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INVITATION TO TENDER

PROCURING ENTITY KENYA LITERATURE BUREAU

CONTRACT NAME AND PROVISION OF HOUSEKEEPING /OFFICE

DESCRIPTION: CLEANING SERVICES- (FRAMEWORK
CONTRACT)

1 Kenya Literature Bureau invites sealed tenders for the Provision of
Housekeeping/Office Cleaning Services under a framework contract on an award
of a one-year renewable twice subject to performance for the financial year 1st
July 2021 to 30th June 2024.

2. Tendering will be conducted under open competitive tendering method and is
Reserved for Youth, Women and People with Disability subject to meeting the
required qualifications.

3 Qualified and interested tenderers may obtain further information and inspect the
Tender Documents during office hours at the address given below.

Supply Chain Department
Kenya Literature Bureau — Popo Road, Off Mombasa Road,
NAIROBI, KENYA

Email: supplies@klb.co.ke

during normal working hours on Monday to Friday between 0800hrs to 1700hrs (East Africa
Time).

A complete set of tender documents may be purchased or obtained by paying KES 1,000, in cash
or Banker's Cheque and payable using the details given below. Tender documents obtained
electronically will be free of charge. Account No 124-131-8387 at KCB Moi Avenue or through
MPESA PAYBILL No. 980400 (Account number is the name of the firm bidding).

4. Tender documents obtained from the Kenya Literature Bureau website,
www.Klb.co.ke or the PPIP portal, www.tenders.go.ke shall be free of charge.

5. Tenderers who download the tender document must forward their particulars
immediately to supplies@klb.co.ke to facilitate any further clarification or
addendum/addenda.

6. SITE VISIT (Mandatory) - Tenderers are advised to send email to
supplies@klb.co.ke to make arrangements on viewing of the HQ and Branch
office sites before quoting between 6th to 11th May 2021. This is in compliance
with containment of the COVID 19 Pandemic.

7. The Tenderer shall chronologically serialise all pages of the tender documents
submitted.

8 Completed tenders must be delivered to the address below on or before 18" May
2021 at 1000hrs (East Africa Time). Electronic Tenders WILL NOT be
permitted.

Managing Director
Kenya Literature Bureau — Popo Road,Off Mombasa Road,
P.O Box 30022 - 00100,
NAIROBI, KENYA
and deposited in the Tender Box provided at:
Kenya Literature Bureau — South C at the reception area
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Tenders that do not fit in the tender box shall be deposited at the Reception Desk
and recorded using the register located at the reception area at the address.
Tenders will be opened immediately after the deadline date and time specified
above or any deadline date and time specified later. Tenders will be publicly
opened in the presence of the Tenderers' designated representatives who choose to
attend at the address below.

Late tenders will be rejected.

The addresses referred to above are:

Address for_obtaining further information and for purchasing tender
documents

KENYA LITERATURE BUREAU

POPO ROAD, OFF MOMBASA ROAD

P.0. BOX 58567-030022-00100, NAIROBI, KENYA
supplies@klb.co.ke

B.

Address for Submission of Tenders.

MANAGING DIRECTOR
KENYA LITERATURE BUREAU - POPO ROAD,OFF MOMBASA ROAD
P.O BOX 30022 — 00100, NAIROBI, KENYA

C.

Address for Opening of Tenders.

KENYA LITERATURE BUREAU
POPO ROAD,OFF MOMBASA ROAD
P.O. BOX 30022-00100, NAIROBI, KENYA
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1.1

1.2

1.3

1.4

INTRODUCTION

This standard tender document for the procurement services has been
prepared for use by procuring entities in Kenya. It is to be used in the
procurement of all types of services e.qg.

I. Security.

ii. Cleaning.

Ii. Servicing and repairs.

iv. Transport.

v. Clearing and forwarding.

vi. Air ticketing and travel arrangements and all others where there is
no specific standard tender document for procurement of that
service.

The following general directions should be observed when using the
document.

a) Specific details should be finished in the invitation to tender and in the
special conditions of contract. The final document to be provided to the
tenderers should not have blank spaces or give options.

b) The instructions to tenderers and the general conditions of contract
should remain unchanged. Any necessary amendments to these parts
should be made through the appendix to the instructions to the tenderers
or the general conditions of contract respectively.

Information contained in the invitation to tender shall conform to the data
and information in the tender documents to enable potential tenderers to
decide whether or not to participate in the tender and shall indicate any
Important tender requirements,

The invitation to tender shall be issued as an advertisement in accordance
with the regulations or as a letter of invitation addressed to the tenderers who
have expressed interest following an advertisement of a prequalification
tender.



SECTION I - INVITATION TO TENDER
Date 41" May 2021
Tender REF No: KLB/T/08/2021-24

Tender Name: Provision of Housekeeping/Office Cleaning Services

1.1 Kenya Literature Bureau invites bidders who are technically and financially
capable to provide the Office Cleaning/ Housekeeping Services on an award
of a three -year framework contract renewable annually subject to
performance for the financial year 15t July 2021 to 30™" June 2024.

1.2 The price to be charged for the tender document shall be Kshs. 1,000 and is
obtainable from the procurement office during normal working hours at the
Kenya Literature Headquarter in South C. The document can be viewed and
downloaded from the Kenya Literature Bureau website (www.klb.co.ke)
or the PPIP www.tenders.go.ke . Bidders who download must send their
particulars to supplies@Kklb.co.ke in case of any clarifications and
addenda.

1.3 SITE VISIT(Mandatory) - Tenderers are advised to send email to
supplies@klb.co.ke to make arrangements on viewing of the HQ and
Branch office sites before quoting between 6™ to 11" May 2021. This is
in compliance with containment of the COVID 19 Pandemic.

1.4 Prices quoted should be net inclusive of all taxes and delivery costs, must be
expressed in Kenya shillings and shall remain valid for a period of 180 days
from the closing date of the tender.

1.5  Completed tender documents are to be enclosed in plain sealed envelopes,
marked with the tender number and be deposited in the tender box provided
at KLB Headquarter Reception or be addressed and posted to:

The Managing Director
Kenya Literature Bureau
P.O Box 30022 00100
Nairobi

So as to be received on or before 18" May 2021 at 10.00 am East African Time.

1.6 Tenders will be opened immediately thereafter in the presence of the
tenderers representatives who choose to attend the opening at the KLB
Headquarter Training Room.

For: Managing Director
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SECTION Il INSTRUCTIONS TO TENDERERS

2.1
2.1.1.

2.1.2.

2.1.3.

2.14.

2.2

2.2.1

2.2.2

2.2.3

2.3
2.3.1.

Eligible tenderers

This 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 1st July 2021 to 30" June 2024 subject to
satisfactory performance and Supplier Appraisal.

The Bureau’s employees, committee members, board members and their
relative (spouse and children) are not eligible to participate in the tender
unless where specially allowed in the Public Procurement and Asset disposal
Act.

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 Bureau 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.

Tenderers involved in corrupt or fraudulent practices or debarred from
participating in public procurement shall not be eligible.

Cost of tendering

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

The price to be charged for the tender document shall not exceed
Kshs.5,000/=.

The Bureau shall allow the tenderer to review the tender document free of
charge before purchase. (You may download from KLB Website).

Contents of tender documents

The tender document comprises of the documents listed below and addenda
issued in accordance with clause 6 of these instructions to tenders

) Instructions to tenderers



2.3.2.

2.4
2.4.1.

2.4.2.

2.5

2.5.1.

1)  General Conditions of Contract

1)  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 manufacturers authorization form
xiii) Declaration form

The 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.

Clarification of Documents

A prospective  candidate making inquiries of the tender
document may notify the Bureau in writing or by post, fax or email at the
entity’s address indicated in the Invitation for tenders. The Bureau will
respond in writing to any request for clarification of the tender documents,
which it receives no later than five (5) days prior to the deadline for the
submission of tenders, prescribed by the Bureau. 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”

The Bureau 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

Amendment of documents
At any time prior to the deadline for submission of tenders, the
Bureau, for any reason, whether at its own initiative or in

response to a clarification requested by a prospective tenderer, may
modify the tender documents Dby issuing an  addendum.
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2.5.2.

2.5.3.

2.6

2.6.1.

2.7

2.8
2.8.1

2.9

29.1

All 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.

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

Language of tender

The tender prepared by the tenderer, as well as all correspondence and
documents relating to the tender exchanged by the tenderer and the Bureau,
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.

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 9, 10 and 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,;

(c) Tender security furnished is in accordance with Clause 2.12
(d)Confidential business guestionnaire

Form of Tender

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

Tender Prices

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.

11



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.

2.10 Tender Currencies

2.10.1Prices shall be quoted in Kenya Shillings unless otherwise specified in the
appendix to in Instructions to Tenderers

2.11 Tenderers Eligibility and Qualifications.

2.11.1Pursuant 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.

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

2.12 Tender Security

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

2.12.2The tender security shall be in the amount of Kshs. 100,000 /=.

2.12.3The tender security is required to protect the Bureau against the risk of
Tenderer’s conduct which would warrant the security’s forfeiture, pursuant
to paragraph 2.12.7

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

12



a) A bank guarantee.
b) Cash.
¢) 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 Bureau as non responsive, pursuant to paragraph 2.20

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

2.12.6The 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.

2.12.7The tender security may be forfeited:

(a) If a tenderer withdraws its tender during the period of tender validity
specified by the Bureau 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

2.13.1Tenders shall remain valid for 180 days or as specified in the invitation to
tender after date of tender opening prescribed by the Bureau, pursuant to
paragraph 2.18. A tender valid for a shorter period shall be rejected by the
Bureau as nonresponsive.
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2.13.2In exceptional circumstances, the Bureau 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

2.14.1The 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.

2.14.2The 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.

2.14.3The 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

2.15.1The 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 Dbe sealed in an outer envelope.
The inner and outer envelopes shall:

(a) be addressed to the Bureau at the address

The Managing Director

Kenya Literature Bureau

P.O Box 30022 00100

Nairobi
(b) bear tender number and name in the invitation to tender and the words:
“DO NOT OPEN BEFORE 18" May 2021 at 10.00 a.m. East Africa
Time.

14



2.15.3The 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”. —

2.15.41f the outer envelope is not sealed and marked as required by paragraph
2.15.2, the Bureau will assume no responsibility for the tender’s
misplacement or premature
opening.

2.16 Deadline for Submission of Tenders

2.16.1Tenders must be received by the Bureau at the address
specified under paragraph 2.15.2 no later than 18" May 2021 at 10.00 a.m.
East Africa Time.

2.16.2The Bureau 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 of the Bureau 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
Bureau as provided for in the appendix.

2.17 Modification and withdrawal of tenders

2.17.1The 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 Bureau prior to
the deadline prescribed for the submission of tenders.

2.17.2The 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.

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

2.17.4No 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.
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2.17.5The Bureau may at any time terminate procurement proceedings before
contract award and shall not be liable to any person for the termination.

2.17.6The Bureau 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

2.18.1The Bureau will open all tenders in the presence of
tenderers’ representatives who choose to attend, on 18" May 2021 at 10.00
a.m. East Africa Time at the KLB Headquarter Training Room. The
tenderers’ representatives who are present shall sign a register evidencing
their attendance.

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

2.18.4The Bureau 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

2.19.1To assist in the examination, evaluation and comparison of tenders the
Bureau 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.

2.19.2Any effort by the tenderer to influence the Bureau in the Bureau’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
2.20.1The Bureau will examine the tenders to determine whether they are

complete, whether any computational errors have been made, whether
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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.

2.20.3The Bureau 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.

2.20.4Prior to the detailed evaluation, pursuant to paragraph 23, the Bureau 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 Bureau’s determination of a
tender’s responsiveness is to be based on the contents of the tender itself
without recourse to extrinsic evidence.

2.20.51f a tender is not substantially responsive, it will be rejected by the Bureau
and may not subsequently be made responsive by the tenderer by correction
of the nonconformity.

2.21 Conversion to a single currency

2.21.1Where other currencies are used, the Bureau 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.

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

2.22.2The 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.

17



2.22.3The Bureau’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
Conditions of Contract;

2.22.4Pursuant to paragraph 22.3 the following evaluation methods
will be applied:
(a) Operational Plan.

The Bureau requires that the services under the Invitation for Tenders shall
be performed at the time specified in the Schedule of Requirements.
Tenderers offering to perform longer than the Bureaus 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 Bureau may
consider the alternative payment schedule offered by the selected tenderer.

2.22.5The tender evaluation committee shall evaluate the tender within 30 days
from the date of opening the tender.

2.22.6To qualify for contract awards, the tenderer shall have the following:-

(@) 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.
18



2.23. Contacting the Bureau

2.23.1Subject to paragraph 2.19, no tenderer shall contact the Bureau 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 Bureau 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

2.24.1In the absence of pre-qualification, the Bureau 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.

2.24.2The 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 Bureau 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 Bureau will proceed to the next lowest
evaluated tender to make a similar determination of that Tenderer’s
capabilities to perform satisfactorily.

b)  Award Criteria

2.24.3Subject to paragraph 2.29 the Bureau 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.
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2.24.4The Bureau 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 Bureau’s action. If the Bureau determines that none of the tenderers is
responsive; the Bureau shall notify each tenderer who submitted a tender.

2.24.5A 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

2.25.1Prior 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.

2.25.2The notification of award will signify the formation of the Contract subject
to the signing of the contract between the tenderer and the Bureau pursuant
to clause 2.29. Simultaneously the other tenderers shall be notified that their
tenders have not been successful.

2.25.3Upon the successful Tenderer’s furnishing of the performance security
pursuant to paragraph 31, the Bureau will promptly notify each
unsuccessful Tenderer and will discharge its tender security, pursuant to
paragraph 2.12

2.26 Signing of Contract

2.26.1At the same time as the Bureau notifies the successful tenderer
that its tender has been accepted, the Bureau will simultaneously inform the
other tenderers that their tenders have not been successful.

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

2.26.3The 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
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2.27.1Within thirty (30) days of the receipt of notification of award from the
Bureau, 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
Bureau.

2.27.2Failure 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 Bureau may make the award to the next lowest evaluated or call for new
tenders.

2.28 Corrupt or Fraudulent Practices

2.28.1The Bureau 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.

2.28.2The Bureau 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;

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

APPENDIX TO INSTRUCTIONS TO THE TENDERERS

Notes on the appendix to instruction to Tenderers

1. The appendix to instructions to tenderers is intended to assist the Bureau in
providing specific information in relation to corresponding clauses in the
instructions to tenderers included in section Il and the appendix has to be
prepared for each specific procurement

2. The Bureau should specify in the appendix information and requirements
specific to he circumstances of the Bureau, the processing of the
procurement and the tender evaluation criteria that will apply to the
tenderers
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3. In preparing the appendix the following aspects should be taken into
consideration

a. The information that specifies and complements provisions of section
I11 to be incorporated

b. Amendments of section Il as necessitated by the circumstances of the
specific procurement to be also incorporated.

4. Section Il should remain intact and only be amended through the appendix.
Appendix to instructions to 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 Registered Cleaning Firms -
YWPWD
2.9 Tender Document to be

downloaded from KLB and PPIP
website free of charge or from
procurement office at Kshs. 1000

211 Particulars of eligibility and
qualifications documents of
evidence required: Mandatory
requirements as outlined Below.

2.12 Not applicable

2.24 KLB will carry out Due Diligence
on the awarded firm

2.30 The awarded firm shall furnish a
performance security equivalent to
1% of the contract value where
applicable
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EVALUATION CRITERIA

Eligible tenderers must provide the following mandatory requirements (preliminary
evaluation). Non submission of any of the documents will lead to disqualification from the
tender process:

a) MANDATORY REQUIREMENTS (MR)

No Requirement Responsive or
Not Responsive

MR 1 | Must submit a Copy of Certificate of Registration/ Incorporation

MR 2 | Must submit a copy of a valid Tax Compliance Certificate

MR 3 | Attach letter of compliance issued by the Labour Ministry showing
compliance to minimum Wage (Attach Certified letter of inspection from
the Ministry of Labour issued within the last six months from the Tender
opening date).

MR 4 | Must fill the Price Schedule in the format provided

MR5 | Provide a valid copy of Single Business Permit from a County
Government

MR 6 | Duly filled and signed Tender Securing Declaration Form in the format
given in the Section for Standard Forms. (Applicable to AGPO Firms
who should attach the valid AGPO Certificate issued by Treasury)

MR 7 | Must submit a duly filled up and signed Confidential Business
Questionnaire in format provided

MR 8 | Submit two Tender documents, well paged chronologically, securely
bound and clearly marked (original) and (copy)

MR 9 | Attach duly filled and signed Site Visit forms signed by KLB official for
HQ and Kijabe Street Offices (Arrange with KLB Administration
department between 6™ to 11" May 2021)

MR 10 | Attach copy of valid NSSF Compliance Certificate

MR 11 | The Service provider to indicate the minimum monthly wage rate
inclusive of house allowance to pay each category of proposed staff as
per the latest Government Gazette notice on minimum wage rates

MR 12 | Copy of CR 12 from Registrar of Companies issued within last 12
months from Tender opening date for Limited Companies or copies of
Identification cards(ID) for partnerships and Sole proprietors

MR 13 | Must submit a duly filled, signed and stamped Anti-Corruption
Declaration Form provided in the Standard Forms

MR 14 | Attach copy of valid NHIF Compliance Certificate

At this stage the tenderers submission will either be responsive in all
mandatory (MR) requirements above or non- responsive. The non-
responsive submissions will be eliminated from the entire evaluation
process and will not be considered further.
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b) TECHNICAL EVALUATION

No | Requirement Maximum | Score Remarks
Score (%) | Awarded (%)

1. | Attach your company profile 5

2. | Financial Capability 10

Attach audited accounts for the last 2 years 2017-
18,2018-19) 5 mks for each year

3. | Suitability of Service provider 10
Number of years in provision of cleaning
services; attach company profile, LPOs and
Contracts:

e 5 years and above (10 marks)

e 3<4 years (5 marks)

e Below 3 years (2 marks)

4. | Managerial and Key personnel competencies
(a) Provide Organizational chart showing 5
Directors, Managerial and Key positions in the
organization. (5 marks)

(b) Provide Qualification and experience of Key 10
personnel proposed for the administration and
execution of the service — Attach CVS and
Certificates of Key staff as follows:
e Team Leader (Supervisor)
Diploma in Housekeeping — 5 marks
Certificate in Housekeeping — 3 marks
e Experience in Cleaning
6 years and above -5 marks
Below 6 years up to 4 years — 3 marks
Below 4 years — 2 marks
No marks will be given where CV and
Certificates are not attached

¢) Training schedule for employees — Outline of 5
a training plan for your employees that is
relevant to the assignment (5 marks)

5. | Physical facilities/Adequacy of tools and
equipment 10
Provide ownership/lease evidence of the
following list of equipment and other resources
proposed for the service (purchase receipts,
invoice or lease agreements:

e Walk Behind Scrubber (3 pcs) — 3mks

e Floor Polisher (2pcs)-3mk

e Wet and Dry Vacuum Cleaner (3pcs)-2

mk
e Carpet Extractor (2 pcs)-1mk
e Cleaning materials (detergents,
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chemicals, industrial gloves, gumboots
etc)-1mk

Operational plan/Methodology- should outline
how the bidder plans to execute the assignment.
Cleaning Schedules — This shall include but not
limited to area, timings (Daily, weekly, monthly
or quarterly)

Experience
Provide Client References in Cleaning and
Housekeeping Services with a combined value of
at least Ten Million within the last 3 three years
from Tender opening date. (Provide Letters of
Award, LSO or Contract Documents Showing
dates, amounts and client Contact)
e 10 million and above contracts (5 marks)
e Below 10 million up to 5 million (2
marks)
Provide four (4) latest client recommendation
letters (2 marks each)

15

Certified Letter from Bank showing Service
Providers Credit position

Valid medical, WIBA compliant GPA and GLA
Insurance Policies for employees (Attach copies)

10

10.

Evidence of physical registered office (provide
copies of lease agreement, title deed or rental
payment receipt)

11.

Certificates of good conduct (provide copies of
good conduct from the Kenya Police for at least
5 staff members.

TOTAL

100%

Only bidders who score 70 and above will be subjected to

financial evaluation. Those who score below 70 will be

eliminated at this stage from the entire evaluation process and

will not be considered further.

FINANCIAL EVALUATION

Verifying the financials and checking for arithmetical errors omissions and price comparison
among the qualified tenderers in accordance with the evaluation criteria.

Award of Contract

The award for provision of Office Cleaning / Housekeeping Services shall be to the Lowest
Evaluated most responsive bidder subject to prevailing market prices.

Bidders are notified that due diligence may be carried out on information provided by the
bidders. Any false information provided will lead to automatic disqualification.
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SECTION Il GENERAL CONDITIONS OF CONTRACT
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3.1

3.2

3.3
3.3.1

SECTION |11 GENERAL CONDITIONS OF CONTRACT

Definitions

In this contract the following terms shall be interpreted as indicated:

a)

b)

d)

e)

f)

9)
h)

“The contract” means the agreement entered into between the Bureau 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.

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

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

“The Bureau” means the organization sourcing for the services under this
Contract.

“The contractor means the individual or firm providing the services under
this Contract.

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

“Day” means calendar day

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

Standards

The services provided under this Contract shall conform to the 7 standards
mentioned in the Schedule of requirements
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3.5

3.6

3.6.2

3.6.3

3.64

3.7

3.7.1

3.7.2

Patent Right’s

The tenderer shall indemnify the Bureau 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 .

Performance Security

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

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

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

a) Cash.
b) A bank guarantee.
¢) Such insurance guarantee approved by the Authority.

d) Letter of credit.

The performance security will be discharged by the Bureau 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.

Inspections and Tests

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

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
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3.7.3

3.7.4

3.8
3.8.1

3.9

3.10

3.10

drawings and production data, shall be furnished to the inspectors at no
charge to the Bureau.

Should any inspected or tested services fail to conform to the Specifications,
the Bureau 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 Bureau.

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

Payment

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

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 Bureau’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.

Assignment

The tenderer shall not assign, in whole or in part, its obligations to perform
under this contract, except with the Bureau’s prior written consent.

Termination for Default

The Bureau 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 Bureau.

b) if the tenderer fails to perform any other obligation(s) under the Contract.
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3.12

3.13

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

In the event the Bureau 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
Bureau for any excess costs for such similar services.

Termination of insolvency

The Bureau may at the any time 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
Bureau.

Termination for convenience

3.13.1The Bureau 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 Bureau convenience,
the extent to which performance of the contractor of the contract is
terminated and the date on which such termination becomes effective.

3.13.2For the remaining part of the contract after termination the Bureau may elect

3.14

3.15

to cancel the services and pay to the contractor on agreed amount for
partially completed services.

Resolution of disputes

The Bureau’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.

Governing Language
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3.16

3.17

3.18

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.

Force Majeure

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

Applicable Law.

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

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.
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a)

SECTION IV SPECIAL CONDITIONS OF CONTRACT
Notes on Special Conditions of Contract

The clauses in this section are intended to assist the Bureau in providing
contract specific information in relation to corresponding clauses in the
general conditions of contract.

The provisions of section IV complement the general conditions of contract
included in section Ill, specifying contractual requirements linked to the
special circumstances of the Bureau and the procurement of services
required. In preparing section IV, the following aspects should be taken into
consideration.

Information that complement provisions of section 111 must be incorporated

b) Amendments and/or supplements to provision of section Ill, as necessitated

by the circumstances of the specific service required must also be
incorporated

Where there is a conflict between the provisions of the special conditions of
contract and the provisions of the general conditions of contract the
provisions of the special conditions of contract herein shall prevail over the
provisions of the general conditions of contract.
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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 Special conditions of contract with reference to the general conditions of

contract.
General conditions of contract Special conditions of contract
reference
3.6 A Performance Security of 1% of the contract
value in the form of unconditional bank
guarantee may be required from the winning
bidder
3.9 Prices shall be maintained during the contract
period
23.14 Disputes shall be resolved by way of mutual
discussion or arbitration in accordance with the
Laws of Kenya
3.17 Applicable Law - Kenya Law
3.18 The Managing Director
Kenya Literature Bureau
P.O Box 30022 00100
Nairobi
Suppliers details to be furnished
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SECTION V - SCHEDULE OF REQUIREMENTS

GENERAL SCOPE OF SERVICES

KLB seeks to engage the services of a private contractor specialized in the

provision of housekeeping and cleaning services as indicated below:

Table I: Areas to be Covered
No. | Area No. of Offices | No. of Toilets No. of
Kitchenettes
1 Head Office
(Main building)
2" Floor 28 5 2
1%t Floor 28 5 2
Ground Floor 6 4 4
(2 kitchens and 2
Kitchenettes)
2 Head Office 5 4 0
(Production Building)
3 Head Office 2 1 0
(Stores Building)
4 Head Office 0 1 0
(Warehouse Building)
5 Head Office 1 1 0
(Sentry House)
6 Sales and Customer Service 24 7 2
Branch

1. Schedule of Services
i.  Office cleaning should take place on weekdays, (Mondays to Fridays) between 6am-8am.
No changes in the agreed days or time can be made without prior clearance by KLB.

Contracted staff should be available for 08.00hrs per day (6.00am to 4pm) with breaks in
between (10.30am to 11.00am) (1.00 to 2.00pm)
During nationally declared holidays, the service provider’s personnel shall not report to
work. However, if the KLB personnel are reporting to work then the service provider’s
personnel shall report to work to render regular services.
In exceptional circumstances where KLB requires the services of the service provider’s
personnel, the latter shall be prepared to render overtime services, the cost of which shall
be billed to KLB on the same month of services rendered.

2. Cleaning Services

Offices
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Daily:

All rubbish bins emptied

Horizontal surfaces that are clear of obstructions should be dusted or vacuum cleaned
Visible dirt, shoe marks, should be vacuumed, cleaned or washed from floor surfaces. All
canteen/kitchenette crockery left in offices and meeting rooms to be returned to the
respective areas.

Weekly:

Vii.

Carpets /linoleum vacuum cleaned and washed from wall to wall including moving any
chairs or other easily moved obstructions

Vertical free areas cleaned to remove dust, cobwebs and visible dirt.

Lamps, pictures, closets, phones, doors (including handles) and frames, chair legs, ceiling
lamps

Windowsills dusted or cleaned as necessary to remove visible dirt

Banisters in stair walls dusted and wiped clean

The upholstered furniture vacuum cleaned

The doors, glass panels, skirting boards, shelves, and the radiators dusted or wiped clean
as necessary to remove visible dirt.

Toilets/Bathrooms

Daily:

All sanitary ware (wash basins, urinals and WC pans) and mirrors cleaned to remove all
traces of visible dirt
Garbage bins emptied, floors washed to remove all visible dirt and stains.

iii. Toilet consumables (toilet paper, liquid soap) re-stocked

Complete cleaning of all sanitary elements including the removal of stains and scale
Toilets should be checked every hour for all the above and an assigning check sheet to be
used.

Weekly:

Walls and doors cleaned/washed
W(C pans and urine pans thoroughly cleaned to remove all traces of stains

Receptions/Lobby

Daily:

Horizontal surfaces that are clear of obstructions wiped off or vacuum cleaned
Floors Vacuum cleaned or washed to remove all traces of visible dirt and shoe marks

Weekly:

I.

I
iii.
4.4

Removal of cobwebs
Clean ceiling lamps
Clean glass panes and floor skirting to remove visible dirt and stains
Conferences Halls/Meeting Rooms
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Daily:

i.  Floor/ horizontal surfaces that are clear of obstructions should be washed or vacuum
cleaned as necessary to remove all traces of visible dirt.
Weekly:

i.  Once a week, as a minimum, carpets including smaller rugs, vacuumed cleaned from wall
to wall once, moving chairs as necessary.
ii.  Polish all wooden tables and walls

Cleaning of Outside Windows

This shall be undertaken every three (3) months in accordance with best industry standards for
window cleaning.

Monthly Cleaning

i.  Washing to remove visible dirt and stains from floors
ii.  Apply polish and shine in all corridors/offices.
iii.  Washing of Office curtains and other linen.

Catering Services
Daily:

I.  Prepare 10:00 O’clock and 4:00 O’clock tea and place it at designated service points for
self-service by staff members.
ii.  Serve official tea to staff and guests at service points as and when required and maintain
office kitchenette all the time in a hygienically clean condition.
iii.  Cleaning of Kitchen/kitchenettes wash dirty utensils, cleaning of cupboard doors
(Outside), cleaning the exterior of refrigerators, Microwave and all Kitchen electric and
non-electric gadgets.

3. Equipment and Consumables
The Service Provider shall make available, at its own cost, all necessary equipment, machinery
and materials required to adequately perform the service including but not limited to:

i.  Vacuum Cleaners with clean air filter
ii.  Rubbish carts
iii.  Dusters, Brooms, Brushes, Buckets and Mops
iv.  Quality consumables for cleaning such as chemical liquid, detergents and cleansing
material (perfumed) for the cleaning of office equipment (photocopiers, computers,
printers, scanners, office furniture, glass top and glass panes)
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SECTION VI

Services Branch along Kijabe Street)

DESCRIPTION OF SERVICES (HQ and Customer

The Successful Contractor shall be required to perform as per the below scope:

Technical Specifications

SERVICE DESCRIPTION

KLB Frequency

1 Cleaning of concrete screed and paved areas. To be included are  |Once every day
the fence pillars, low-level walls and embankments, etc.

2 Mopping of All PVC/Marble floors. Twice every day

3 Dusting of all office furniture including desks, telephone |[Once daily
headsets, computer monitors, keyboards, CPUs, printers, Fax
machines etc, and all windowsills and low-Level
partitions.

4 Vacuum cleaning of all carpeted areas (offices, waiting Once every day
rooms, board rooms, etc.)

5 Cleaning and washing of the main fire exit/staircases including Once every day
skirting.

6 Removal of all wet and dry waste from designated garbage [Two times daily
collection areas

7 Cleaning and Washing of reception Area on ground floor Once every day or as

necessary

8 \Washing of toilet areas i.e. toilets floors and sanitary ware, /After every one hour or
mirrors and wall tiles. Cleaning monitor cards to be duly as and when need arises
completed for evaluation daily

9 Sweeping externally and tending to plants, grass and flowers \Weekly
including cutting, pruning, lawn mowing, weeding up to 1 meter
outside the fence including KLB Road

10  |Provision of three (No.) high quality small size (200 ply) toilet rolls [Once every day
in each VIP closet as per sample.

11  (Cleaning and washing of all other fire exit/staircases. Once every week
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12  |Washing of concrete screed and paved areas. To be included are  [Once per month
the fence pillars, low-level walls and embankments, etc.

13  [Maintenance of hand liquid dispenser and provision of % litre liquid [Replenish daily
soap in each toilet cubicle.

14  |Cleaning and Washing of roof and storm Drains, and [Once a month
Manholes and application of drain cleaner to eliminate foul smell.

15  [Stripping and polishing all PVC/Marble floors Once a month or when

need arises

16  [Shampooing of all carpeted areas (offices, waiting rooms, board [Once per month or
rooms, etc.) Approximately 311.22 Square Meters when need arises

17  |Shampooing of all upholstery (waiting rooms, visitors’ rooms, all [Once every 3 months
Board and Meeting rooms, and all Office chairs.
Laundry of curtains sheers and table cloths.

18  |Laundering and mending of ceremonial flag and provision of nylon [Once every year or as
fastening cord and when the need

arises.

19  |Maintenance of jumbo tissue dispensers IN EACH TOILET and [Two rolls daily per toilet
provision of two (2) high quality jumbo tissue paper per day as
per sample

20  |Provision of one can of good quality air freshener per toilet per One can per toilet per
month 300 ml month

21  (Cleaning of re-cessed light fittings Semi-annually

22 |Provision of large litter bins in all staircase lobbies of KLB Head  [Empty  litter  bins
Office Building and empty daily. daily

23 |Provision of medium size wastepaper baskets (one per toilet) in Empty waste bins
all toilet lobbies (plastic as per sample). daily

24 |Application of urinal balls to all urinals (Minimum Four balls per urinal
size 200 grammes pack of 5 balls) per week

NB.

The Bureau will re-evaluate the supplier bi-annually based on their ability and

performance to provide the services in accordance with the requirements.
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Locations to be Considered and Measurement (General area size of KLB)

Location: Head Office, Along KLLB Road, South ‘C’- Nairobi,

I. Office Space
e Ground Floor: - 1,632M?
e First Floor: - 1,756M?
e Second Floor: - 1,756M?
e Total Office Area = 5,144 \M?
ii. Production Line
e Production Area: - 4,277M?
e Office Space above Production Area: - 192M?2
e Total Office Area = 4,469 M?
iii. External Field
e Parking and Driveway: - 3,940M?2
e Grass Area and Football Pitch: - 12,306M?
e KLB Road Curbsides: - TBA
e Total Office Area = 16,246M?
Overall Total Head Office Area = 25,859 M2
Sales and Customer Service Branch Area = 655M?2
GRAND OVERALL TOTAL AREA = 26,514M?

Scope of Work and Capability
i.  List of cleaning products, tools, equipment and supplies provided by the Service Provider

to perform the services required in the Service description.

ii.  Attention should be given to the presentation of the personnel. All personnel are to be
dressed in company uniforms with name and identification badges to be supplied by
successful bidder.
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Vi.

Vii.

viil.

Xi.
Xil.

Xiil.

Xiv.
XV.

XVi.

The company is to ensure that any personnel deployed to KLB premises, their contact
details and police clearance are supplied to Administration Office upon commencing and
regular updates provided on any personnel.

The surface of the floor, railings, windows, walls, skirting and walk ways must be
completely free of dust, stains, paint marks, stripes, shoe marks, anything spilt and any
other blemish that can be removed with standard industry techniques.

Any defect noticed by the cleaners must be registered and reported to Administration
Office by the Cleaning Supervisor.

All personnel (including supervisor), equipment and cleaning materials to be provided by
the service provider.

Capacity to comply with all applicable statutory and regulatory requirements.

Capability to provide housekeeping staff with proper Personal Protective Equipment
(PPE) e.g. uniforms, safety shoes and hair nets where applicable.

Maintenance of personal grooming of staff e.g. shaved beards, short nails and covered
hair.

Capability to offer periodic hygiene training to the housekeeping workers.

Capability to carry out self-hygiene audits and supplier audits.

Capability to recruit and absorb the casual staff members currently in service.

Capability to hire qualified and experienced housekeeping staff and remunerate them at
the prescribed minimum wages.

Capability to carry out deep cleaning of the KLB premises.

Capability to service and maintain housekeeping equipment.

Capability to develop Standard Operating Procedures (SOPs) for all housekeeping
operation

Consumables

The Service Provider shall supply to KLB following consumables monthly:

No. | Cleaning Item Projected Usage per | Remarks
month

1 Jumbo Tissue — White good quality 300 pcs

2 Multi-clean soap ( 20 Its) 3 jerricans

3 Handwash soap (20 Its) 1 jerrican
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4 Cleaner Disinfectant (20 Its) 2 jerricans

5 Scouring pad (equivalent to superbrite )- | 20 pcs
medium (12pack)

6 Toilet bleach/disinfectant (500ml) 15 pcs

7 Scouring paste 500 gms 14 pcs

8 Scouring powder 500gms 15 pcs

9 Wood polish (315ml) 10 pcs

10 | Window cleaners (300ml) 10 pcs

11 | Toilet/ Moth balls (200gms) 20 pkt

12 | Air-fresheners (315ml) 2 pcs

13 | Floor polish Carefree Il (20It) 1 jerrican

14 | Floor Stripper detergent (20It) 1 jerrican

15 | Small Size Plastic Waste Bins 15 (one off cost)

Operating Procedures
i)A Supervisor or Team Leader should always be available. The Supervisor is responsible for the

effective day to day supervision and management of the company staff at the KLB Premises. The

service provider shall avail a minimum number of staff as follows: -

No. Area Number of Staff
1 Main Building 7
2 Production 3
3 Warehouse 1
4 Stores 1
5 Customer Service Branch 2
6 Landscaping/Grounds 1
Total 15
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i) The Service Provider should ensure that its employees sign daily attendance register
(to be provided by Service Provider) kept at the Main Gate or in the standard
Logbook for cleaners on the first floor in Administration office. Logbook pages will
be required to be submitted along with invoices at the end of the month.

j) The Service Provider shall furnish in advance a monthly assignment sheet to reflect
names of the cleaning staff to be posted on duty. Any changes to the assignment
should be notified in writing at least 48 hours prior to the change becoming effective.

k) For all services specified as above, the Service Provider is required to maintain a
“check List” showing work completed, date of weekly inspection by supervisor and
shall provide to the Administration Department with “Check Sheets” for monthly
review. In addition, the Service Provider’s supervisor shall discuss with KLB
Administration Office monthly or more frequently on the progress and equality of
service being rendered.

I) The Service Provider shall ensure that a clear note written in English should also be
made available to each worker with respect to his/her daily/weekly/monthly routine
of duties.

4. Indemnity
The Service Provider shall indemnify KLB against any claim for compensation in terms of Work
Injury Benefits legislation for any loss which the service provider is liable: and any claim by any
employee of the Contractor for any loss or damage resulting from any bodily injury and / or
damage to property caused by cleaning staff.

5. Duration of Contract

The duration of the contract is anticipated to run for a period of one year and may be renewed
once upon satisfactory performance following an assessment by KLB.

6. Confidentiality

Given the sensitive nature of KLB’s work, the Service Provider must assure the Bureau of
confidentiality regarding intellectual copy rights of its published and unpublished works.
Therefore, the Service Provider shall sign a confidentiality agreement upon appointment.

7. Site Visit HQ and Sales and Customer Service Branch, Kijabe Street
Quoting entities are advised to view the facilities before they prepare and submit their proposals
between 6th to 11" May 2021 prior to making arrangements with the Administration
Department in compliance  with Covid 19 containment measures.
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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.

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 Bureau pursuant to instructions to tenderers
clause 12.3

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 Bureau in accordance with the
instructions to tenderers or general conditions of contract.

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 Bureau and pursuant to
the — conditions of contract.

The principal’s or manufacturer’s authorisation form should be completed

by the principal or the manufacturer, as appropriate in accordance with the
tender documents.
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SECTION VII - STANDARD FORMS

NN

Form of tender

Price schedules

Contract form

Confidential Questionnaire form
Tender security form

Performance security form

Bank guarantee for advance payment
Declaration form
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FORM OF TENDER

Date
Tender No.

TO

[Name and address of Bureau]

Gentlemen and/or Ladies:

1. Having examined the tender documents including Addenda
Nos.. [insert numbers,
the of which is hereby duly acknowledged, wed, 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.

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

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 (Bureau).

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.

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
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PRICE SCHEDULE OF SERVICES

The Prices quoted must be inclusive of all Government Taxes and the charges should be
as indicated here below:

Name of Tenderer:
Tender Number:

TABLE A: PRICE SCHEDULE FOR CLEANING OF HQ and CUSTOMER CARE
BRANCH

Item | Description Areain Rate per | Rate per Total (Kshs) 12
square Month month months

metres (Kshs) inclusive of
VAT (Kshs)

1 Vacuuming of Carpeted 311.22
areas , KLB Headquarters
South C, Main office
(frequency per scope of
works)

2 Cleaning of Uncarpeted area | 9,301.78
KLB Headquarters

South C, Main office and
Production/Warehouse
/Stores (frequency per scope
of works)

3 Cleaning of concrete screed | ITEM
and paved areas, stone fence,
lower ground floor, external
gate house, water pump
room, machine rooms,
garage, pavement parking,
covered parking area e.t.c
(frequency per scope of
works)

4 Cleaning of Uncarpeted area | 655
Sales and Customer Service
Branch, Kijabe Street

5 Dusting of all office
furniture, desks, telephones,
computers, CPUs, window
sills and low partitions

6 Polishing and stripping of ITEM
PVC/Terrazzo floors at the
HQ and Sale Branch Office
(frequency per scope of
works)
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Upholstery/Shampooing
Services(frequency per scope
of works)

ITEM

Cleaning of Toilets (Ladies
and Gents) and Urinals as
per list above indicating
number of toilets and
frequency

ITEM

Catering Services to KLB
staff (frequency per scope of
works))

ITEM

10

Cleaning of Internal Glass
doors and windows HQ and
Sales Branch office (To view
during site visit)

ITEM

11

Cleaning of External Glass
doors and windows HQ and
Sales Branch office ( To
view during site visit)

ITEM

12

Cleaning of all Drains and
Manholes, sweeping
externally and tending to
plants, grass and flowers
including cutting, pruning,
lawn mowing, weeding upto
1 meter outside the
fence(frequency per scope of
works)

ITEM

13

Wages for approximately 15
Stewards, supervisor
included per wage guidelines

14

Contractors profit

TOTAL AMOUNT KSHS.

All Taxes Inclusive

TABLE B BILL OF MATERIALS PRICE SCHEDULE

No. | Cleaning Item Projected Usage | Cost per | Total Total
per month unit KES cost per | cost per
month Annum
KES
KES
1 Jumbo Tissue - White 300 pcs
2 Multi-clean soap ( 20 It) 4 jerricans
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3 Handwash soap (20 It) 1 jerrican

4 Cleaner Disinfectant (20 It) | 2 jerricans

5 Scouring pad (equivalent to | 30 pcs
superbrite )- medium

6 Toilet  bleach/disinfectant | 15 pcs
(500ml)

7 Scouring paste 500 gms 14 pcs

8 Scouring powder 500gms 15 pcs

9 Wood polish (315ml) 10 pcs

10 Window cleaners (300ml) 10 pcs

11 Toilet/ Moth balls (200gms) | 24 pkt

12 Air-fresheners (315ml) 2 pcs
13 Floor polish Carefree 1l | 1 jerrican
(201¢)

14 Floor Stripper detergent | 1 jerrican
(201¢)

15 Small Size Plastic Waste | 15 (one off cost)
Bins (refer to number of
toilets)

Grand Total VAT
inclusive

TABLE C CLEANING OF CURTAINS AND SHEERS (ON “AS AND WHEN
REQUIRED” BASIS)

Item | Description Per Kg
Cleaning of:

1 Curtains

2 Sheers
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TABLE D Other Applicable Expenses — Itemize costs that should be considered in your

proposal
No. | Item Description Projected Usage | Cost per | Total Total
per month unit KES cost per | per
month Annum
KES
KES

Grand Total VAT
inclusive

SUMMARY OF QUOTATION

No. | Table

KES

Total cost per month

Total per Annum KES

1 Grand Total of Table A

2 Grand Total of Table B

3 Grand Total of Table C

4 Grand Total of Table D

Total to be transferred to the Form of Tender

Signature and stamp of tenderer

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

prevail.
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CONTRACT FORM

THIS AGREEMENT made the  day of 20 between............ [name of procurement
entity] of ................... [country of Procurement entity](hereinafter called “the Bureau”) of the
one part and ....................lll [name of tenderer] of .......... [city and country of

tenderer](hereinafter called “the tenderer”) of the other part.

WHEREAS the Bureau invited tenders for certain materials and  spares.
Vizoooooiiiiiiiiii, [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.:

(@) the Tender Form and the Price Schedule submitted by the tenderer;

(b) the Schedule of Requirements;
(© the Technical Specifications;
(d) the General Conditions of Contract;
(e) the Special Conditions of Contract; and

(f) the Bureau’s Notification of Award.

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

4. The Bureau 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 Bureau)

Signed, sealed, delivered by the (for the tenderer)

in the presence of
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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 INAMIE ...t et e st e e e e teese e s re e be e st e sae e teeneesreeneeans
Location Of BUSINESS PrEMISES .....cc.eciiiiiiiiiieiieiie sttt st
PIOt NO, oo Street/Road..........cccovveveiieciee e,
Postal address .........ccccceevennene Tel NO. e, Fax Email .........cocoovviiiinnne.
NALUIE OF BUSINESS ....veeiiieiiiitieie ettt te e e re et e et e saa e teeneesneenreans
Registration CertifiCate NO. .........cooiiiiiiiiiiie e
Maximum value of business which you can handle at any one time — Kshs..............c..........
NAME OF YOUI DANKETS .......viiiiiieiiec bbbt
2 U Lo o PRSP

Yourname in full........................ A
Nationality..........cooovviiiiiiinnin.., Country of Origin............cocevviiiiiiinnennn...
Citizenship details

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

Part 2 (c) — Registered Company
Private or Public
State the nominal and issued capital of company
Nominal Kshs.
Issued Kshs.
Given details of all directors as follows
Name Nationality Citizenship details Shares
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TENDER SECURITY FORM
Whereas .........ooviiiiiiiii [name of the tenderer]

(hereinafter called ‘“the tenderer”’)has submitted its tender dated.................... [date of
submission of tender ] for the provision of .............cooiiiiiiiiiiii

[name and/or description of the services]
(hereinafter called “the Tenderer”)..........coiiiiiiiiii e,
KNOW ALL PEOPLE by these presents that WE...................ciiiiiiii,
Of having registered office at
[name of Bureau](hereinafter called “the Bank™)are bound unto..................
[name of Bureau](hereinafter called “the Bureau”) in the sum of ...........
for which payment well and truly to be made to the said Bureau, 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 Bureau during the
period of tender validity:

(@) 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 Bureau up to the above amount upon receipt of its first written
demand, without the Bureau having to substantiate its demand, provided that in its demand the
Bureau 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)
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PERFORMANCE SECURITY FORM
J Ko TN

[name of the Bureau]

WHEREAS. ... [name of tenderer]

(hereinafter called “the tenderer”) has wundertaken, in pursuance of Contract
No. [reference number of the contract] dated 20 to

10100 25

[Description services](Hereinafter called “the contract”)

AND WHEREAS it bas 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 @ 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)
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BANK GUARANTEE FOR ADVANCE PAYMENT

[name of tender].........cooviiiiiii
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 Bureau a
bank guarantee to guarantee its proper and faithful performance under the said clause of the

contract in an amount
o)
[amount of guarantee in figures and words].
Ve oo

[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
Bureau 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
Bureau 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]
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LETTER OF NOTIFICATION OF AWARD

Address of Bureau

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
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FORMRB 1
REPUBLIC OF KENYA
PUBLIC PROCUREMENT ADMINISTRATIVE REVIEW BOARD

APPLICATION NO................ OF.............. 20.........

REQUEST FOR REVIEW
We. oo, gthe  above named  Applicant(s), of address:  Physical
address................ Fax No...... Tel. No........ Email ............... , hereby request the Public Procurement
Administrative Review Board to review the whole/part of the above mentioned decision on the following
grounds , namely:-
1.
2.
etc.

By this memorandum, the Applicant requests the Board for an order/orders that: -

1.

2.

etc

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

Dated on................ dayof ............... /...20

SIGNED
Board Secretary
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ANTI-CORRUPTION DECLARATION FORM

W declare and guarantee that no offer, gift or payment,
consideration or benefit of any kind, which constitutes an illegal or corrupt practice, has been or
will be made to anyone by our organization or agent, either directly or indirectly, as an
independent or reward for the award or execution of this procurement.

In the event the above is contravened we accept that the following to apply-

a) The person shall be disqualified from entering into contract for the procurement; or

b) If a contract has already been entered into with the person, the contract shall be voidable
at the option of KLB

c) The voiding of a contract by the procuring entity under subsection (b) does not limit any
other legal remedy that KLB may have.

Name: ....ooooiiiiii Signature: ................... Date: ..................

Business Stamp

ANTI- FRAUDULENT PRACTICE DECLARATION

We o declares and guarantees that no person in our organization has or
will be involved in a fraudulent practice in any procurement proceeding.

NaAME: oo Signature: ................... Date: ..................

Business Stamp

NON-DEBARMENT DECLARATION

We o declares and guarantees that Director or any person who has
controlling interest in our organization has been debarred from participating in a procurement
proceeding.

Name: ..o Signature: ................... Date: ..................

Business Stamp
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TENDER SECURING DECLARATION FORM

(The Bidder shall complete in this Form in accordance with the instructions indicated)

Date oo (insert date as day, month and year) of Bid
Submission)

Tender NO......oooiniiii (insert number of bidding process)
To:

We, the undersigned, declare that:-

1 We understand that, according to your conditions, bids must be supported by a Bid-
Securing Declaration.

2 We accept that we will automatically be suspended from being eligible for bidding in any
contract with the Purchaser for the period of time of (insert number of months or years)
starting on (insert date), if we are in breach of our obligation(s) under the bid conditions,
because we:-

a) have with our Bid during the period of bid validity specified by us in the Bidding

Data Sheet; or

b) having been notified of the acceptance of our Bid by the Purchaser during the
period of bid validity,

i) fail or refuse to execute the Contract, if required, or
i) fail or refuse to furnish the Performance Security, in accordance with the ITT

3 We understand that this Bid Securing Declaration shall expire if we are not the successful
Bidder, upon the earlier of
) our receipt of a copy of your notification of the name of successful Bidder, or

i) twenty-eight days after the expiration of our Tender

4 We understand that if we are a Joint Venture, the Bid Securing Declaration must be in the
name of the Joint Venture that submits the bid and the Joint Venture has not been legally
constituted at the time of bidding, the Bid Securing shall be in the names of all future
partners as named in the letter of intent.

Signed: ..o, (insert signature of person whose name and

capacity are shown) in the capacity of ............coooiiiiiiiiiii (insert legal

capacity of person signing the Bid Securing Declaration)

A 1 PSP (insert complete name of
person signing the Bid Securing Declaration)

Duly authorized to sign the bid for and on behalf of: (insert complete name of Bidder)

Date on .......coooevivviiiiiiiiiin, Dayof ....cooooiiiiiiiii (insert)



