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Category: GC-003: Supply of Stationery 
1) Background.

Global communities is seeking to identify a suitable provider(s) for the supply of off the shelf stationery items to its Nairobi office located in Westlands along Grevillea Grove.
2)  Eligibility Criteria

This prequalification category is open to stationery distributors, wholesalers, stores among other similar qualified dealers in the business of stocking and selling stationery items.
3) Evaluation Criteria

Applicants will first be evaluated on the following basis.
	Aspect
	Criteria

	Completeness of the application form (all applicable sections)
	Acceptable /Not acceptable : 

Incomplete application forms may be rejected.

	Financial Capacity (Section D)
	Bidders with the most recent audited accounts and a higher credit limit will rank higher

	Referees (section E)
	Bidders whose current list of clients is similar in scope to Global Communities will rank higher. 

	Financial Competitiveness
	Global Communities will evaluate the bidder’s prices for reasonableness and competitiveness. Only the most competitive bidders will be prequalified. 

	Mandatory attachments
	Bidders must attach all the mandatory attachments to be considered for further evaluation.Un solicited attachments/brochures must be avoided. 

	Physical Verification
	A physical verification will be carried out to the shortlisted vendors to validate the details provided by the bidder in this application. 


4) Application and engagement procedure.

Interested bidders should submit their application by completing the application form annexed here below. Any other mode of application will not be evaluated. The successful prequalified bidder will be engaged on need basis by approved Local Purchase orders for a period of two years with option of renewal for another two year term subject to satisfactory performance and cost competitiveness.
	Prequalification Application Form

	Category
	GC003

	Category description 
	Supply of Stationery 


1) Bidders registration Details. ( Bidders must complete each section)
	Particulars (Do not edit this field) 
	Bidders response 

	Business Name
	

	Location (Indicate physical address of the office)
	

	Pin Number
	

	Business registration/Incorporation Number
	

	Date of Registration/incorporation
	

	VAT Number
	

	Trade license No
	

	Street
	

	Postal address
	

	Email
	

	Website (where available)
	


2) Ownership Details ( Bidder should provide the list of the current owners of the business including their contacts as  applicable)
	


Full Name
	Ownership status eg Director/Partner
	Ownership Percentage
	Phone contacts 

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


3) Bidders Key Contact Details (Bidders should provide the contacts of the day to day key contacts/Managers)
	Name of Contact Person
	Mobile Number
	Email Address

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


4) Credit limit and audited accounts. (Bidder should indicate the credit limit to be accorded upon prequalification) 
	Last Period of audit.
	

	Credit Limit to be accorded in Ksh per Month (30 Days) 
	


5) Current clients: The bidder to provide a list of 5 clients it has provided similar services within the last 3 years. 
	
	Company Name
	Service provided
	Contact person 
	Contact (Email Address or Phone)

	1
	
	
	
	

	2
	
	
	
	

	3
	
	
	
	

	4
	
	
	
	

	5
	
	
	
	


6) Pricing Schedule – (The brand names provided under the specification are merely a guide, Global Communities will accept different brands with similar specifications , other than for the printing toners which must perfectly conform to the brand name and toner number provided). Bidders will equally be ranked on their ability to quote and provide most of the items herein listed)
	Items Specification ( Do not edit this field) 
	QTY ( Do not edit this field)
	Price Inclusive of VAT and delivery to Global Communities offices.
	Provide comments/brand names quoted for where necessary. 

	A4 Envelopes brown
	Pkt of 25 Pcs
	 
	

	A4 Envelopes White
	Pkt of 25 Pcs
	 
	

	A5 Envelopes brown 
	Pkt of 25 Pcs
	 
	

	A5 Notebooks Spiral
	Pkt of 12 Pcs
	 
	

	Plastic Lever Arch File A4 70mm (eg Bantex file 1300) or equivalent quality.
	Per Pc
	 
	

	Plastic Lever Arch File A4 50mm (Eg Bantex file 1450)
	Per Pc
	 
	

	Sharp pointed biro pens (Assorted)
	Pkt of 20 Pcs
	 
	

	Binder clips small 15 mm
	Packet of 12
	 
	

	Binder clips small 19 mm
	Packet of 12
	 
	

	Binder clips small 25 mm
	Packet of 12
	 
	

	Brown Cello tape 2"
	Pc
	 
	

	Embossed  Binding cover Cobra A4-210mmX297mm
	Ream
	 
	

	Embossed Paper (For certificates)
	Ream
	 
	

	File dividers office point  FILD 10A
	Set 
	 
	

	Flip charts
	Roll
	 
	

	Hardcover note books (2Quire)
	Pcs
	 
	

	Medium Yellow/post notes 76X76mm
	Packet of 24 Pcs
	 
	

	Pencils HB 110 1 
	Packet of 12 Pcs
	 
	

	Permanent markers line Chisel
	Packet of 10Pcs
	 
	

	Printing Colored Papers A4 80gms (indicate brand)
	Ream
	 
	

	Printing papers 80 gsm A4 (Indicate brand)
	Ream
	 
	

	Glue Stick 43G
	Packet of 10
	 
	

	High Lighters 1pk 
	Packet 12 Pcs
	 
	

	White Board Markers Chisel 
	Packet of 12 Pcs
	 
	

	White out 20 Ml (correction fluid) 
	Packet of 12 Bots
	 
	

	HP Colour Jet CP 1515N CB 540 A (Genuine and HP Warranted)
	PCS
	 
	

	HP Colour Jet CP 1515N CB 541 A 
	PCS
	 
	

	HP Colour Jet CP 1515N CB 542 A 
	PCS
	 
	

	HP Colour Jet CP 1515N CB 543 A 
	PCS
	 
	

	HP Colour LaserJet CP 2025 (CC 530 A ) 
	PCS
	 
	

	HP Colour LaserJet CP 2025 (CC 531 A ) 
	PCS
	 
	

	HP Colour LaserJet CP 2025 (CC 532 A ) 
	PCS
	 
	

	HP Colour LaserJet CP 2025 (CC 533 A ) 
	PCS
	 
	

	HP Deskjet  CB436A 36A
	PCS
	 
	

	HP Deskjet 6983 130  BLACK
	PCS
	 
	

	HP Deskjet 6983 134 COLOURED
	PCS
	 
	

	HP LaserJet 12A
	PCS
	 
	

	HP LaserJet 1606DN 78A 
	PCS
	 
	

	HP LaserJet 2420DN (Q6511A) 
	PCS
	 
	

	HP LaserJet P 3005, M3027,M3035 (7551A)
	PCS
	 
	

	HP LaserJet P2055DN 505A 
	PCS
	 
	

	Totals
	
	


7) List of Mandatory attachments. (Bidders should attach to their application forms the following listed documents for evaluation)
	No.
	Documents (Do not edit this field)
	Tick accordingly and attach copies.

	1. 
	PIN Certificate
	

	2. 
	Business Registration Certificate /Certificate of Incorporation
	

	3. 
	Letters of Reference from 3 current clients ( LPOs and previous contracts will not be accepted as referral letters)
	

	4. 
	Current Tax Clearance Certificate.(Global Communities reserves the right to validate this Certificate through the KRA PIN checker)
	

	5. 
	Current business trading Licensce. (2017and 2018) 
	

	6. 
	Audited Accounts (Attach a Scanned Copy of the Audit Opinion)
	


8) Declarations and acceptances. : (Bidder MUST sign in acceptance of all the provisions a,b,c,d,e,f hereunder without any variations, failure to sign the application form will lead to automatic disqualification) 
I__________ (indicate name of the individual completing the application form) ____being the authorized signatory for ____ (indicate bidder’s business name) __hereby undertake that;

a.  the information herein provided in relation to this application and the attachments provided are correct and accurate to the best of my knowledge and, 
b. Global Communities reserves the right to carry out a site visit to my business premises upon giving reasonable advance notice to further asses my suitability to provide the bided services and, 
c. that I have authorized Global Communities to carry out any reference checks it may deem necessary to validate any or all the information I have provided and, 

d. that I understand that Global Communities may be eligible for tax refunds and I will refund Global Communities any taxes paid to me upon receipt of  a Kenya Revenue authority approved tax certificates and, 
e. that the prices quoted will remain fixed for at least one year from the date of prequalification unless where a request for review of prices is sufficiently justified and competitive by Global Communities and, 
f. that I understand that Global Communities decision on the outcome of this prequalification process will be final and that any form of canvassing will lead to automatic disqualification and,
g. that I do not have any undisclosed conflict of interest in this procurement.(Bidders must disclose in writing any relationship they have with a Global Communities employee that they are aware of at the time of submitting their application) 
Sign_______________________ Stamp________________________Date___________
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