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SECTION I:       INVITATION TO TENDER:
Kitale National Polytechnic invites interested and eligible candidates for the provision of the under listed services:

	TENDER REF. NO
	TENDER DESCRIPTION
	CLOSING DATE

	KNP/OT/27/2019 – 2020
	SUPPLY, IMPLEMEMTATION A N D COMMISSIONING OF MANAGEMENT INFORMATION SYSTEM (MIS )
	TUESDAY 30TH
JUNE, 2020


 The complete set of tender documents are available in the Polytechnic’s website i.e (www.kitalenationalpolytechnic.ac.ke) free of charge and no hard copy shall be obtained from the Polytechnic’s offices. The resultant contract shall be a two (2) year framework contract renewable based on satisfactory performance of the system.
Tenderers are advised to forward their particulars immediately for recording and further clarification and addenda to Procurement Department through the official mail procurementknp@gmail.com  for the purposes of updating tender register accordingly.
Completed tender documents are to be enclosed in plain sealed envelopes, clearly marked with the Tender Number and Tender Tittle applied for and be deposited in the tender Box provided at the ADMINISTRATION BLOCK and be addressed to: 
PRINCIPAL
KITALE NATIONAL POLYTECHNIC

P.O. BOX 2162-30200

KITALE
so as to be received on or before Tuesday 30th June, 2020 at 10.00am.  Tenders MUST be accompanied by an original tender Security of Two Hundred and Forty Thousand Only (Kshs 240,000.00) in form of a guarantee acceptable under the Public Procurement and Asset Disposal Act, 2015 payable to the Kitale National Polytechnic.

Tenders will be opened immediately thereafter in the presence of the tenderers representatives who choose to attend at the Polytechnic’s Boardroom. TENDERER’S REPRESENTATIVES MUST NOT EXCEED ONE PERSON. Outcome of opening exercise shall be shared with tenderers through their registered mails therefore bidders must not necessarily attend opening when they have dropped their bids appropriately. Canvassing will lead to automatic disqualification. All queries regarding this tender must be in writing to the undersigned through address above or email: procurementknp@gmail.com 
Procurement Officer

For; CHIEF PRINCIPAL


SECTION II – INSTRUCTIONS TO TENDERERS
TABLE OF CONTENTS.
2.1       Eligible Tenderers

2.2       Cost of tendering

2.3       Contents of tender documents

2.4       Clarification of Tender documents
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2.7       Documents comprising the tender

2.8       Form of tender

2.9       Tender prices

2.10     Tender currencies
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2.18     Opening of tenders
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2.1       Eligible tenderers
2.1.1.  T h i s Invitation  to  tender  is  open  to  all  tenderers  eligible  as  described  in  the instructions to tenderers. Successful tenderers shall provide the services for the stipulated duration from the date of commencement (hereinafter referred to as the term) specified in the tender documents.

2.1.2.  The procuring entity’s employees, committee members, council members and their relatives (spouses and children) are not eligible to participate in the tender unless where specially allowed under section 131 of the Act.

2.1.3.   Tenderers   shall   provide   the   qualification   information   statement   that   the tenderer (including  all  members,  of  a  joint  venture  and  subcontractors) is  not associated, or have been associated in the past, directly or indirectly, with a firm or any of its affiliates which have   been   engaged   by   the   Procuring   entity   to provide  consulting  services  for  the preparation  of   the  design,  specifications, and  other  documents  to  be  used  for  the procurement of the services under this Invitation for Tenders.

2.1.4.  T e n d e r e r s   involved   in   corrupt   or   fraudulent   practices   or   debarred   from participating in public procurement shall not be eligible.

2.2       Cost of tendering
2.2.1    The Tenderer shall bear all costs associated with the preparation and submission of its tender, and the procuring entity, will in no case be responsible or liable for those costs, regardless of the conduct or outcome of the tendering process.

2.2.2    The tender shall be free of charge downloadable from the Polytechnic’s website.
2.2.3    The procuring entity  shall  allow  the  tenderer to  r e view  the  tender  document free of charge before purchase.

2.2.4    The    tender   will    be    downloaded   free of charge    from    KNP   website:

www.kitalenationalpolytechnic.ac.ke
2.3       Contents of tender documents
2.3.1     T h e tender document comprises of  the  documents listed  below  and  addenda issued in accordance with clause 6 of these instructions to tenders

i)          Instructions to Tenderers

ii)         General Conditions ofContract iii)        Special Conditions of Contract iv)        Schedule of Requirements

v)         Details of service
vi)        Form of tender

vii)       Price schedules viii)      Contract form

ix)        Confidential business questionnaire form x)         Tender Security Form

xi)        Performance Security Form
xii)       Principal’s or Manufacturer’s authorization form xiii)      Declaration form

2.3.2.   T h e   Tenderer   is   expected   to   examine   all   instructions, forms, terms,  and specifications in the tender documents. Failure to furnish all information required by the  tender documents or  to submit a  tender  not substantially responsive to the tender documents in every respect will be at the tenderers risk and may result in the rejection of its tender.

2.4       Clarification of Documents
2.4.1    A prospective candidate making inquiries of the tender document may notify the Procuring  entity  in writing  or  by  post,  fax  or  email  at  the  entity’s  address indicated in the Invitation for tenders. The Procuring entity will respond in writing to  any request for  clarification of  the  tender documents, which  it  receives not later than seven (7) days prior to the deadline for the submission of tenders, prescribed  by  the   procuring  entity.   Written   copies   of   the   Procuring  entities response (including an explanation of the query but without identifying the source of inquiry) will be sent to all prospective tenderers who have received the tender documents.

2.4.2.   T h e procuring entity shall reply to any clarifications sought by the tenderer within

3 days of receiving the request to enable the tenderer to make timely submission of its tender.

2.5       Amendment of Tender Documents
2.5.1.   At any time prior to the deadline     for submission    of    tenders,    the    Procuring entity, for   any reason, whether at its own initiative or in response to    a

clarification requested by a prospective tenderer, may modify the      tender documents  by issuing an addendum.

2.5.2.   A l l   prospective  tenderers  who  have  obtained  the  tender  documents  will  be notified  of  the amendment by post, fax  or  email and such amendment will  be binding on them.

2.5.3.   I n  order  to  allow  prospective tenderers reasonable  time  in  which  to  take  the amendment into account in preparing their tenders, the Procuring entity, at  its discretion, may extend the deadline for the submission of tenders.

2.6       Language of tender
2.6.1.   The   tender   prepared  by   the   tenderer,   as   well   as   all   correspondence  and documents relating to the tender exchanged by the tenderer and the Procuring entity, shall be written in English language. Any printed literature furnished by the tenderer may be written in another language provided they are accompanied by an accurate English translation of the relevant passages in which case, for purposes of interpretation of the tender, the English translation shall govern.

2.7       Documents Comprising the Tender
The  tender  prepared  by  the  tenderer  shall  comprise  the  following components:

(a)      A Tender Form and a Price Schedule completed in accordance with paragraph 2.9, 2.10 and 2.11 below.

(b)      Documentary evidence  established  in  accordance  with  Clause  2.11 that the tenderer is eligible to tender and is qualified to perform the contract if its tender is accepted; and

(c)      Tender  security  furnished  is  in  accordance  with

Clause 2.12

(d)    Confidential Business Questionnaire

2.8       Form of Tender
2.8.1    The  tenderers  shall  complete  the  Form  of  Tender  and  the  appropriate  Price Schedule  furnished  in   the   tender  documents,  indicating  the   services  to   be performed.

2.9       Tender Prices
2.9.1    The tenderer shall indicate on the Price Schedule the unit prices where applicable and total tender prices of the services it proposes to provide under the contract.

2.9.2    Prices indicated on  the Price Schedule shall be  the cost of the services quoted including all customs duties and VAT and other taxes payable:

2.9.3    Prices quoted by the tenderer shall remain fixed during the term of the contract unless otherwise  agreed by the  parties.  A  tender  submitted  with  an  adjustable price quotation will be treated as non-responsive and will be rejected, pursuant to

paragraph 2.22.

2.9.4    Contract price variations shall not be allowed for contracts not exceeding one year (12 months)

2.9.5    Where contract price variation is allowed, the variation shall not exceed 10% of the original contract price.

2.9.6    Price variation requests shall be processed by  the  procuring  entity  within  30 days of receiving the request.

2.10   Tender Currencies
2.10.1  Prices shall be quoted in Kenya Shillings unless otherwise specified in the appendix and Instructions to Tenderers.

2.11     Tenderers Eligibility and Qualifications.
2.11.1 Pursuant   to   Clause   2.1   the   tenderer   shall   furnish, as   part   of   its   tender, documents establishing the tenderers eligibility  to  tender  and  its  qualifications to  perform  the contract if its tender is accepted.

2.11.2 The documentary evidence of the tenderers qualifications to perform the contract if its tender is accepted shall establish to the Procuring entity’s satisfaction that the tenderer has the financial and technical capability necessary to perform the contract.

2.12     Tender Security
2.12.1 The tenderer shall furnish, as part of its tender, a tender security for the amount and form specified in the Invitation to tender.

2.12.2 The tender security shall be in the amount not exceeding 2 per cent of the tender price.

2.12.2 The  tender  security  is  required  to  protect  the   Procuring  entity  against  the risk  of Tenderer’s conduct which would warrant the security’s forfeiture, pursuant to paragraph 2.12.7

2.12.3  The  tender  security  shall be  denominated  in a  Kenya  Shillings or  in another freely convertible currency and shall be in the form of:

a)  A bank guarantee. b)  Cash.

c)  Such insurance guarantee approved by the Authority. d)  Letter of credit

2.12.4 Any tender not secured in accordance with paragraph 2.12.1 and 2.12.3 will be rejected by the Procuring entity as non-responsive, pursuant to paragraph 2.20

2.12.5 Unsuccessful tenderer’s security will be discharged or returned  as  promptly as possible as but not later than thirty (30) days after the expiration of the period of tender validity prescribed by the Procuring entity.

2.12.6 The successful tenderer’s tender security will  be  discharged upon the  tenderer signing the contract, pursuant to paragraph 2.29, and furnishing the performance security, pursuant to paragraph 2.30.

2.12.7 The tender security may be forfeited:

(a)      If  a  tenderer  withdraws  its  tender  during  the  period  of  tender  validity specified by the procuring entity on the Tender Form; or

(b)     In the case of  a successful tenderer, if the tenderer fails: (i) To  sign the contract  in accordance with paragraph 30

Or
(ii)To furnish performance security in accordance with paragraph 31.

(c)      If the tenderer rejects, correction of an error in the tender.

2.13     Validity of Tenders
2.13.1 Tenders shall remain valid for 60 days or as specified in the invitation to tender after date of tender opening prescribed by the Procuring entity, pursuant to paragraph
2.18.  A tender    valid    for    a     shorter     period    shall    be    rejected    by    the Procuring entity  as non-responsive.

2.13.2 In exceptional circumstances,  the  Procuring  entity  may  solicit  the  Tenderer’s consent to an extension of the period of validity. The request and the responses thereto shall  be made in writing. The tender security provided under paragraph

2.12 shall also be suitably extended.  A  tenderer  may  refuse  the request without forfeiting its tender security. A tenderer granting the request will not be required nor permitted to modify its tender.

2.14     Format and Signing of Tender
2.14.1   The  tenderer  shall  prepare  two  copies  of  the  tender,  clearly  marking  each “ORIGINAL TENDER” and “COPY OF TENDER,” as appropriate. In the event of any discrepancy between them, the    original shall govern.

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

2.14.3   The  tender  shall  have  no  interlineations,  erasures,  or  overwriting  except  as necessary to correct errors made by the tenderer, in which case such corrections shall be initialed by the person or persons signing the tender.

2.15     Sealing and Marking of Tenders
2.15.1  The  tenderer  shall  seal  the  original  and  each  copy  of  the  tender  in  separate envelopes, duly marking the envelopes as “ORIGINAL” and “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 the address given in the invitation to tender

(b) bear, tender number and name in the invitation to tender and the words: “DO NOT OPEN BEFORE (day, date and time of closing),”

2.15.3  The inner envelopes shall also indicate the name and address of the tenderer to enable the tender to be returned unopened in case it is declared “late”. —

2.15.4 If the outer envelope is not sealed and marked as required by paragraph 2.15.2, the Procuring entity will assume no responsibility for the tender’s misplacement or premature opening.

2.16     Deadline for Submission of Tenders
2.16.1  Tenders must be received by the Procuring entity at the address specified under paragraph 2.15.2 no later than Tuesday 30th June, 2020 at 10.00am
2.16.2   The   procuring  entity   may,   at   its   discretion,  extend   this   deadline   for   the submission  of  tenders  by  amending the  tender  documents  in  accordance  with paragraph 6, in which case all rights and obligations o f  the procuring entity and candidates  previously  subject  to  the  deadline will  thereafter  be  subject  to  the deadline as extended.

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

2.17     Modification and Withdrawal of Tenders
2.17.1  The tenderer may modify or withdraw its tender after the tender’s submission, provided that    written    notice  of   the   modification, including  substitution    or withdrawal  of  the tender’s   is   received  by  the   procuring  entity  prior   to   the

deadline prescribed for the submission of tenders.

2.17.2   The  Tenderer’s  modification  or  withdrawal  notice  shall  be  prepared,  sealed, marked, and dispatched in accordance with the provisions of paragraph 2.15. A withdrawal  notice  may  also   be   sent   by   cable,   but   followed   by   a   signed confirmation  copy,  postmarked  not  later  than  the  deadline  for  submission  of tenders.

2.17.3 No tender may be modified after the deadline for submission of tenders.

2.17.4   No   tender   may   be   withdrawn   in   the   interval   between   the   deadline   for submission of tenders and the expiration of the period of tender validity specified by the tenderer on the Tender Form. Withdrawal of a tender during this interval may result in the Tenderer’s forfeiture of its tender security, pursuant to paragraph

2.12.7.

2.17.5  The procuring entity may at any time terminate procurement proceedings before contract award and shall not be liable to any person for the termination.

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

2.18     Opening of Tenders
2.18.1 The Procuring entity will    open    all    tenders    in    the    presence    of    tenderers’ representatives who choose to attend at Tuesday 30th June, 2020 at 10.00am and in the location specified in the invitation to tender. The tenderers’ representatives who are present shall sign a register evidencing their attendance.

2.18.3   The   tenderers’  names,   tender   modifications  or   withdrawals,  tender   prices, discounts, and the  presence  or  absence  of  requisite  tender  security  and  such other  details  as  the Procuring Entity, at its discretion, may consider appropriate, will be announced at the opening.

2.18.4  The Procuring Entity will  prepare minutes of  the  tender opening which will be submitted to the tenderers that signed the tender opening register and will have made the request.

2.19     Clarification of tenders
2.19.1 To assist in the examination, evaluation and comparison of tenders the procuring entity may  at  its discretion,  ask  the  tenderer for  a  clarification of  its  tender. The request for clarification and the response shall be in writing, and no change in the prices or substance shall be sought, offered, or permitted.

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

Comparison or contract  award  decisions  may  result  in  the  rejection  of  the tenderers’ tender.

2.20     Preliminary Examination and Responsiveness
2.20.1  The  Procuring entity  will  examine  the  tenders  to  determine whether  they  are complete, whether any computational errors have been made, whether required securities have been furnished whether the documents have been properly signed, and whether the tenders are generally in order.

2.20.2   Arithmetical errors   will   be   rectified   on   the   following   basis.   If   there   is   a discrepancy  between  the  unit  price  and  the  total  price  that  is  obtained  by multiplying the unit price and  quantity, the unit  price shall prevail, and the total price  shall  be  corrected.  If  the candidate does not accept the correction of the errors, its tender will be rejected, and its tender security may be forfeited. If there is a discrepancy between words and figures, the amount in words will prevail.

2.20.3 The Procuring entity may waive any minor informality or nonconformity or irregularity in a tender which does not constitute a material deviation, provided such waiver does not prejudice or affect the relative ranking of any tenderer.

2.20.4 Prior  to the  detailed  evaluation, pursuant to paragraph 2.23, the  Procuring entity will  determine  the  substantial  responsiveness  of   each   tender   to   the   tender documents. For purposes of these paragraphs, a substantially responsive tender is one  which  conforms  to  all  the  terms  and  conditions  of  the  tender  documents without material deviations. The Procuring  entity’s  determination  of  a  tender’s responsiveness   is   to   be   based   on   the contents of the tender itself without recourse to extrinsic evidence.

2.20.5  If  a  tender  is  not  substantially responsive,  it  will  be  rejected by the  Procuring entity and may   not   subsequently   be   made   responsive   by   the   tenderer   by correction  of  the nonconformity.

2.21     Conversion to a single currency
2.21.1   Where other   currencies  are   used,   the   procuring  entity  will   convert  those currencies to Kenya shillings using the selling exchange rate on the date of tender closing provided by the Central Bank of Kenya.

2.22     Evaluation and Comparison of Tenders.

2.22.1  The  procuring entity  will  evaluate  and  compare  the  tenders  which  have  been determined to be substantially responsive, pursuant to paragraph 2.20

2.22.2  The  comparison shall  be  of  the  price  including  all  costs  as  well  as  duties  and taxes payable on all the materials to be used in the provision of the services.

2.22.3 The Procuring entity’s evaluation of a tender will take into account, in addition to the tender price, the following factors, in the manner and to the extent indicated in paragraph 2.22.4 and in the technical specifications:

(a) Operational plan proposed in the tender;

(b)  Deviations  in  payment  schedule  from  that  specified  in  the  Special

Condition of Contract;

2.22.4 Pursuant to paragraph 22.3 the following evaluation methods will be applied: (a) Operational Plan.
The Procuring entity requires that the services under the Invitation for Tenders shall be performed at the time specified in the Schedule of Requirements. Tenders offering to perform longer than the procuring entity’s required delivery time will be treated as non- responsive and rejected.

(b) Deviation in payment schedule.
Tenderers shall state their tender price for the payment on a schedule outlined in the special conditions of contract. Tenders will be evaluated on the basis of this base  price. Tenderers are,  however,  permitted to  state  an  alternative payment schedule and indicate the reduction in tender price  they wish to offer for  such alternative payment schedule. The Procuring entity  may consider the alternative payment schedule offered by the selected tenderer.

2.22.5 The Tender Evaluation Committee shall evaluate the tender within 30 days from the date of opening the tender.

2.22.6 To qualify for contract awards, the tenderer shall have the following: -
(a)        Necessary qualifications, capability experience, services, equipment and facilities to provide what is being procured.

(b)        Legal capacity to enter into a contract for procurement

(c)        Shall not be insolvent, in receivership, bankrupt or in the process of being wound   up   and   is   not   the   subject   of   legal   proceedings relating to  the foregoing

(d)        Shall not be debarred from participating in public procurement.

2.23.    Contacting the procuring entity
2.23.1 Subject to paragraph 2.19, no tenderer shall contact the procuring entity on any matter relating to its tender, from the time of the tender opening to the time the contract is awarded.

2.23.2 Any effort by  a  tenderer  to  influence  the  procuring  entity  in  its  decisions  on tender evaluation, tender   comparison   or   contract   award   may   result   in   the rejection  of  the tenderers tender.

2.24   Award of Contract
a) Post qualification
2.24.1 In the absence of pre-qualification, the Procuring entity will determine to its satisfaction whether the tenderer that is selected as having submitted the lowest evaluated responsive tender is qualified to perform the contract satisfactorily.

2.24.2  The    determination   will    take    into    account    the    tenderer’s   financial    and technical capabilities. It  will  be based upon an examination of the documentary evidence  of  the tenderers qualifications submitted by the tenderer, pursuant to paragraph 2.1.2, as well as such   other   information   as   the   Procuring   entity deems  necessary  and  appropriate.

2.24.3 An affirmative determination will be a prerequisite for award of the contract to the tenderer.  A negative determination  will  result  in  rejection  of  the  Tenderer’s tender,  in  which  event  the  Procuring  entity  will  proceed  to  the  next  lowest evaluated tender to make a similar determination of that Tenderer’s capabilities to perform satisfactorily.
b)       Award Criteria
2.24.3 Subject to paragraph 2.29 the Procuring entity will award the contract to the successful tenderer whose tender has been determined to be substantially responsive and has been determined to be  the  lowest  evaluated  tender, provided  further  that  the  tenderer  is determined to be qualified              to perform the contract satisfactorily.

2.24.4  The  procuring entity  reserves  the  right  to  accept  or  reject  any  tender  and  to annul the tendering process and reject all  tenders at  any time prior to  contract award,   without  thereby  incurring   any   liability  to   the   affected   tenderer   or tenderers or  any  obligation to inform the affected tenderer or tenderers of the grounds for the procuring entity’s action. If the procuring entity determines that

none of the tenderers is responsive; the procuring entity shall notify each tenderer who submitted a tender.

2.24.5   A  tenderer  who  gives  false  information  in  the  tender  document  about  its qualification or who   refuses   to   enter   into   a   contract   after   notification   of contract   award   shall   be considered for debarment from participating in future public procurement.

2.25     Notification of award
2.25.1 Prior to the expiration of the period of tender validity, the   Procuring   entity   will notify the successful tenderer in writing that its tender has been accepted.

2.25.2  The notification of award will signify the formation of the Contract subject to the signing of the contract between the tenderer and the procuring entity pursuant to clause  2.26.  Simultaneously the   other  tenderers  shall   be   notified   that   their tenders have not been successful.

2.25.3 Upon the  successful Tenderer’s furnishing of the   performance security pursuant to clause 2.27, the Procuring entity will promptly notify  each   unsuccessful   Tenderer and will discharge its tender security, pursuant to clause 2.12

2.26     Signing of Contract
2.26.1 At the same time as the Procuring  entity  notifies  the  successful  tenderer  that  its tender  has  been  accepted,  the  Procuring  entity  will  simultaneously inform  the other tenderers that their tenders have not been successful.

2.26.2 Within fourteen (14) days of receipt of the Contract Form, the successful tenderer shall sign and date the contract and return it to the Procuring entity.

2.26.3 The  parties  to  the  contract  shall  have  it  signed  within  30  days  from  the date    of notification of contract award unless there is an administrative review request.

2.27     Performance Security
2.27.1  Within thirty (30) days of the receipt of notification of award from the Procuring entity,  the   successful     tenderer   shall   furnish   the   performance   security   in accordance with the Conditions  of  Contract,  in  the  Performance  Security  Form provided  in  the  tender documents, or in another form acceptable to the Procuring entity.

2.27.2  Failure of the successful tenderer to comply with the requirement of paragraph

2.29 or paragraph 2.30.1 shall constitute sufficient grounds for the annulment of

the award and forfeiture of the tender security, in which event the Procuring entity may make the award to the next lowest evaluated or call for new tenders.

2.28     Corrupt or Fraudulent Practices
2.28.1 The Procuring entity requires that tenderers observe the highest standard of ethics during the procurement process and execution of contracts. A tenderer shall sign a declaration that he has not and will not be involved in corrupt or fraudulent practices.

2.28.2  The  procuring entity  will  reject  a  proposal  for  award  if  it  determines that  the tenderer recommended for award has engaged in corrupt or fraudulent  practices  in competing for the contract in question.

2.28.3  Further,  a  tenderer  who  is  found  to  have  indulged  in  corrupt  or  fraudulent practices risks being debarred from participating in public procurement in Kenya.

Appendix A: Additional Instructions to the Tenderers
The  following  information  for  procurement  of  services  shall  complement  or  amend the provisions of the instructions to tenderers. Wherever there is a conflict between the provisions  of  the  instructions  to  tenderers  and  the  provisions  of  the  appendix,  the provisions of the appendix herein shall prevail over those of the instructions to tenderers.

	Instructions to tenderers
	Particulars of appendix to instructions to tenderers

	2.1
	1.   Registered  and licensed company to provide the services herein


	2.10
	Other Currencies are not allowed except for Kenya Shillings

	2.11
	1.  Certificate of Incorporation/Registration Certificate
2.  Letter of Authorization by the Software developer if different
from the bidder
3.  Recommendation letters from the indicated Clients.
4.  Duly filled Business Questionnaire
5.  Bid Bond Kshs 240,000.00 valid for 120 days from the date of

Tender Opening
6.  VAT Certificate

7.  Copy of Valid Certificate of Tax Compliance shall be verified on Itax  portal
8.  One Original and 1 copy of tender document.
9.  Any other requirement stipulated in the Tender Advertisement

10. Certified Financial Statements for the last 3 Years.

11. All ERP Software Architecture, System Designs and Technical Drawings for inspection

12. Lump sum Tender amount provided.

	2.12
	The Tender Security shall be Kshs 240,000.00.

	2.22
	Evaluation Criteria is attached separately at the end of the Document.

	2.24
	The Polytechnic shall consult the referees and if need be visit them.

	2.30
	Following award of the tender, the bidder shall furnish the Polytechnic with a performance bond of 10 % of the bid  amount  in  form  of  a  Bank Guarantee. All pages of the tender document and attachments MUST be paginated in the format 1,2,3,4………………………….10,000 page.



SECTION III: GENERAL CONDITIONS OF CONTRACT
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3.5       Patent Rights
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3.8       Payment

3.9       Prices

3.10     Assignment
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3.12     Termination for insolvency

3.13     Termination for convenience

3.14     Resolution of disputes

3.15     Governing language
3.16     Force majeure
3.17     Applicable law

3.18     Notices
3.1     Definitions
In this contract the following terms shall be interpreted as indicated:

a)    “The  contract” means  the  agreement entered  into  between the  Procuring entity and the tenderer as recorded in the Contract Form signed by the parties, including all attachments and appendices thereto and all documents incorporated by reference therein.

b)  “The Contract Price” means the price payable to the tenderer under the Contract for the full and proper performance of its contractual obligations.

c)   “The services” means services to be provided by the contractor including materials and incidentals which the tenderer is required to provide to the Procuring entity under the Contract.

d)   “The Procuring entity” means the organization sourcing for the services under this

Contract.

e)   “The  contractor  means  the  individual  or  firm  providing  the  services  under  this

Contract.

f)     “GCC” means general conditions of contract contained in this section g)  “SCC” means the special conditions of contract

h)  “Day” means calendar day

3.2     Application
These  General Conditions shall  apply to  the  extent  that  they are  not  superceded by provisions of other part of contract.

3.3     Standards
3.3.1  The services provided under this Contract shall conform to the standards mentioned in the Schedule of requirements/ technical specifications.

3.4     Patent Rights
3.4.1  The tenderer shall indemnify the Procuring entity against all third-party claims of infringement of patent, trademark, or industrial design tights arising from use of the services under the contract or any part thereof.

3.5     Performance Security
3.5.1  Within  twenty  eight  (28)  days  of  receipt  of  the  notification  of  Contract  award,  the successful tenderer shall furnish to the Procuring entity the performance security where applicable in the amount specified in Special Conditions of Contract.

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

3.5.3  The performance security shall be denominated in the currency of the Contract or in a freely convertible currency acceptable to the Procuring entity and shall be in the form of:

a)  Cash.

b)  A bank guarantee.

c)  Such insurance guarantee approved by the Authority. d)  Letter of credit.

3.5.4  The performance security will be discharged by the procuring entity and returned to the candidate not later than thirty (30) days following the date of completion of the tenderer’s performance of obligations under the contract, including any warranty obligations under the contract.

3.6     Inspections and Tests
3.6.1  The Procuring entity or its representative shall have the right to inspect and/or to test the services to confirm their conformity to the Contract specifications. The Procuring entity shall notify the tenderer  in  writing, in a timely manner, of the identity of any representatives retained for these purposes.

3.6.2  The  inspections and  tests  may  be  conducted on  the  premises  of  the  tenderer or  its subcontractor(s). If conducted on the premises of the tenderer or its subcontractor(s), all reasonable facilities and assistance, including access to drawings and production data, shall be furnished to the inspectors at no charge to the Procuring entity.

3.6.3  Should  any  inspected  or  tested  services  fail  to  conform  to  the  Specifications,  the Procuring entity may reject the services, and the tenderer shall either replace the rejected services or make alterations necessary to meet specification requirements free of cost to the Procuring entity.

3.6.4  Nothing in paragraph 3.7 shall in any way release the tenderer from any warranty or other obligations under this Contract.

3.7     Payment
3.7.1  The method and conditions of payment to be made to the tenderer under this Contract shall be specified in SCC.

3.8     Prices
Prices charged by the contractor for services performed under the Contract shall not, with the exception of any Price adjustments authorized in SCC, vary from the prices by the tenderer in its tender or in the procuring entity’s request for tender validity extension as

the case may be.  No variation in or modification to  the  terms of  the  contract shall  be made except by written amendment signed by the parties.

3.9     Assignment
The tenderer shall not assign, in whole or in part, its obligations to perform under this

Contract, except with the procuring entity’s prior written consent. The assignment shall be implemented in phases with more desired modules being implemented immediately after the award of contract.
3.10   Termination for Default
3.10.1 The Procuring entity may, without prejudice to any other remedy for breach of Contract, by written notice of default sent to the tenderer, terminate this Contract in whole or in part:

a)   if the tenderer fails to provide any or all of the services within the period(s) specified
in the Contract, or within any extension thereof granted by the Procuring entity.
b)  if  the  tenderer  fails  to  perform  any  other  obligation(s)  under  the  Contract.

c)   if the tenderer, in the judgment of the Procuring entity has engaged in corrupt or fraudulent practices in        competing for or in executing the Contract.

3.10.2 In the event the Procuring entity terminates the Contract in whole or in part, it may procure, upon such terms and in such manner as it deems appropriate, services similar to those undelivered, and the tenderer shall be liable to the Procuring entity for any excess costs for such similar services.

3.11   Termination of insolvency
The Procuring entity may at the anytime terminate the contract by giving written notice to the contractor if the contractor becomes bankrupt or otherwise insolvent. In this event, termination will be without compensation to the contractor, provided that such termination will not produce or affect any right of action or remedy, which has accrued or will accrue thereafter to the procuring entity.

3.13   Termination for convenience
3.13.1 The procuring entity by written notice sent to the contractor may terminate the contract in whole or  in  part,  at  any time for  its  convenience. The  notice of  termination shall specify that  the  termination  is  for  the  procuring  entity  convenience,  the  extent  to which performance of  the  contractor  of  the  contract  is  terminated  and  the  date  on which such termination becomes effective.

3.13.2 For the remaining part of the contract after termination the procuring entity may elect to cancel the services and pay to the contractor on agreed amount for partially completed services.

3.14   Resolution of disputes
The procuring entity’s and the contractor shall make every effort to resolve amicably by direct informal negotiations any disagreement or dispute arising between them under or in connection with the contract.

If after thirty (30) days from the commencement of such informal negotiations both parties have been unable to resolve amicably a contract dispute either party may require that the dispute be referred for resolution to the formal mechanisms specified in the SCC.

3.15   Governing Language
The contract  shall  be  written  in  the  English  language.  All  correspondence and  other documents pertaining to the contract, which are exchanged by the parties, shall be written in the same language.

3.16   Force Majeure
The contractor shall not be liable for forfeiture of its performance security, or termination
for default if and to the extent that it’s delay in performance or other failure to perform
its obligations under the Contract is the result of an event of Force Majeure.

3.17   Applicable Law.
The contract shall be interpreted in accordance with the laws of Kenya unless otherwise
specified in the SCC

3.18   Notices
Any notices given by one party to the other pursuant to this contract shall be sent to the
other party by post or by fax or E-mail and confirmed in writing to the other party’s
address specified in the SCC

A notice shall be effective when delivered or on the notices effective date, whichever is later.

SECTION IV: SPECIAL CONDITIONS OF CONTRACT
4.1     Special  conditions  of  contract  shall  supplement  the  general  conditions  of  contract, wherever there is a conflict between the GCC and the SCC, the provisions of the SCC herein shall prevail over those in the GCC.

4.2     Implementation support

The successful tenderer will be required to offer post implementation support and training for the project to ensure that all the benefits associated with the procured system are passed to the client. The project will be implemented in phases subject to authorization by the KNP. 
4.3     Alternative solutions

Any alternative solution proposed by a tenderer will be considered provided that the variations are documented in detail, clause by clause, in response to the Technical Specifications Section VI and deemed to be superior to the functionality, features and characteristics therein. Variations must adhere to the specifications in the tender document.
4.4     Software Architecture

The successful tenderer shall provide the MIS system in accordance with the Software

Architecture, Designs and Technical Drawings submitted in the Bid.

For any variations to this clause, the successful tenderer will:

4.4.1.   Provide enhancements in the functionality, features and characteristics;

4.4.2.   Notify, prior to implementation and testing, the procuring entity (KNP) of the same in writing for consideration and approval.
The contract shall be implemented in phases with Finance, Registry and Examinations module being among the first to be implemented.
4.5     Government ICT Standards

In  addition to  General Conditions of  Contract clause 3.3,  the  successful tenderer  will comply with the relevant Government ICT standards developed and enforced by the ICT Authority, see http://icta.go.ke/standards.

4.6  Payment

The assignment shall be awarded in whole and  is to be  implemented in phases depending on the availability of funds. The Key modules to be implemented and   paid for in phase on shall include but not limited to Finance, Registry, Examinations,   Procurement/Inventory, Human Resource and Library.

Payment shall be based on the complete implementation and commissioning of a module/part of the system and  satisfactory training to users is done.

Payment shall be based on submitted and certified invoices by the relevant officers. Payment shall be done within 30 days from the date the invoice is issued and received at the Procurement Department.

SECTION V: SCHEDULE OF REQUIREMENTS
Notes for preparing the schedule of requirements
The schedule of requirements for the services shall be included in the tender documents by the procuring entity and shall cover at the minimum a description of the goods and services to be supplied and the delivery schedule.

The objectives  of  schedule  of  requirements  is  to  provide  sufficient  information  to  enable tenderers to prepare their tenders efficiently and accurately, in particular, the price schedule, for which information is provided.

In addition, the schedule of requirements, together with the price schedule, should serve as bases  in  the  event  of  quantity  variations  at  the  time  of  award  of  contract  pursuant  to instructions to tenderers.

The date  or  period  of  delivery should  be  carefully specified,  taking  into  account  the date prescribed herein from which the procuring entity’s delivery obligations start (notice of award). This part will include any deliverables under the service contract.

SECTION VI                       TECHNICAL SPECIFICATIONS
4.1 GENERAL FEATURES

4.1.1
Dash Board

The system should have a dashboard that clearly indicates the student population at a glance. Other details to be shown include breakdown of the student population per department and the availability of accommodation space.

4.1.2
Concurrency

The system must be able to support 10,000 or more concurrent users regardless of the geographical locations. These clients should maintain autonomy to allow distributed processing.

4.1.3
Workflow Management

The system must support document movement within the system. The users must be

Notified through the push technology whenever there is a document to be worked on.

4.1.4
Importing /Exporting Data

The system should be able to import and export data to other applications especially MS

Excel, MS Word, PDF, RTF, among other applications.

4.1.5
Access Points

It is envisaged that there shall be a centralized site where the database will reside. All end users (in various campuses, departments and any other units of the Polytechnic) must be able to access that system from any point within the Polytechnic and outside.

4.1.6
Server Platform Specifications (To be supplied together with the IMIS)

TECHNICAL SPECIFICATIONS OF THE SERVER PLATFORM

	Component
	Specifications

	Operating System
	Windows Server 2012

	Server
	HPE ProLiant DL380 Gen9 E5-2620v4 1P 16GB-R P440ar 12LFF

	
	2*800W PS Base

	Processor family
	Intel® Xeon® E5-2600 v4 product family (8 core, 2.1GHz, 20MB, 8500)

	
	

	Processor Core
	8

	Processor speed
	2.1 GHz

	Memory Standard
	16 GB (1*16) RDIMM

	Form factor (fully
	2U

	configured)
	

	Form factor chassis
	Rack

	Expansion slots
	(6) Maximum

	Memory, maximum
	3.0TB With 128 GB DDR4 2400MHz LRDIMM

	Memory slots
	24 DIMM slots

	Memory type
	DDR4 Smart Memory

	Graphic card
	Choice of up to 2 double wide GPGPU's, or 3 single wide GPGPU's

	Network controller
	1Gb 331i Ethernet Adapter 4 Ports per controller and/or

	
	Optional Flexible LOM Depending on model

	
	

	Storage controller
	(1) Dynamic Smart Array B140i and/or

	
	(1) Smart Array P440ar

	
	(1) Smart Array P840

	
	Depending on model

	
	

	Infrastructure management
	iLO Management (standard), Intelligent Provisioning (standard), iLO

	
	Advanced (optional), HP Insight Control (optional)

	Wide Screen LCD Monitor
	20 Inch


4.1.7
Data Migration

The system should provide capabilities of AUTOMATICALLY migrating data from other systems currently in use. This will include students’ invoices and receipts from 2009 to 2019 among other financial details. It should also migrate the entire EXAMINATION RECORDS for all students currently in session i.e. all records from first year to the current year for each student.

4.2 OTHER EXPECTATIONS

4.2.1
Licenses

Clear information on license types and cost implications.

4.2.2
Training

Thorough training is expected to be conducted for Senior Management, Middle level Managers, Technical Staff and Operational Staff/Users.

4.2.3
Implementation Schedule

The implementation schedule should be monitored in order to control unnecessary delays, implementation cost and monitor overall project progress. Clear time line of activities shall need to be outlined, observed and reported. The project will be implemented in phases and priority shall be given to Financial Management, Academic and Student Management.
4.2.4
Acceptance Test

It is expected that the details of acceptance tests and testing procedures to be undertaken during user acceptance will be recorded and well documented.

4.2.5
Documentation

During implementation, technical and user manuals for the ERP shall be provided containing sufficient details to allow the relevant polytechnic staff to operate the system.

4.3 Academic and Student Management Module
The academic module should store comprehensive polytechnic data including lecturers,

courses, curriculum, unit registration, marks among others. It integrates all academic data to produce various reports like transcript, student performance analysis and many more. Among the many requirements that will facilitate its application include the following.

4.4 Student Registration
The system should be able to

a) Capture reporting dates online

b) Allow students to report themselves at departmental level

c) Enable students to register courses only after reporting

d) Set a minimum fee payment to be paid before reporting

e) Capture students’ biodata, i.e.

i. Name 

ii. Adminission number

iii. ID no.
iv. Gender

v. Resident county
vi. Status
vii. Guardians
viii. Mode of study
f) When students close, they should know which courses they sit for next semester

g) Give ability to integrate students’ smartcard in order to access Library, catering, main gate admission services etc.

h) Trainees to be able to download admission letters directly from portal.

i) Provision for trainee identification card to be made.

j) Double entries to be eliminated.

k) Filtering of trainees data to include reports according to

i)  Sponsors 

ii) County and 

iii) Tribe.

l) Accurate data of trainees on session, on attachment, deferments to be available at a glance.

m) Harmony between enrolled students report, class statistics, reported students’ statistics.        

n) System to allow multiple admission points without double billing and double placement of classes.

o) Content displayed should be intact upon exporting to excel or word.
p) Change of course to be reflected in the trainee’s statistics.
4.5 Lecture Management
a) The system should be able to store lecturers’ details
b) Capture class attendance by students using biometric technology and enforce the 80% rule
c) Capture class attendance by lecturers using biometric technology
d) The system should be able to store course details
e) The system should be able to store curriculum details.
f) The system should be able to store unit registration details.
g) The system should be able to set deadlines for entering CAT marks
h) A lecturer should enter marks once and lock it. Once entered and saved, the system should not allow for any alteration of exams by the Lecturer.
i) Allow for only published results to be available on the student online portal.
j) Automatically maintain a historical audit trail of all grade entries or changes to a transcript.
k) Automatically calculate Dean’s List and other academic standings
l) Perform grade distribution and class analysis reports
m) Track Academic performance of students by class, programme, or department, mode of study among others.
n) Tracking students who have applied for graduation
o) The system should be able to allow the graduating students apply for clearance online and monitor the movement of the clearance document.
p) The system should allow for attaching of notes to students results data to help with tracking examination results issues.

q) Archive student examination records for future reference
r) Academic record for graduating students
s) Illustrate the following practices.

i. Unit Creation.
ii. Curriculum Set-Up
iii. Unit Registration
iv. Marks Entry
v. Generation of Transcripts
vi. Performance analysis

4.5.1
Expected Reports
To produce a variety of reports to be presented and discussed in a variety of forums

a) Nominal roll for students who have cleared fees
b) Nominal roll for students who have met the 80% class attendance rule and eligible to sit for exam
c) Departmental Mark sheets
d) SMS notification to the Lecturers’ who have not administered CATs within stipulated time
e) Consolidated Mark sheets per programme per class
f) School board reports
g) Exam cards
h) Generate the final academic transcript
i) List of graduating applicants.
j) Generation of lists for:
i. Graduation Students
ii. Dean’s List
iii. Students on the prize list

4.6 TIME TABLING MODULE
This system should enable Academic Staff to easily schedule classes and efficiently use the available spaces for teaching at various campuses. The following functionalities are expected

a) Lecture rooms and their capacity
b) Labs category and their capacity
c) Demonstration Units
d) Handling of blocks
e) The system should allow updating time table.
f) The module should be totally self-checking and should not allow for any conflicts. It should allow for both manual and automatic resolution of room allocation conflicts
g) Event calendar: The system should maintain different type of upcoming events date and time.
h) Room allocation based on size
i) Expansive to accommodate new modules

a) Rooms and their capacities
b) Class
c) Course
d) Labs
e) Lecturer
f) Master timetable
g) Enable online query of timetable schedules
h) Type of classes i.e. combined or not

4.7 STUDENTS PORTAL
The student portal will provide online services to students and will have the following features.

a) Online course registration / enrollment.
b) Students can view exam results online and print an unofficial transcript online.
c) Allow students to view their fee balance online.
d) Students can view their attendance records online.
e) Students can view academic holds online and receive instruction to resolve holds.
f) System should provide alerts to students and their guardians on their fee balance status, exam results, etc. via SMS technology
g) Students can manage an online profile.

h) Students can update contact information and addresses online.
i) Students can communicate with institutional departments online.
j) Students can view class and exam timetables online
k) Digital Notice Board where students can be informed of the latest updates.
l) Students can print an exam card, but this feature MUST only be activated when students evaluate their course lecturers.
4.8 INTEGRATED FINANCIAL MANAGEMENT MODULE
The system must be integrated and support both managerial and financial functions. It should support the finance functions that include General Ledger (GL), Students Finance & Accounts Receivable (A/R), Accounts Payable (A/P), Vote Book and Budgetary Control, Cash and Bank Management, Income Generating Activities (IGA), Journal Entries, Students Refunds, Bank Reconciliation, Imprest Management, Audit Trail Management among others. This module should be integrated with other modules relating to the operations of the polytechnic, for example Admissions, Procurement, PAYE, and accommodation. The expectations on each of the sub modules are as follows:

4.9 GENERAL LEDGER
All modules must be fully integrated with the general ledger to enhance reliability of data processing.

4.9.1 Expected Reports
The system should be able to generate a GL report. The GL report MUST contain all the transactions for a given period listed by account. Other features that must be supported by the GL include the following.

a) Condensed Trial Balance
b) GL report
c) Expanded Trial Balance
d) The system should be able to produce the following Financial Statements that must comply with the Kenya National Audit Office (KENAO) Format and ICPAK Standards.
i. Statement of Comprehensive Income with comparative figures

ii. Statement of Financial Position with comparative figures
iii. Statement of cash flows with comparative figures
iv. Statement of changes in equity with comparative figures
v. Notes to the financial statements with comparative figures         N/B you must illustrate to support features in (d) above.

4.10
STUDENTS FINANCE
Expected features
a) Ability to integrate all the transactions related to students with GL
b) Ability to set fees structure.
c) Ability to integrate with Admissions Department
d) Ability to track mandatory fees for students joining from second year of study.
e) Ability to generate invoices to eligible students only. Clearly demonstrate how this is done.
f) Ability to generate receipts on every payment and allocate to specific line items e.g. Tuition, Accommodation, Supervision, Activity, Field Attachment etc.
g) Ability to handle fee refunds.
h) Ability to accommodate Polytechnic Fees policy.
i) Illustrate the ability of capturing the overpayments by students and subsequently do a fair reporting. Illustrate how the overpayments are used.
j) Ability to trail all transactions of the students as they occur.

k) Illustrate the ability to handle sponsor’s funds e.g. CDF, HELB, AFDB  etc.
l) Students fees paid to the Polytechnic’s bank account must be updated onto the system in real time.
m) Illustrate the ability to integrate with common credit cards e.g. MasterCard and Visa cards, and Mpesa or any other electronic method which can be used to pay students fess. Such transactions must adhere to the feature (l) above.
n) Illustrate the ability to cancel an erroneous receipt.
o) Illustrate the ability to do students’ fees adjustment in case of an error during fees structure set up.
p) Illustrate the ability to reverse a single invoice for a student.

q) Illustrate ability to integrate to examinations department and controls put in place to ensure that only eligible students get exam cards.
r) Lock out any student who has not paid fees past the deadline.

Expected Reports
a) Ability to generate daily fee collection report (Global)
b) Ability to generate daily fee collection report with the following conditions

i. Per bank
ii. Per personnel
iii. Per bank and personnel
iv. Per /department/programme/year of study etc.
c) Student fees balance summary (Global)
d) Students fees balance with the following conditions
i. Per student type i.e parttime/regular/sponsored

ii. Per department
iii. Per department  Vs parttime/regular/sponsored
iv. Per department Vs Year of study etc.

e) Demand letters to students with outstanding fees balance by a defined criterion. The demand letters can be e-mailed to the corporate e-mail accounts of students.
f) List of students who have overpaid fees.
g) Students with zero balance
h) Drilling of students’ balances with user set criteria e.g. students whose balance is greater than Kshs 100,000.

i) List of Students who have paid to votes like Field Trips/ Teaching Practice.
j) Print exam cards for students who meet the minimum fees balance as may be set by the Polytechnic.

k) Student fees collection summary per vote head.
l) Students Fees balance summary per vote head.
m) Periodic fees collection report e.g. Monthly, Quarterly, Annually etc.
n) Ability to produce ad hoc reports.
4.11
INCOME GENERATING UNIT (PU)
The Polytechnic operates income generating units like farm, book shop and staff catering.
Expected Features
a. Ability to capture products and services
b. Classification of products as per the IGA
c. Creating of price list
d. Ability to use credit and debit memos
e. Tracking of stock levels
f. Generating of customer invoices
g. Ability to adjust stock levels after stock taking.
h. Ability to create customers
i. Ability to generate cash sale receipts.
j. Ability to generate an invoice for a customer
k. Ability to integrate with ETR machine.
l. Real time visibility to all income generating units 
4.11.1 Expected Reports
i. Inventory reports by stock and Value
ii. Ability to report on fast moving items.
iii. Income & Expenditure for IGU.

4.12
FIXED ASSETS
Expected features
This module must maintain records of all fixed assets and compute depreciation costs. The module must also allow for posting of asset values, depreciation and disposal. It must have but not limited to the following features.

a) Fixed Assets register
b) Unique asset identification
c) Comprehensive facilities to deal with all aspects of depreciation
d) Sale and purchase of assets fully integrated with the rest of the accounting system.
e) Fully integrated with general ledger accounts receivable, and accounts payable modules.

f) Records person and department responsible for the asset
g) Asset classification

h) Bar coding.
i) Valuation reports
j) Asset listings & transactions
k) Assets Disposals.
l) Warranty expiry date.
m) Insurance/Tax rate
n) Fully depreciated asset listing
o) The system has a provision for transfer of assets.
p) Asset coding;
q) Depreciation / revaluation;
r) Location tracking;
s) Service schedules;
t) Maintenance details (incidents and costs);
u) Disposal records;
v) Handling of intangible assets, e.g. computer software.
w) Unlimited asset categories
x) Generation of custom asset numbers

4.12.1 Expected Reports
The module should have the capability to generate the following reports: -

a) Fixed Assets Register/report
b) Fixed Asset history report
c) Fixed assets Depreciation report
d) Fixed Assets acquisition and Transfers report.
e) Valuation reports
f) Asset listings
g) Assets Disposals.
h) Warranty expiry date.

4.13
ACCOUNTS PAYABLE
The system must provide for a full cycle of vendor transactions from the Purchase Requisition Note, (PRN), and Local Purchase Order (LPO) to cheque disbursements. It should on minimum meet the following features.

Expected Features
a) Ability to integrate fully with Procurement
b) Ability to capture supplier invoice
c) Ability to allocate a supplier invoice to a cost center.
d) Ability to define default payment terms
e) Ability to control payments as per the stipulated terms.
f) Ability to hold disputed supplier invoice and payment.

g) Ability to generate Payment Vouchers
h) Ability to automatically assign voucher numbers.
i) Ability to allocate payments to suppliers’ invoice.
j) Ability to pay suppler invoice in part
k) Ability for multiple invoices from a single vendor to be paid on one cheque with supporting detail on cheque stub or remittance advice.
l) Ability to void a payment voucher.
m) Ability to void and stop payment of cheques.
n) Both vendors and payment vouchers can be put on hold to prevent processing of requisitions, orders, invoices and payments.
o) Recovery and accumulation of Retention for settlement.
p) Recovery and accumulation of Withholding Tax for settlement

4.13.1 Expected Reports
Ability to generate the following reports: -

a) Accounts payable balances as at a given date
b) Creditors ageing summary & detail reports.
c) List of capital creditors.
d) List of recurrent creditors.
e) Supplier Ledger.
f) Supplier contact list.

4.14 Imprest Management
The system is expected to control and manage the issuance of imprests to staff, the accounting of imprest and the recovery of unaccounted for imprests from salaries of involved staff.

Expected Features
The system should among others expectations include the following: -

a) Generate imprests forms and automatically number them serially
b) Specify the envisaged accounting date
c) Automatic alerts for overdue unaccounted for imprests
d) Linked to the Payroll module for recovery of unaccounted for imprests
e) Embedded controls to stop issuance of further imprests to staff with an existing unaccounted imprest
f) Online approvals

N/B. Give a brief description to show your understanding of imprest accounting

Management.
4.14.1 Expected Reports
a) Age analysis of unaccounted imprests / Imprest debtors
b) Imprest recovery reports
c) Automatically generate payroll recoveries
d) Auto-Generate underspent receipts analysis
e) Imprest ledger by staff

4.15
INTERNAL AND EXTERNAL PART-TIMERS MODULE
The system is expected to control and manage payments to internal and external part timers.

Expected Features
a) Control to ensure appointment of part time lecturers before being allocated classes
b) Integrate with the approved timetable to track attendance dates.
c) Generate the teaching work load per lecturer
d) No lecturer can claim what he/she never taught/invigilated, unless there is an approval from a higher authority.
e) Computation of payments based on hours worked. The computation will conform to the polytechnic system.

f) Put controls to qualify an internal lecturer as a part-timer.
g) Put controls in place to stop a lecturer from claiming twice.
h) Put controls in place to limit the number of courses a lecturer can handle. 
4.15.1 Expected Reports
a) List of part timers
b) Work load per lecturer
c) Lecturer payment history
d) Outstanding claims for part timers by school, department, campus etc
e) Statement of tax for each part timer for purposes of making tax returns
4.16
CASH OFFICE MODULE
The CASH Office operates as a central point for cash flows and is thus an agent for all sections.

Expected Features
a) Support for unlimited number of bank accounts

b) On line drilldown account analysis from various Banks/ Bank Statements all the way to the source transaction in the general-ledger and to migrate information to the Spread Sheets.
c) Create alarm features for a pre-determined amount payable at a time in each bank account
d) Support cheque printing both and posting direct to the general ledger.
e) Record transfers between bank accounts
f) Allow for automatic reversal of erroneous entry
g) Returned (bounced) customer cheques
h) Disbursement of Petty Cash to various departments. Give a brief description of how the system handles beginning year float.
i) Ability to print cheques.
j) Notification of suppliers when cheques are due for collection.
k) Ability to keep cheque disbursement register. Indicate date when cheque is collected, person collecting and his ID number & telephone number etc.

4.16.1 Expected Reports

a) Cash Book
b) Petty cash Report
c) Cash flow movement report on daily, monthly, YTD, Annual basis.
d) Cash reconciliation report
e) Payment voucher listings and the status
f) Payments on hold report
g) Cheque payment register
h) List of voided cheques
i) List of voided vouchers
j) Uncollected cheques list
k) Daily Cheque disbursement report.
l) Receipts and Payments analysis indicating
m) Transaction type
n) Date
o) Number
p) Payee
q) Description
r) Clearance status
s) GL
t) Db (Receipt)
u) Cr (Payment)
v) Cumulative Balance

4.17
BANK RECONCILIATION
Expected Features
a) The System must support bank reconciliations across multiple banks
b) Full bank and Cash reconciliations including deposits, disbursements and adjustments.
c) Flexibility to import transactions from various banks systems.
d) Post bank charges, interest charged and interest earned.
Expected Reports
a) Bank reconciliation Summary.
b) Bank Reconciliation by detail.
4.18
PAYROLL MODULE
The payroll Module should automate the employee’s salary and other benefits payments process by gathering data on employee remuneration, calculating various deductions and taxes and generating periodic pay cheques and pay slips.

Expected Features
a) Ability to electronically integrate with the GL, Cash Book and other third party software e.g. e-banking.
b) Ability to automatically process employee salary and benefits
c) Ability to calculate various employee deductions and taxes.
d) Ability to run real-time data communication between human resource and finance sections.
e) Ability to electronically integrate/export employee information to Microsoft excel, word or PDF.
f) Ability to document all salary and job changes, view salary history of each employee
online

a)
Including salary, bonus and all deductions etc

g) Ability to generate a detailed Audit Trail of payroll transactions/changes.
h) Link job scales to salary and allowances payable to each grade
i) Automatically post annual increments on the due dates.
j) Supports unlimited number of employees and staff classifications
k) Employee banking details e.g. bank, branch, account number, account type
l) Unlimited number of user definable tables e.g. PAYE, NSSF, NHIF, Pensions, Unions,
m) User defined rounding system
n) Bonus and arrears payments
o) Direct electronic salary remittance to banks
p) Tracking of loans and amounts due to financial institutions

q) Maintain historical information for unlimited number of years
r)
Ability to automatically send payslips to employees through the e-mail.

4.18.1 Expected Reports

The system should allow the user to select fields to extract data and generate reports with various formats such as tables, graphs, bar charts etc. The system should be flexible such that it can pick relevant data from various tables in the database and generate any ad hoc report that may be required by the management from time to time. Among the reports the system is expected to provide are: -

a) Report on Salary Payments on monthly, YTD, Annual basis.
b) Report on tax payments, pension payments etc.
c) Reports on payroll costs as defined by user e.g. in terms of basic pay, house allowance and other financial benefits on the basis of cost center-department, school as may be defined by the user.
d) User defined payslip format
e) Bank remittances list
f) Bank registers
g) Payroll journal
h) Company totals
i) Employee details
j) User specified transaction reports
k) Cost center reports
l) Statutory reports e.g. P9, P9A, P10, P10A etc.
m) Audit trail reports
n) Exceptional reports e.g. staff earning salaries beyond their grades

4.19
PROJECTS ACCOUNTS
Expected Features
a) Creation of project details
b) Setting up specific project budgets and expected duration
4.19.1 Expected Reports

a)
Budget vs. Actual reports

b) Project progress report (Disbursement vs. Expenditure)
c) Project completion status inform of percentage
4.20
Budgeting Module

Expected Features:
a) Store Approved annual estimates by vote and department
b) Capture supplementary vote allocations.
c) Effect an inter-vote funds transfer.
d) Update vote balance upon PRN entry
e) Put controls to limit over expenditure
f) Send alerts to vote holders whose balances are significantly low

a) Print a vote holder’s statement.
b) Vote expenditure summary.
c) Vote Balances report.
d) Compare actual vs budgetary allocation at any given time.

4.21
BUDGETING MODULE
Expected Features:
a) Store Approved annual estimates by vote and department
b) Capture supplementary/virement vote allocations.
c) Effect an inter-vote funds transfer.
d) Update vote balance upon PRN entry
e) Put controls to limit over expenditure
f) Send alerts to vote holders whose balances are significantly low

Expected Features
a) Print a vote holder’s statement.
b) Vote expenditure summary.
c) Vote Balances report.
d) Compare actual vs budgetary allocation at any given time.

4.22 PROCUREMENT & INVENTORY MANAGEMENT
A. PROCUREMENT
The Procurement module should provide the tools required to help Procurement Officer adhere to the requirements of Article 227 of the Constitution of Kenya, 2010, Public Procurement and Asset Disposal Act 2015, Public Procurement and Asset Regulations 2020, and other laws guiding public procurement.

1 Expected Features
a) Fully integrated with Finance Department, User Departments and Supplier
b) Registered List of Suppliers: The system should be able to capture and store all records of registered suppliers of goods, works and services in every financial year on a continuous updating basis.

c) Request for Quotation (RFQ)/Restricted Tenders/Request for Proposals: Ability to generate Request for Quotations forms and send to suppliers for consideration, submission of Quotes, allow online opening pursuant to Section 78 of PPADA 2015 and evaluation of bid pursuant to Sec 80 of PPADA 2015.

Ability to upload Restricted Tender documents and Request for Proposals Documents from the system, allow online opening pursuant to Sec 78 of PPADA 2015 and evaluation of bids pursuant to Sec 80 of PPADA 2015.

d) Tender Award: Prior to the award, the system must allow the Head of Procurement function to review the tender evaluation report and prepare professional opinion/advice pursuant to Section 84 of PPADA 2015 to the Accounting Officer for the purposes of consideration of award/rejection. 

The system should be able to award automatically by use of predefined criteria after the approval of the professional opinion by the Accounting Officer. However, manual evaluation and awarding should also be allowed so that the tender evaluation committee can recommend for award to the responsive and lowest evaluated supplier.

e) Purchase Requisition Note (PRN): The system should be furnished with tools to enable auto generation of PRNs for the approved RFQs, Proposals and Tenders.

f) Local Purchase Orders (LPO)/Local Service Orders (LSO): The system should allow easy and efficient ordering by automatically generating LPOs/LSOs and also allow for online submission of duly approved LPOs/LSOs to suppliers using the information from supplier database.
g) Goods Received Note (GRN): The system should be able to generate GRN for received items after inspection and acceptance has been done accordingly pursuant to Sec 48 of PPADA 2015.

h) Track LPO/LSO Status: The system should allow users to be able to track status of orders from the time they are raised to the time they are completed.

i) Departmental Budgets: The system should give an option to restrict ordering within departmental budgets and plans in any given financial year or any defined budget periods (such as quarters).
j) Ability to link PRN to the LPO/LSO.
k) The system should allow the different types of costing methods for inventory
l) The system should allow creation and display of the procurement plan for the User Departments and the Consolidated Annual Procurement Plan.
m) The system should allow supplier management in terms of ratings, appraisals, assessments, evaluations and recommendations etc.
n) The system should be able to show rejected or goods returned records.
o) Ability to track partial delivery
p) Online approvals from User Department(Requisitioner), Vote Head Accountant, Procurement Officer, Finance Officer, Accounting Officer  and any other person(s) that may be appointed to be approver in the procurement process. 
q) Capture the Departmental and Consolidated Annual Procurement Plans.
r) Online tender award status.
c) Allow for ease access of registered list of suppliers/service providers and contractors

2 Expected Reports
a) List of registered suppliers per item category
b) Purchase history per supplier
c) Price list and price updates per supplier
d) Outstanding PRNs
e) Outstanding LPOs/LSOs
f) LPOs/LSOs partially supplied or provided
g) Cancelled PRNs
h) Cancelled LPOs and LSOs
i) GRN reports
j) Rejected or Goods returned.

k)
Supplier management in terms of ratings, appraisals, assessments and evaluations based on Carter’s 10 C’s Model

4.23 INVENTORY MANAGEMENT
This module should allow the stores department to distribute and track stock levels of all items in the Polytechnic for Operational Needs.

A. Expected Features
This module should have the following features:

a) Ability to generate Stores Requisition Note (SRN) by the User Department.
b) Maximum Stock Level: The system should allow the user to define the maximum stock level per item based on the approved departmental procurement plan.

c) Minimum Re-Order Level: The system should alert the users when re-order level falls due.
d) Minimum Stock Level: The system should alert the user whenever stock levels hit the minimum threshold.
e) Maintain stock ledgers per item.
f) Have full audit trail of all stock movement.
g) Stock history.

h) Serial number tracking.
i) Bin locations.
j) Unit of measure configurable.
k) Expiry date tracking, in case of perishables.
l) Update stock by Goods Received Note (GRN).
m) Inventory counts changes and adjustments
n) Store control:
i. Receipts
ii. Issues
iii. Balancing stock.
o) Asset register.

2 Expected Reports
a)
Issue/Receiving analysis

b) Transaction history per inventory item
c) Inventory level listings
d) Inventory movement
e) Stocktaking report
f) Inventory
p)
Status by location

g)
Inventory valuation/Asset register summary & detail

SECTION VII- STANDARD FORMS Notes on standard forms
1. The  tenderer  shall  complete  and  submit  with  its  tender  the  form  of  tender  and price schedules  pursuant  to  instructions  to  tenderers  clause  9  and  in  accordance with the requirements included in the special conditions of contract.

2. When  requested  by  the  appendix  to  the  instructions  to  tenderers,  the  tenderer should provide  the  tender  security,  either  in   the   form  included  herein  or   in another  form acceptable to the procuring entity pursuant to instructions to tenderers clause 12.3

3. The contract form, the price schedules and the schedule of requirements shall be deemed to form part of the contract and should be modifies accordingly at the time of contract award   to   incorporate   corrections   or   modifications   agreed   by   the tenderer  and   the procuring entity in accordance with the instructions to tenderers or general conditions of contract.

4. The performance security and bank guarantee for advance payment forms should not be completed by the tenderers at the time of tender preparation. Only the successful tenderer will  be  required  to  provide  performance/entity and  bank  guarantee  for advance payment forms in accordance with the forms indicated herein or in another form acceptable to the procuring entity and pursuant to the – conditions of contract.

5.  The  principal’s  or  manufacturer’s authorization  form  should  be  completed  by  the principal  or   the   manufacturer,  as   appropriate  in   accordance  with  the   tender documents.

List of Standard forms
1.  Form of tender

2.  Price schedules

3.  Contract form

4.  Confidential Questionnaire form

5.  Tender security form

6.  Performance security form

7.  Bank guarantee for advance payment

8.  Declaration form
9. .Letter of Notification of Award
FORM OF TENDER
To……………………..

…………………………..

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




Date 
 Tender No. 


1.    Having examined the tender documents including Addenda Nos………………………..[insert number], the receipt of   which   is   hereby   duly   acknowledged, we,   the   undersigned, offer   to   provide…………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………….. [description of services] in conformity with the said tender documents for the sum of …………... [total tender amount in words and figures] or such other sums as may be ascertained in accordance with the Schedule of Prices attached herewith and made part of this Tender.

2.   We undertake, if our Tender is accepted, to provide the services in accordance with the services schedule specified in the Schedule of Requirements.

3.  If our Tender is accepted, we will obtain the tender guarantee in a sum equivalent to   percent of the Contract Price for the due performance of the Contract, in the form

prescribed by………………………………… (Procuring entity).
4.  We agree to abide by this Tender for a period of ……………………. [number] days from the date fixed for tender opening  of  the  Instructions to  tenderers,  and  it  shall  remain  binding upon us and may be accepted at any time before the expiration of that period.

5.    Until  a  formal  Contract  is  prepared  and  executed,  this  Tender,  together  with  your written acceptance  thereof  and  your  notification  of  award,  shall  constitute  a  binding Contract between us.

Dated          this                                                               day            of                                     20…..

[signature]                                                                                   [in the capacity of]

Duly authorized to sign tender for and on behalf of 

PRICE SCHEDULE OF SERVICES
Name of Tenderer                     Tender Number_                . Page          of              .
	1
	2
	3
	4
	6

	Item
	Description
	Quantity
& quality
	Duration for Delivery
	Total Price


	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


   Summarize the Unit/Total cost per module in the format before GRAND TOTAL COST.i.e Finance Module, Registry Module, Examinations etc as per the specifications herein.
Total Sum of  the  Tender (  All  the  Total prices above, inclusive of  Incidental costs and  all applicable taxes – the total cost shall be transferred to form of tender as a block figure) Kshs. ………………………………………………

In Words: …………………………………………………………………………………………………………………………………….

……………………………………………………………………………………………………………………………………………………..

Signature          of          tenderer          

Note: In case of discrepancy between unit price and total, the unit price shall prevail.

CONTRACT FORM
THIS AGREEMENT made the     _day of                 20        between…………[name  of  procurement entity]   of   ……………….[country  of   Procurement   entity](hereinafter  called   “the   Procuring entity”) of the one part and ……………………[name of tenderer] of ……….[city and country of tenderer](hereinafter called “the tenderer”) of the other part.

WHEREAS       the   procuring   entity   invited    tenders   for   certain   materials   and

spares. Viz……………………..[brief description of materials and spares] and has accepted a tender by the  tenderer  for  the  supply  of  those  materials  and  spares  in  the spares  in  the  sum  of

………………………………………[contract price in words and figures] NOW THIS AGREEMENT WITNESSETH AS FOLLOWS:

1.     In  this  Agreement  words  and  expressions  shall  have  the  same  meanings  as  are respectively assigned to them in the Conditions of Contract referred to.

2.   The  following  documents  shall  be  deemed  to  form  and  be  read  and  construed  as part of this Agreement, viz.:

(a)     the Tender  Form and the  Price  Schedule submitted by  the  tenderer; (b)    the Schedule of Requirements;

(c)     the Technical Specifications;
(d)    the General Conditions  of Contract;
(e)     the Special Conditions of Contract; and
(f)     the Procuring entity’s Notification of Award.

3.   In  consideration of the payments to be  made by the Procuring entity to the tenderer as hereinafter mentioned, the  tenderer hereby covenants with the Procuring entity to provide the materials  and  spares  and  to   remedy  defects  therein  in  conformity  in  all respects with the provisions of the Contract

4.    The  Procuring  entity  hereby  covenants  to  pay  the  tenderer  in  consideration  of  the provision of the materials and spares and the remedying of defects therein, the Contract Price or such other sum as may become payable under the provisions of the contract at the times and in the manner prescribed by the contract.

IN  WITNESS  whereof  the  parties  hereto  have  caused  this  Agreement  to  be  executed  in accordance with their respective laws the day and year first above written.

Signed, sealed, delivered by                    the                    (for the Procuring entity)

Signed, sealed, delivered by                     the                   (for the tenderer) in the presence of             .

CONFIDENTIAL BUSINESS QUESTIONNAIRE
You are requested to give the particulars indicated in Part 1 and either Part 2 (a),

2(b) or 2(c) whichever applied to your type of business.

You are advised that it is a serious offence to give false information on this form.

	
	Part 1 General
Business Name......................................................................................................... Location of Business Premises................................................................................. Plot No, ..........................................................Street/Road................................................... Postal address ........................Tel No. ........................... Fax Email......................... Nature of Business ................................................................................................. Registration Certificate No. ..................................................................................... Maximum value of business which you can handle at any one time – Kshs.

........................ Name of your bankers.................................................................... Branch .....................................................................................................................

	
	Part 2 (a) – Sole Proprietor
Your            name             in             full……………………….Age………………………………………….
Nationality……………………………Country    of    Origin……………………………..    Citizenship details ……………………………………………………..

	
	Part 2 (b) – Partnership
Given details of partners as follows
Name                           Nationality                    Citizenship details                 Shares

1.  …………………………………………………………………………………………

2.  …………………………………………………………………………………………

3.  …………………………………………………………………………………………

4.  …………………………………………………………………………………………

	
	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

1.  …………………………………………………………………………………………

2.  …………………………………………………………………………………………

3.  …………………………………………………………………………………………

4.  …………………………………………………………………………………………

	
	Date……………………………………….Signature of Candidate………………………..


TENDER SECURITY FORM
Whereas ………………………………………..[name of the tenderer] (hereinafter       called       “the tenderer”)has  submitted  its   tender dated ……………….. [date  of submission of tender ] for the provision of ……………………………………………….. [name and/or description of the services] (hereinafter called  “the Tenderer”)…………………………………………………….. KNOW  ALL PEOPLE by these presents that WE……………………………………… Of……………………………………………having registered office at [name of procuring entity](hereinafter called “the Bank”)are bound unto……………… [name of procuring entity](hereinafter called “the procuring entity”) in the sum of ……….. for which payment well and truly to be made to the said Procuring entity, the Bank binds itself, its successors,  and  assigns by these presents. Sealed with the Common Seal of the said Bank this      day of 20        .

THE CONDITIONS of this obligation are:

1. If the tenderer withdraws its Tender during the period of tender validity specified by the tenderer on the Tender Form; or

2. If  the  tenderer, having been  notified  of  the  acceptance of  its  Tender  by  the  Procuring entity during the period of tender validity:

(a)                  fails     or     refuses    to     execute    the    Contract     Form,     if     required;    or
(b)   fails   or   refuses   to   furnish   the   performance   security,   in   accordance   with   the instructions to tenderers;

we undertake to pay to the Procuring entity up to the above amount upon receipt of its first
written demand, without the Procuring entity having to substantiate its demand, provided that in its demand the Procuring entity will note that the arnouut claimed by it is due to it, owing to the occurrence of one or both of the two conditions, specifying the occurred condition or conditions. This guarantee will remain in force up to and including thirty (30) days after the period of tender validity, and any demand in respect thereof should reach the Bank not later than the above date.

[signature of the bank]

(Amend            accordingly             if             provided            by             Insurance             Company)
PERFORMANCE SECURITY FORM
To: …………………………………………………………………………………………….. [name of the Procuring entity] WHEREAS……………………………….[name of tenderer] (hereinafter    called  “the     tenderer”)

has       undertaken,    in         pursuance       of         Contract No.   [reference  number  of the contract] dated   20        to      supply…………………………………………………………………………………….. [Description services](Hereinafter called “the contract”) AND WHEREAS it has been stipulated by you in the said Contract that the tenderer shall furnish you  with  a  bank   guarantee  by  a reputable bank for the sum specified therein as security for compliance with the Tenderer’s performance obligations in accordance with the Contract.

AND WHEREAS we have agreed to give the tenderer a guarantee:


THEREFORE WE hereby affirm that we are Guarantors and responsible to you, on behalf of the tenderer,      up       to       a       total       of       ………………………………………………………………. [amount of the guarantee in words and figures],
and we undertake to pay you, upon your first written demand declaring the tenderer to be in default under the Contract and without cavil or argument, any sum or sums within the limits of ……………………….. [amount of guarantee] as aforesaid, without your needing to prove or to show grounds or reasons for your demand or the sum specified therein.

This guarantee is valid until the ……………day of ……………………………… 20……….

Signature and seal of the Guarantors

[name of bank or financial institution]
[address]
[date]
(Amend accordingly if provided by Insurance Company)

BANK GUARANTEE FOR ADVANCE PAYMENT
To…………………………

[name of tender]………………………………………

Gentlemen and/or

Ladies:

In accordance with the payment provision included in the special conditions of contract, which amends the general conditions of contract to provide for advance payment,

…………………………………………………………………

[name and address of tenderer][hereinafter called “the tenderer”] shall deposit with the Procuring entity a bank guarantee to guarantee its proper and faithful performance under the said clause of the contract in an amount of ………………….………………………………………………

 [amount of guarantee in figures and words]. We, the ………………………………………………………………………………

[bank  or   financial   institution],   as   instructed   by   the   tenderer,   agree   unconditionally and irrevocably to guarantee as primary obligator and not as surety merely, the payment to the Procuring entity on its first demand without whatsoever right of objection on our part and without its first claim to the tenderer, in the amount not exceeding …………………………

………………………………………………………………………………………………………………………………..[amount of guarantee in figures and words].
We further agree that no change or addition to or other modification of the terms of the Contract to be performed thereunder or of any of the Contract documents which may be made between the Procuring  entity  and  the  tenderer, shall  in  any  way  release  us  from any liability under this guarantee, and we hereby waive notice of any such change, addition, or modification.

This  guarantee  shall  remain  valid  and  in  full  effect  from  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]

LETTER OF NOTIFICATION OF AWARD
Address of Procuring Entity

To:

RE: Tender No. 

Tender Name 

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

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

2.  The contract/contracts shall be signed by the parties within 30 days of the date of this letter but not earlier than 14 days from the date of the letter.

3.    You  may  contact  the  officer(s)  whose  particulars  appear  below  on  the  subject matter of this letter of notification of award.

(FULL PARTICULARS)
SIGNED FOR ACCOUNTING OFFICER

EVALUATION CRITERIA
The evaluation shall be carried out in four Sages:
a) Mandatory Requirements
The Mandatory requirements shall be as follows:

1.   Must be a registered Company, licensed to provide the services tendered for. (Certificate of Incorporation/Registration must be attached)

2.   Must have been in existence for a minimum of Five Years as a registered Company.

3.   Must have carried out at least three (3) similar assignments. (Evidence must be attached including copies of certificates of completion). Submit a Tabulated list of Clients of similar system to include the Contract Sum, Contract Period and Contact Address and Mobile Phone No. and Contact Person
4.   Authorized vendors of the Software if different from the bidder. (Attach copy of vendor License)

5.   Duly filled Business Questionnaire

6.   Bid Bond Kshs 240,000.00 valid for 120 days from the date of Tender Opening

7.   VAT Certificate

8.   Valid Copy of Certificate of Tax Compliance

11. Audited Accounts for the last 3 Years, (2019, 2018 and 2017).

12. All pages must be paginated in the format 1,2,3,4…………n from the cover page to the last attachment forming part of this tender, where 1 is the first page(cover page) and n is the last page(attachment).

b) Technical Evaluation
The Technical Evaluation shall account for 80% of the score.
The Technical Evaluation shall be carried out as follows:-

	ITEM
	DESCRIPTION
	Max Points

	A
	Proven experience of the firm in implementation of relevant
projects.
	15 Points

	
	A1.  Experience   in   the   implementation   of   ERP, especially   the proposed solution in an Institution of Higher Learning (1 point for each project up to a maximum of 5 projects):
	5

	
	A2. For each of the above five (5) projects, state whether it has been deployed:

 Nationally ( 2 points)
 Regionally ( 2 points)
 Internationally ( 1 point)
NOTE:  Propose   one   of   the   relevant   installations   (mentioned above) for a site visit by KNP.
	5

	

	A3. Firms years of Experience in Similar Works
 5-10 years( 3 points)
 10-15   Years   (   4   Points) Above 15 Years (  5 Points)
	5

	B
	Staff qualifications and experience  in  implementation  of  similar projects especially the proposed solution
(Attach CV’s  of  Team  lead  and  at  least  four  (4)  key  project
implementation members.)
	28 Points

	
	B1. Project/ Team Leaders experience in managing projects of Similar size and magnitude. Below 5 Years ( 3 Points)

 5 to 10 Years ( 4 Points)

 Above 10 Years ( 5 Points )
	5

	
	B2. Staff,  (Other  3 proposed staff) experience  in implementing 
ERP solution in a similar environment (preferably institution of higher learning).

Scores per staff
 Below 5 Years ( 1 Points)

 5  to  10  Years  (  2   Points) Above 10 Years ( 3 Points )
	9

	
	B3. Project/ Team Leader Academic Qualifications
 Relevant Degree and Above ( 3 Points)
or
 Relevant Higher Diploma ( 2 Points)

 Other relevant Certifications (2 points)
	5

	
	B4.  Other proposed three staff academic Qualifications
Scores per staff:
 Relevant Degree and Above ( 3 Points)

or
 Relevant Higher Diploma ( 1.5 Points)

 Other relevant Certifications (1 Point)
	9

	C
	Compliance with required scope of MIS/ Understanding of KNP
Requirements
	40 Points

	
	C.1. Replicate and Enhance Legacy functionality,

see Legacy ERP technical Specifications (2012) for details:
	10

	
	C.1.1. Provision of a web-based ERP with enhanced features AND functionally underpinned by a system software architecture

( application and database)
	2.5

	
	C.1.2. Data Migration
	2.5

	
	C.1.3. Integration with upgrades of Legacy Finance Information
Management subsystem Sage Modules Client care

Or Equivalent Provision
	2.5

	
	C.1.4. Provision of Enhanced Academic Management
Information sub system modules as specified in 
Legacy ERP technical Specifications (2012) reconfigured
	2.5

	
	C.2. Provision of
	27.5

	
	C.2.i) Human Resource Information Management subsystem
comprising inter alia the following modules/functionality: 

Payroll Management as per specifications

.
	6

	
	C.2.ii) Workflow module
	2

	
	C.2.iii) Portals and Apps
	2

	
	C.2.iv) Payment and Receipting Gateways
	2

	
	C.2.v) Biometrics and integration with modules
	2

	
	C.2.vi) Reports Designer and Writer
	2

	
	C.2.vii) Training
	3.5

	
	C.2.viii) Documentation
	2

	
	C.2.ix) Installation and Testing
	2

	
	C.2.x) Implementation Services on existing Platforms and

Infrastructure
	2

	
	C.2.xi) Support
	2

	
	C.2.i) Software Licenses
	2.5

	D
	Work plan and Methodology/Design
	13 Points

	
	D1. Work plan Presentation: Project plan to include  time  frames,

deliverables, milestones, manpower requirements e.t.c
	2

	
	D2. Proposed completion dates being within the timelines provided

in the bid document
	1

	
	D3. Methodology/Design
D3.1 Provision of the system software architecture (Application and database)

Featuring
(i)     modularity ,

(ii)    integrability with Sage 300 ERP, (iii)   stability,

(iv)   robustness, (v)    scalability,

(vi)   definable granularity preferably fine grain, (vii)  security, and

(viii) user friendliness

by design. Technical drawings in lieu must be provided, see D
3.2
	5

	
	D3.2. Technical Drawing/Design
All relevant Technical Drawings and Designs must be provided
	5

	E
	Proof of Financial stability
	4 Points

	
	1. Liquid  assets,  access  to  lines  of  credit  or  other  financial resources
	2

	
	2. Evidence  of  profit  making  in  the  attached  3  years  audited accounts.
	2

	
	TOTAL
	100 Points


The Cut off points for the Technical Score is 75%. Only the bidders who shall score above 75% in the Technical score shall proceed for Financial Evaluation.

Bidders who shall have passed this stage of evaluation maybe invited for demonstration/presentation of the system they are offering and shall be expected to incur their own travel and related  costs in such event they are invited.

d) Financial Evaluation
The tender shall be awarded to the lowest evaluated responsive bidder.
d) Post- Qualification
Kitale National Polytechnic shall contact the Referees or visit the Referees to confirm the performance of the installed software without seeking authority from the Bidder.
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