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FORM OF TENDER 
 

Date____________________________ 
 
Tender No._______________________ 

 

To…………………….. 

 

………………………….. 

 

[Name and address of procuring entity] 

 

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. 

 
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 bidders, 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  
 
(Quote in both USD and KES) 

 

Name of Bidder _________ 
 
Tender Number________.  
 
Page ____of ______. 
 

 

1 2 3 4 5 6 7 
       

Item Description Quantity Duration Unit Total Unit 
  &  Price Price Price of 

  quality    other 

     EXW per incidental 

     item services 

      payable 

     (cols. 4x5)  

      

 
 
 
 
 
 

      

 
 
 

 
 
 
 

Signature of bidder ________________________________________________ 
 
 
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 bidder] of ……….[city and country 
of bidder] (hereinafter called “the bidder”) 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 bidder 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 bidder; 

(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 bidder as hereinafter 

mentioned, the bidder 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 bidder 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 bidder) 

 

in the presence of_______________.  
 
 
 

 



 

 

FORM PRQ-1 - REGISTRATION OF SUPPLIERS  

 

I/We .................................................................................................... hereby apply for registration  
(Name of Company/Firm) 

as suppliers of ………………………………………………………………………… 
(Item Description) 

Category No……………………………………… 

Other branches and location 
 

…………………………………………………………………………………… 
 

…………………………………………………………….……………………… 

 
Organization & Business Information 

Management Personnel …………………… Job Title…………………………….. 

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

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

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

Partnership (if applicable) 

Names of Partners 
 

…………………………………………………………………………………………… 

…………………………………………………………………………………………… 

…………………………………………………………………………………………… 

Indicate terms of trade/ sale /Payment……………………………………………… 

Enclose copy of profile of the firm indicating the main fields of activities 

 
  



 

 

PRQ-2 CONFIDENTIAL BUSINESS QUESTIONNAIRE 

 
You are requested to give the particulars indicated in Part I and either Part 2 (a), 2 (b) or 2 (c) 
whichever applies to your type of business. 
You are advised that it is a serious offence to give false information on this form 

 
Part I- General: 

 

Business Name ………………………………………..……………………………………………… 

 

Location of business premises……………………………………...……………………………….… 

 

Plot No. ……………………………………. Street/Road……………………………………..….….. 

 

Postal Address …………………………………………. Tel No………………………………...…... 

 

Nature of business……………………… Current Trade License No………………………… 

 

Expiring date………..……………………….... 

 

Maximum value of business which you can handle at any one time: Kshs/USD………………………… 

 

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 

………………………………………………………………………………………………
……… 

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

Part 2 ( c) – Registered Company: 

Private or Public……………………………………………………………………………. 

State the nominal and issued capital of 

company- Nominal Kshs. /USD 

.……………………………….. 

Issued Kshs. /USD . ………………………………….. 

Given details of all directors as follows: - 

Name Nationality Citizenship Details Shares 

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

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

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

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

 
Date ……………………………………………… 
 
Signature of Bidder………………………. 
 

*if Kenya Citizen, indicate under “Citizenship Details”, whether by Birth, Naturalization or Registration 
 
 
 
 
 

  



 

 

FORM PRQ-3 - PAST EXPERIENCE 

NAMES OF AT LEAST THREE CLIENTS 

1. Name of 1st Client (organization) 

 
i) Name of Client (organization) ………………………………………….……… 

ii) Address of Client (organization) ………………………………………………. 

iii) Name of Contact Person at the client (organization) …………………………. 

iv) Telephone No. of Client ……………………………………………………… 

v) Duration of Contract (date) …………………………………………………… 

vi) Signature and stamp of Organization………………………………………….. 

 

 
2. Name of 2nd Client (organization) 

 
i) Name of Client (organization) ………………………………………….……… 

ii) Address of Client (organization) ………………………………………………. 

iii) Name of Contact Person at the client (organization) …………………………. 

iv) Telephone No. of Client ……………………………………………………… 

v) Duration of Contract (date) …………………………………………………… 

vi) Signature and stamp of Organization………………………………………….. 

 

3. Name of 3rd. Client (organization) 

 
i) Name of Client (organization) ………………………………………….……… 

ii) Address of Client (organization) ………………………………………………. 

iii) Name of Contact Person at the client (organization) …………………………. 

iv) Telephone No. of Client ……………………………………………………… 

v) Duration of Contract (date) …………………………………………………… 

vi) Signature and stamp of Organization………………………………………….. 
 



 

 

FORM PRQ-4      - LITIGATION HISTORY 

Name of Contract Supplier…………………………………………………… 

 

Contractors/Suppliers should provide information on any history of litigation or arbitration 
resulting from contracts executed in the last one year or currently under execution. 

 

 
 
 

YEAR AWARD FOR OR 
AGAINST 

NAME OF CLIENT CAUSE 
OF 
LITIGATION AND 
MATTER IN DISPUTE 

DISPUTED AMOUNT 
(CURRENT VALUE, 
USD EQUIVALENT 

    

    

    

    

 



 

 

FORM PRQ-5 - SWORN STATEMENT 

 
Having studied the Registration information for the above tender and I/we hereby state: 

 
That the information furnished in our/my application is accurate to the best of my/our 

knowledge. 

 
a. That in case of being registered, we/I acknowledge that this grants us the 

right to participate in due time in the submission of tenders or quotations on 

the basis of provisions in the tender or quotation documents to follow. 

 
b. When the legal status, financial conditions, technical or contractual capacity 

of the firm changes such that it affects our/my ability to respond to 

participate in quotations /tenders, we commit ourselves to inform you and 

acknowledge your right to review the Registration made. 

 
c. We/I enclose all the required documents and information required for 

the Registration evaluation. 

 
 

 
Date ………………………………………………………………… 

 
Applicant’s Name / Company’s Name ………………………………………… 

 
Represented by ……………………………………………………… 

 
Signature& Stamp ………………………………………………………… 

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

 
 
 
 
 
 
 
 
 
 
 
 
 



 

 

TENDER SECURITY FORM 

 

Whereas ………………………………………..[name of the bidder] 

 

(hereinafter called “the bidder”) has submitted its tender dated………………..[date of 
submission of tender] for the provision of ……………………………………………….. 

 

[name and/or description of the services] 

 

(hereinafter called “the Bidder”) …………………………………………………….. 

 

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 bidder withdraws its Tender during the period of tender validity specified by the 
bidder on the Tender Form; or  
2. If the bidder, 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 
bidders; 

 

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 amount 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 

bidder] 

 
(hereinafter called “the bidder”) 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 bidder shall furnish 
you with a bank guarantee by a reputable bank for the sum specified therein as security for 
compliance with the Bidder’s performance obligations in accordance with the Contract.  
AND WHEREAS we have agreed to give the bidder a guarantee: 

 
THEREFORE, WE hereby affirm that we are Guarantors and responsible to you, on behalf of the  
bidder, 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 bidder 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)  
 
 
 
 



 

 

LETTER OF NOTIFICATION OF AWARD  
 
 

 

 

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 SECRETARY GENERAL   
 
 
 
 
 
 
 
 
 
 
 
 

 


