Invitation for
Tenders.

[signature for and on behalf of manufacturer]

Note: This letter of authority should be on the lettedhed the Manufacturer and
should be signed by an authorized person.
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7.8 LETTER OF NOTIFICATION OF AWARD (For Informatio n)

Address of Procuring Entity

To:

RE: Tender No.

Tender Name

This is to notify that the contract/s stated belowler the above mentioned tender have
been awarded to you.

1. Please acknowledge receipt of this letter of rasifon signifying your
acceptance.

2. The contract/contracts shall be signed by the ggwtithin 30 days of the date
of this letter but not earlier than 14 days from thate of the letter.
3. You may contact the officer(s) whose particulansesgy below on the subject

matter of this letter of notification of award.

(FULL PARTICULARS)

SIGNED FOR ACCOUNTING OFFICER
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7.10 FORM RB 1 (For Information)

.................................................... APPLICANT
AND
....................................... RESPONDENT{Procuring Entity

Request for review of the decision of the............Nane of the Procuring Entity)
of ...............dated the...day of ............. 20.......... in the mattef @dender
NO....covvveee. of i 20

REQUEST FOR REVIEW

IWe......coo i ,the above named Applicant(s), ofdaekss: Physical
address................Fax No...... Tel. No........ Email ..............., heret@guest the
Public Procurement Administrative Review Board &view the whole/part of the
above mentioned decision on the following groundamely:-

1.

2.

etc.

By this memorandum, the Applicant requests the 8éaran order/orders that: -

1.

2.

etc

SIGNED ...................(Applicant)

Dated on................day of ............... /...20...

FOR OFFICIAL USE ONLY
Lodged with the Secretary Public Procurement Adstiative Review Board on

SIGNED
Board Secretary
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