COUNCIL OF GOVERNORS

TENDER NO: COG/PROC/03/2021-2022
UPGRADE, SUPPLY, INSTALLATION AND COMMISSIONING OF NAVISION
ENTERPRISE RESOURCE PLANNING (ERP) SOFTWARE

SUBMISSION DEADLINE:
WEDNESDAY 25TH MAY 2022 AT 11:00 AM

The Council of Governors, Delta House, 2nd
Floor Chiromo Road P. O. Box 40401 -00100,
Nairobi Kenya,
Tel: +254 (020)2503313/4
Email: info@cog.go.ke

MAY 2022

SECTION I
INVITATION FOR TENDERS
TENDER NO: (COG/PROC/03/2021-2022)
TENDER NAME: UPGRADE, SUPPLY, INSTALLATION AND COMMISSIONING OF NAVISION
ENTERPRISE RESOURCE PLANNING (ERP) SOFTWARE
1.

THE COUNCIL OF GOVERNORS (hereafter referred to as “COG”) invites sealed
Bids from Eligible Information and communication technology Companies for the
UPGRADE, SUPPLY, INSTALLATION AND COMMISSIONING OF NAVISION ENTERPRISE
RESOURCE PLANNING (ERP) SOFTWARE

2.

Interested eligible candidates may obtain further information from and inspect the
tender documents at the Council of Governors, Procurement Department, Council of
Governors Secretariat, 2nd floor, Delta Corner, off Waiyaki Way during normal working
hours.

3.

A complete set of tender documents may be obtained by interested candidates upon
payment of non-refundable fees of Kshs. 1,000.00 in cash or Bankers cheque payable
to Council of Governors.

4.

The Completed Tender Completed tender documents are to be enclosed in plain
sealed envelopes, marked with the tender number and be deposited in the tender box
provided at the Council of Governors Secretariat, 2nd floor, Delta Corner, off Waiyaki
Way during normal working hours or be addressed and posted to:
The Chief Executive Officer, Council of Governors
P.O. Box 40401, 00100
Nairobi
so as to be received on or before Wednesday 25th May 2022 at 11:00 Am.

5.

Prices quoted should be net inclusive of all taxes (where applicable) and delivery must
be in Kenya Shillings and shall remain valid for 180 days from the closing date of the
tender.

6.
7.

8.

Bidders are required to serialize all bid documents as per requirements of the Public
Procurement and Asset Disposal Act (PPADA), 2015 clause 74(1)(i).
Tenders will be opened immediately thereafter in the presence of the Candidates or
their representatives who choose to attend at the Council of Governors Secretariat,
11th floor boardroom, Delta Corner, off Waiyaki
Tenders must be received by COG at the address specified under paragraph 2 Not later
than Wednesday 25th May 2022 at 11:00 Am.

James Kamau
Head of procurement
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SECTION II INSTRUCTIONS TO TENDERERS
2.1

Eligible tenderers

2.1.1. 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 the date of commencement (hereinafter referred to as the term)
specified in the tender documents.
2.1.2. Council of Governors employees, committee members, board members and their
relative (spouse and children) are not eligible to participate in the tender unless
where specially allowed under section 131 of the Act.
2.1.3. Tenderers shall provide the qualification information statement that the tenderer
(including all members, of a joint venture and subcontractors) is not associated, or
have been associated in the past, directly or indirectly, with a firm or any of its
affiliates which have been engaged by the Procuring entity to provide consulting
services for the preparation of the design, specifications, and other documents
to be used for the procurement of the services under this Invitation for tenders.
2.1.4. Tenderers involved in corrupt or fraudulent practices or debarred from participating
in public procurement shall not be eligible.
2.2

Cost of tendering

2.2.1 The Tenderer shall bear all costs associated with the preparation and submission of
its tender, and the procuring entity, will in no case be responsible or liable for
those costs, regardless of the conduct or outcome of the tendering process.
2.2.2 The price to be charged for the tender document shall be Kshs.1, 000/=
2.2.3 The procuring entity shall allow the tenderer to review the tender document free
of charge before purchase.
2.3

Contents of tender documents

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

Instructions to tenderers
General Conditions of Contract
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iii)

Special Conditions of Contract

iv)
v)
vi)
vii)
viii)
ix)
x)
xi)
xii)
xiii)

Schedule of Requirements
Details of service
Form of tender
Price schedules
Contract form
Confidential business questionnaire form
Tender security form
Performance security form
Principal’s or manufacturers authorization form
Declaration form

2.3.2. 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.
2.4

Clarification of Documents

2.4.1. A prospective candidate making inquiries of the tender document
may notify the Procuring entity in writing or by post, fax or email at the entity’s
address indicated in the Invitation for tenders. The Procuring entity will respond in
writing to any request for clarification of the tender documents, which it receives no
later than seven (7) days prior to the deadline for the submission of tenders,
prescribed by the procuring entity. Written copies of the Procuring entities
response (including an explanation of the query but without identifying the
source of inquiry) will be sent to all prospective tenderers who have received the
tender documents”
2.4.2. The procuring entity shall reply to any clarifications sought by the tenderer within 3
days of receiving the request to enable the tenderer to make timely submission of
its tender
2.5

Amendment of documents

2.5.1. At any time prior to the deadline for submission of tenders, the Procuring
entity, for any reason, whether at its own initiative or in response to a
clarification requested by a prospective tenderer, may modify
the
tender
documents by issuing an addendum.
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2.5.2. 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.
2.5.3. In order to allow prospective tenderers reasonable time in which to take the
amendment into account in preparing their tenders, the Procuring entity, at its
discretion, may extend the deadline for the submission of tenders.
2.6

Language of tender

2.6.1. The tender prepared by the tenderer, as well as all correspondence and
documents relating to the tender exchanged by the tenderer and the Procuring
entity, shall be written in English language. Any printed literature furnished by the
tenderer may be written in another language provided they are accompanied by an
accurate English translation of the relevant passages in which case, for purposes of
interpretation of the tender, the English translation shall govern.
2.7

Documents Comprising the Tender
The tender prepared by the tenderer shall comprise the following
components:
(a) A Tender Form and a Price Schedule completed in accordance with
paragraph 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
questionnaire

2.8 Form of Tender
2.8.1 The tenderers shall complete the Form of Tender and the appropriate Price
Schedule furnished in the tender documents, indicating the services to be
performed.
2.9

Tender Prices

2.9.1 The tenderer shall indicate on the Price schedule the unit prices where applicable
and total tender prices of the services it proposes to provide under the contract.
6

2.9.2 Prices indicated on the Price Schedule shall be the cost of the services quoted
including all customs duties and VAT and other taxes payable:
2.9.3 Prices quoted by the tenderer shall remain fixed during the term of the contract
unless otherwise agreed by the parties. A tender submitted with an adjustable price
quotation will be treated as non-responsive and will be rejected, pursuant to
paragraph 2.22.
2.9.4 Contract price variations shall not be allowed for contracts not exceeding one
year (12 months)
2.9.5 Where contract price variation is allowed, the variation shall not exceed 10%
of the original contract price.
2.9.6 Price variation requests shall be processed by the procuring entity within 30 days of
receiving the request.
2.10 Tender Currencies
2.10.1Prices 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 Council of Governors 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 Kshs. 100,000 inform of a bid bond
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2.12.2 The tender security is required to protect the Procuring entity against the risk of
Tenderer’s conduct which would warrant the security’s forfeiture, pursuant to
paragraph 2.12.7
2.12.3The tender security shall be denominated in a Kenya Shillings or in another freely
convertible currency and shall be in the form of:
a) A bank guarantee.
b) Cash.
c) Such insurance guarantee approved by the Authority.
d) Letter of credit
2.12.4Any tender not secured in accordance with paragraph 2.12.1 and 2.12.3 will be rejected
by the Procuring entity as non responsive, pursuant to paragraph
2.20
2.12.5 Unsuccessful tenderer’s security will be discharged or returned as promptly as
possible as but not later than thirty (30) days after the expiration of the period of
tender validity prescribed by the procuring entity.
2.12.6The 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 procuring entity on the
Tender Form; or

(b) In the case of a successful tenderer, if the tenderer fails: (i)

to sign the contract in accordance with paragraph 30
or
(ii) to furnish performance security in accordance with paragraph 31.
(c) If the tenderer rejects, correction of an error in the tender.
8

2.13 Validity of Tenders
2.13.1Tenders shall remain valid for 60 days or as specified in the invitation to tender
after date of tender opening prescribed by the Procuring entity, pursuant to
paragraph 2.18. A tender valid for a shorter period shall be rejected by the Procuring
entity as nonresponsive.
2.13.2In exceptional circumstances, the Procuring entity may solicit the Tenderer’s consent
to an extension of the period of validity. The request and the responses thereto shall
be made in writing. The tender security provided under paragraph 2.12 shall also be
suitably extended. A tenderer may refuse the request without forfeiting its tender
security. A tenderer granting the request will not be required nor permitted to modify
its tender.
2.14 Format and Signing of Tender
2.14.1 The tenderer shall prepare two copies of the tender, clearly / marking each
“ORIGINAL TENDER” and “COPY OF TENDER,” as appropriate. In the event of any
discrepancy between them, the original shall govern.

2.14.2The 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
be
sealed
in
an
outer
envelope.
The
inner
and
outer
envelopes
shall:
(a) be addressed to the Procuring entity at the address given in the invitation to
tender
(b) bear, tender number and name in the invitation to tender and the words:
“DO NOT OPEN BEFORE Wednesday 25th May 2022 at 11:00 Am.
2.15.3The inner envelopes shall also indicate the name and address of the tenderer
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to enable the tender to be returned unopened in case it is declared “late”. —
2.15.4If the outer envelope is not sealed and marked as required by paragraph
2.15.2, the Procuring entity will assume no responsibility for the tender’s
misplacement or premature
opening.
2.16 Deadline for Submission of Tenders
2.16.1Tenders must be received by the Procuring entity at the address specified
under paragraph 2.15.2 no later than Wednesday 25th May 2022 at 11:00 Am.
2.16.2The procuring entity may, at its discretion, extend this deadline for the submission
of tenders by amending the tender documents in accordance with paragraph 6, in
which case all rights and obligations of the procuring entity and candidates previously
subject to the deadline will thereafter be subject to the deadline as extended.
2.16.3 Bulky tenders which will not fit in the tender box shall be received by the procuring
entity as provided for in the appendix.
2.17 Modification and withdrawal of tenders
2.17.1The 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 procuring entity 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 procuring entity may at any time terminate procurement proceedings before
contract award and shall not be liable to any person for the termination.
2.17.6The procuring entity shall give prompt notice of the termination to the tenderers
and on request give its reasons for termination within 14 days of receiving the
request from any tenderer.
2.18 Opening of Tenders
2.18.1The Procuring entity will open all tenders in the presence of tenderers’
representatives who choose to attend, at Wednesday 25th May 2022 at 11:00 Am.
and in the location specified in the invitation to tender. The tenderers’
representatives who are present shall sign a register evidencing their attendance.
2.18.3 The tenderers’ names, tender modifications or withdrawals, tender prices,
discounts, and the presence or absence of requisite tender security and such other
details as the Procuring Entity, at its discretion, may consider appropriate, will be
announced at the opening.
2.18.4 The procuring entity will prepare minutes of the tender opening which will be
submitted to the tenderers that signed the tender opening register and will have
made the request.
2.19 Clarification of tenders
2.19.1To assist in the examination, evaluation and comparison of tenders the procuring
entity may at its discretion , ask the tenderer for a clarification of its tender. The
request for clarification and the response shall be in writing, and no change in the
prices or substance shall be sought, offered, or permitted.
2.19.2Any effort by the tenderer to influence the procuring entity in Council of Governors
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
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2.20.1 The Procuring entity will examine the tenders to determine whether they are
complete, whether any computational errors have been made, whether required
securities have been furnished whether the documents have been properly signed,
and whether the tenders are generally in order.
2.20.2 Arithmetical errors will be rectified on the following basis. If there is a
discrepancy between the unit price and the total price that is obtained by multiplying
the unit price and quantity, the unit price shall prevail, and the total price shall be
corrected. if the candidate does not accept the correction of the errors, its tender
will be rejected, and its tender security may be forfeited. If there is a discrepancy
between words and figures, the amount in words will prevail.
2.20.3 The Procuring entity may waive any minor informality or nonconformity or
irregularity in a tender which does not constitute a material deviation, provided such
waiver does not prejudice or affect the relative ranking of any tenderer.
2.20.4Prior to the detailed evaluation, pursuant to paragraph 23, the Procuring entity
will determine the substantial responsiveness of each tender to the tender
documents. For purposes of these paragraphs, a substantially responsive tender is
one which conforms to all the terms and conditions of the tender documents
without material deviations. Council of Governors determination of a tender’s
responsiveness is to be based on the contents of the tender itself without recourse
to extrinsic evidence.
2.20.5If a tender is not substantially responsive, it will be rejected by the Procuring entity
and may not subsequently be made responsive by the tenderer by correction of the
nonconformity.
2.21 Conversion to a single currency
2.21.1 Where other currencies are used, the procuring entity will convert those
currencies to Kenya shillings using the selling exchange rate on the date of tender
closing provided by the central bank of Kenya.
2.22 Evaluation and comparison of tenders.
2.22.1 The procuring entity will evaluate and compare the tenders which have been
determined to be substantially responsive, pursuant to paragraph 2.20
2.22.2The 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.
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2.22.3The Procuring entity’s evaluation of a tender will take into account, in addition
to the tender price, the following factors, in the manner and to the extent indicated
in paragraph 2.22.4 and in the technical specifications:
(a) operational plan proposed in the tender;

(b) deviations in payment schedule from that specified in the Special
Conditions of Contract;
2.22.4Pursuant
be

to

paragraph

22.3 the following evaluation
applied: (a) Operational Plan.

methods will

The Procuring entity requires that the services under the Invitation for Tenders shall
be performed at the time specified in the Schedule of Requirements. Tenders
offering to perform longer than the procuring entity’s required delivery time
will be treated as non-responsive and rejected.

(b) Deviation in payment schedule.
Tenderers shall state their tender price for the payment on a schedule outlined
in the special conditions of contract. Tenders will be evaluated on the basis of this
base price. Tenderers are, however, permitted to state an alternative payment
schedule and indicate the reduction in tender price they wish to offer for such
alternative payment schedule. The Procuring entity may consider the alternative
payment schedule offered by the selected tenderer.
2.22.5The 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:(a)
(b)
(c)

Necessary
qualifications,
capability
experience,
services,
equipment and facilities to provide what is being procured.
Legal capacity to enter into a contract for procurement
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
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(d)

Shall not be debarred from participating in public procurement.

2.23. Contacting the procuring entity
2.23.1Subject to paragraph 2.19, no tenderer shall contact the procuring entity on any
matter relating to its tender, from the time of the tender opening to the time the
contract is awarded.
2.23.2Any effort by a tenderer to influence the procuring entity in its decisions on tender
evaluation tender comparison or contract award may result in the rejection of the
tenderers tender.
2.24 Award of Contract
a) Post qualification
2.24.1 In the absence of pre-qualification, the Procuring entity will determine to its
satisfaction whether the tenderer that is selected as having submitted the lowest
evaluated responsive tender is qualified to perform the contract satisfactorily.
2.24.2The 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 Procuring entity deems necessary
and
appropriate.

2.24.3An affirmative determination will be a prerequisite for award of the contract to the
tenderer. A negative determination will result in rejection of the Tenderer’s tender,
in which event the Procuring entity will proceed to the next lowest evaluated
tender to make a similar determination of that Tenderer’s capabilities to perform
satisfactorily.

b)

Award Criteria

2.24.3Subject to paragraph 2.29 the Procuring entity will award the contract to the
successful tenderer whose tender has been determined to be substantially
responsive and has been determined to be the lowest evaluated tender, provided
further that the tenderer is determined to be qualified to perform the contract
satisfactorily.
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2.24.4The procuring entity reserves the right to accept or reject any tender and to annul
the tendering process and reject all tenders at any time prior to contract award,
without thereby incurring any liability to the affected tenderer or tenderers or
any obligation to inform the affected tenderer or tenderers of the grounds for
Council of Governors action. If the procuring entity determines that none of the
tenderers is responsive; the procuring entity shall notify each tenderer who
submitted a tender.
2.24.5 A tenderer who gives false information in the tender document about its
qualification or who refuses to enter into a contract after notification of contract
award shall be considered for debarment from participating in future public
procurement.
2.25 Notification of award
2.25.1Prior 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 procuring entity 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 Procuring entity 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 Procuring entity notifies the successful tenderer that its
tender has been accepted, the Procuring entity will simultaneously inform the other
tenderers that their tenders have not been successful.
2.26.2Within fourteen (14) days of receipt of the Contract Form, the successful tenderer
shall sign and date the contract and return it to the Procuring entity.
2.26.3The 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.
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2.27 Performance Security
2.27.1Within thirty (30) days of the receipt of notification of award from the Procuring
entity, the successful tenderer shall furnish the performance security in accordance
with the Conditions of Contract, in the Performance Security Form provided in the
tender documents, or in another form acceptable to the Procuring entity.
2.27.2Failure 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 Procuring entity may
make the award to the next lowest evaluated or call for new tenders.
2.28 Corrupt or Fraudulent Practices
2.28.1The Procuring entity requires that tenderers observe the highest standard
of ethics during the procurement process and execution of contracts. A tenderer
shall sign a declaration that he has not and will not be involved in corrupt or
fraudulent practices.
2.28.2The procuring entity will reject a proposal for award if it determines that the tenderer
recommended for award has engaged in corrupt or fraudulent practices
in
competing
for
the
contract
in
question;

2.28.3Further, a tenderer who is found to have indulged in corrupt or fraudulent practices
risks being debarred from participating in public procurement in Kenya.
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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
2.1

2.10

Particulars of appendix to
instructions to tenderers
Registered Microsoft Dynamic
Solutions Program (Microsoft
RSPA Agreement)
In Kenya Schillings

2.11
2.12

As per the criteria
Ksh.100,000 in form of Cheque , a
bank guarantee, a guarantee by an
insurance company registered and
licensed by the Insurance
Regulatory Authority and approved by
Public Procurement Regulatory Authority.

2.13

Validity of Tender 180 days from
the date of opening

2.18

Opening of tenders Wednesday 25th May
2022 at 11:00 Am.

2.24

Procuring Entity may conduct post–
Qualification prior to award.

2.30

5% of performance security will be required
from the successful bidder
The successful tenderer shall be invited for
pitching & demonstration and also be
requested to provide evidence of any
statutory documentations during due
diligence. Reference checks shall be carried
out to the successful; bidder
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SECTION III GENERAL CONDITIONS OF CONTRACT
3.1

Definitions
In this contract the following terms shall be interpreted as indicated:
a) “The contract” means the agreement entered into between the Procuring entity
and the tenderer as recorded in the Contract Form signed by the parties,
including all attachments and appendices thereto and all documents
incorporated by reference therein.
b) “The Contract Price” means the price payable to the tenderer under the Contract
for the full and proper performance of its contractual obligations.
c) “The services” means services to be provided by the contractor including
materials and incidentals which the tenderer is required to provide to the
Procuring entity under the Contract.
d) “The Procuring entity” means the organization sourcing for the services
under this Contract.
e) “The contractor means the individual or firm providing the services under
this Contract.
f) “GCC” means general conditions of contract contained in this section
g) “SCC” means the special conditions of contract
h) “Day” means calendar day

3.2

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

3.3

Standards

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

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

3.6

Performance Security
Within twenty 0ne (21) days of receipt of the notification of Contract award,
the successful tenderer shall furnish to the Procuring entity the
performance security where applicable in the amount specified in Special
Conditions of Contract.

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

3.6.3 The performance security shall be denominated in the currency of the Contract, or in
a freely convertible currency acceptable to the Procuring entity and shall be in
the form of :
a) Cash.
b) A bank guarantee.
c) Such insurance guarantee approved by the Authority. d)
Letter of credit.
3.6.4 The performance security will be discharged by the procuring entity and returned
to the candidate not later than thirty (30) days following the date of completion of
the tenderer’s performance of obligations under the contract, including any
warranty obligations under the contract.
3.7

Inspections and Tests

3.7.1 The Procuring entity or its representative shall have the right to inspect and/or
to test the services to confirm their conformity to the Contract specifications. The
Procuring entity shall notify the tenderer in writing, in a timely manner, of the
identity of any representatives retained for these purposes.
3.7.2 The inspections and tests may be conducted on the premises of the tenderer or its
subcontractor(s). If conducted on the premises of the tenderer or its
subcontractor(s), all reasonable facilities and assistance, including access to
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drawings and production data, shall be furnished to the inspectors at no charge to
the Procuring entity.
3.7.3 Should any inspected or tested services fail to conform to the Specifications, the
Procuring entity may reject the services, and the tenderer shall either replace the
rejected services or make alterations necessary to meet specification requirements
free of cost to the Procuring entity.
3.7.4 Nothing in paragraph 3.7 shall in any way release the tenderer from any warranty
or other obligations under this Contract.
3.8

Payment

3.8.1 The method and conditions of payment to be made to the tenderer under this
Contract shall be specified in SCC
3.9

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 Council of Governors request for tender validity
extension as the case may be. No variation in or modification to the terms of the
contract shall be made except by written amendment signed by the parties.

3.10 Assignment
The tenderer shall not assign, in whole or in part, its obligations to perform
under this contract, except with Council of Governors prior written consent.
3.10 Termination for Default

The Procuring entity may, without prejudice to any other remedy for breach of
Contract, by written notice of default sent to the tenderer, terminate this Contract
in whole or in part:
a) if the tenderer fails to provide any or all of the services within the
period(s) specified in the Contract, or within any
extension thereof granted by the Procuring entity.
b) if the tenderer fails to perform any other obligation(s) under the Contract.
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c) if the tenderer, in the judgment of the Procuring entity has engaged in
corrupt or fraudulent practices in competing for
or in executing the Contract.

In the event the Procuring entity terminates the Contract in whole or in part, it may
procure, upon such terms and in such manner as it deems appropriate, services
similar to those undelivered, and the tenderer shall be liable to the Procuring entity
for any excess costs for such similar services.
3.12 Termination of insolvency
The procuring entity 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 procuring entity.
3.13 Termination for convenience
3.13.1The procuring entity by written notice sent to the contractor may terminate the
contract in whole or in part, at any time for its convenience. The notice of
termination shall specify that the termination is for the procuring entity convenience,
the extent to which performance of the contractor of the contract is terminated
and the date on which such termination becomes effective.
3.13.2For the remaining part of the contract after termination the procuring entity may
elect to cancel the services and pay to the contractor on agreed amount for partially
completed services.
3.14 Resolution of disputes
Council of Governors 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 refered for resolution to the formal mechanisms specified
in the SCC.
3.15 Governing Language
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The contract shall be written in the English language. All correspondence and
other documents pertaining to the contract, which are exchanged by the parties,
shall be written in the same language.
3.16 Force Majeure
The contractor shall not be liable for forfeiture of its performance security, or
termination for default if and to the extent that its delay in performance or other
failure to perform its obligations under the Contract is the result of an event of Force
Majeure.
3.17 Applicable Law.
The contract shall be interpreted in accordance with the laws of Kenya unless
otherwise specified in the SCC
3.18 Notices
Any notices given by one party to the other pursuant to this contract shall be sent to
the other party by post or by fax or E-mail and confirmed in writing to the other
party’s address specified in the SCC
A notice shall be effective when delivered or on the notices effective date, whichever
is later.
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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
reference

Special conditions of contract

3.6

5% of performance security is
applicable

3.8

Within 30 days and after
inspection and acceptance by the
Council of Governors
As per clause
As per clause. Kenya
Arbitrators Association
Kenyan laws

3.9
3.14
3.17
3.18

The Chief Executive Officer, Council of
Governors P.O. Box 40401, 00100

Nairobi
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SECTION V – SCHEDULE OF REQUIREMENTS
Number Description
1

Quantity

Delivery Time
Start
End

UPGRADE, SUPPLY,
INSTALLATION AND
COMMISSIONING OF NAVISION
ENTERPRISE RESOURCE
PLANNING (ERP) SOFTWARE
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SECTION VI
5.1 SCHEDULE OF REQUIREMENTS AND TECHNICAL SPECIFICATIONS FOR HRM MODULE
5.1.1 Introduction
The Council of Governors is currently operating on Semi –Automated Microsoft Dynamics
Navision with Finance and Procurement module installed but not fully operational, the Hr
module has only leave management that is semi-operational
The Council have found the need to install a comprehensive scalable Human Resources
Management Information Management software that meets the CoG Secretariat's human
capital management needs. The winning bidder will also carry out data conversion from
the manual files to the HRMIS for all secretariat staff.
The Secretariat wishes to streamline a number of business processes to improve the way
its employees access, share, analyse, and process critical HR information through the use
of HRMIS. The ideal system must be robust and affordable; integrate seamlessly, through
service oriented architecture (SOA) design philosophy, with the secretariat’s current and
future IT architectural landscapes. Current IT architecture contains the following
applications: - COG ERP ' Web client portal based on Microsoft Dynamics 2017 with MS SQL
server backend, Running Finance and Procurement
5.1.2 Modules.
The target HRMIS system will leverage on existing Microsoft Dynamics software and
hardware resources but must not conflict with existing business critical systems. The
HRMIS is expected to incorporate complementary technologies to address needs related
to:
1. Collaboration,
2. Business Process/Workflow Management,
3. Enterprise wide business process integration
4. Reporting, Analytics, and Visual Data modelling.
5. Document Management and Web Content Management integration
6. Digital Asset Management (images, video, audio files) integration
We perceive that there are many opportunities to utilize the capabilities of the HRMIS
within the various offices within the secretariat office and to benefit from all the
recognized benefits of an HRM IS including:1. To enable the secretariat staff to search and access information more
efficiently, leading to improved customer service and service delivery, and
greater efficiency
2. To provide improved information sharing
3. To provide a basis for streamlined business processes via automating the 25
flow of work
4. To improve data/information protection and promote disaster recovery

5. To dramatically shorten the turn-around time of addressing transactions for
employees
6. To reduce the physical storage requirements for paper and electronic
records
Thus the broad objectives of this project are»
1. Establish a precedent for enterprise data management and enterprise data
management best practices for the entire Secretariat.
2. Provide an integrated strategy for the capture, storage, collaboration,
management and delivery of secretariat staffs’ transactions and human
resources Operations
3. Establish standards for content creation, storage, work flow, business
process integration. Publication and security
4. Provide a secure, stable repository for CoG HR data, integrating with and/or
complimenting existing repositories. Systems of record and IT systems as
required
5. Enable CoG to provide a consistent, reliable source of knowledge,
resources, processes and policies
6. Provide intuitive and efficient querying, search and retrieval of content
across CoG office.
7. Provide a scalable repository to meet the growing needs of the Secretariat
offices
8. Provide a secure repository
5.1.3 Scope of Project
CoG seeks the services of a qualified contractor to provide to supply the HRMIS and carry
out the implementation of the HRMIS data migration and services described herein. The
Contractor must demonstrate in their proposal that they fully meet the various
requirements stipulated in this document.
Broadly, the contractor shall be expected to.1. Provide the HRMIS application software that meets the technical/solutions
requirements detailed in section below
2. Provide Implementation, Change Management, Project Management, Data
Migration and Technical Support Services to guarantee I00% success of the project
and subsequent continual operation of the solution. The deliverables in this case
are a fully working HRMIS solution that meets all the identified specific business
requirements and use cases, migrated secretariat staffs data from their personnel
files to the HRMIS and all documentation including but not limited to use case
specifications, technical design specifications, user manuals, installation manuals,
operational manuals etc.
3. Provide training services to the CoG Secretariat end users to facilitate adoption and
maximum utility of the benefits afforded by the HRMIS and provide training
services to the CoG Secretariat's ICT team. The deliverables include trained business 25
and technical personnel, training presentation materials in digital and hard copy

forms submitted to CoG. Implementation, Change Management and Project
Management Scope
The contractor shall undertake among others, the following services»
1. Provide professional advice on the best practices related to implementation of
HRMIS
Projects within the industry in which COG operates.
2. Undertake analysis, design, specification, coding and testing of required system
Interfaces and software components required to address COG specific
requirements related to human capital data management, Digital Asset
Management, Collaboration, Web Content Management, Enterprise search,
Learning content management, Business Process/Workflow Management,
Enterprise wide business process integration, Reporting, Analytics, and Visual Data
modelling.
3. Configure the HRMIS development environment: - infrastructure components and
application software components. This includes ensuring the right configurations
of the operating system, database system, peripheral devices etc.
4. Configure the HRMIS test environment: - infrastructure components and
application software components. This includes ensuring the right con figurations
of the operating system, database system, peripheral devices (scanners, printers)
etc.
5. Configure the product environment: - infrastructure components and application
software components. This includes ensuring the right configurations of the
operating system, database system etc.
6. Lead the data migration of COG staff data from manual/paper systems into the
target l-IRMIS
7. Provide post implémentation technical support services for one year.

The system to be offered by the tenderer must meet the following minimum technical
specifications
i. The system offered should been used by customers for the past 5 years or longer
ii. The system offered should have been used by customers having staff with multiple
contracts and terms of service for the past 5 years or longer
iii. The System Provider should provide examples where the system is used for
statutory deductions of Tax/NSSF/NHIF.
iv.
The System Provider should provide examples where the system is used for
preparing returns and by products for online upload to KRA, NSSF, NHlF etc. for the
past 5 years or longer
v. The Service Provider should provide references where the system is used to
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manage Employees and with multiple pension schemes
vi. The system offered should have self-service functionality for Employees.
vii. The system offered should have absence management functionality.

viii.

The System Provider should provide at least three reference customers in Kenya
that the CoG may visit, that have at least 5 years live system use for HR/Payroll data
and also a Fleet data with a similar scope of work will be an added advantage
(systems with at least monthly transaction volumes exceeding 500 staffs’
members.)
Scope of Training Services
1. The contractor must assist CoG to become self-sufficient in supporting,
maintaining, managing, and utilizing the proposed HRMIS and Fleet Management
solution over time.
2. The training program and training materials provided by the contractor must
ensure that CoG employees are able manage, operate and troubleshoot the
infrastructure, application, and functional components of the solution.
3. The contractor must provide training and materials for the following groups of
individuals
4. Identified IT Personnel to be trained as competent technical system administrators,
IT application support analysts who will be competent to provide day to day
technical support for the installed solutions that the contractor will implement,
Software developers who will develop or customize specific interfaces,
components or reports as and when required.
5. Non-technical functional system super users or Single Point of Contacts (SPOCs),
proficient in the basic configuration and advanced usage of the various features of
the system. This group of individuals will be drawn from the various business
functional areas.
5.1.4 Assumptions Pertaining To Project Scope
1. CoG has ERP software system in place. The ERP solution has the following modules:
Finance – Semi Automated
Supply Chain- only the requisition function is operational
2. Based on the assessment of requirements for identified stakeholders groups, the
CoG Secretariat user base of 100 - 250. CoG seeks a fully scalable Automated
Management system.
5.1.5 CoG Current and Future Computing Environments
Client Side Computing Environment
The Secretariat currently has about 100 work stations/client desktop machines. A good
number of these machines run on MS Windows 10 operating system while a number run
on run Mac OS.
It should be noted that all these work stations machines are in good condition and are able
to deliver critical business services to respective users.
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Office Automation Tools

The CoG currently uses the Microsoft Office professional suite of applications (Word,
Excel, etc) for office automation. Our current electronic mailing system is based on
Microsoft exchange system.
Server Side System Software
Currently, the CoG server is operating on Windows Server 2012 Edition.
System Security Architecture
The vendor must include a detailed description of the proposed solution's security
features.
1. A description of how to secure transactions in a distributed network, over LAN,
WAN,
VPN and public Internet connections must also be included.
2. The vendor must also explain in-detail, the security model of the application,
and describe generally the tasks required to configure and maintain application
security. including if and how system security validation can be integrated with
MS Active directory.
5.1.6 Third-Party Products/Optional Software.
The vendor must explicitly list and describe the name of any third-party products that are
part of the proposed solution to the CoG. For each third-party product there must be
comments about whether the vendor's contract will encompass the third-party product
and/or whether the CoG will have to contract on its own for the product.
5.1.7 Solution Implementation, Change Management and Project Management Strategies
The implementation plan and associated cost proposal should reflect a best-practice based
scenario per the proposer's past experience and industry knowledge.
The proposer's implementation plan should include the following recommended
approach»
i. Solution map - A visual representation of the components and high-level IT
landscape of the proposed ECM solution. Indicate partner product integration
touch points, future software modules and anticipated integration with current
and future CoG systems (current systems include Microsoft Dynamics).
ii.
Project management methodology: Among other details, include your approach
to managing project scope, change requirements and change orders.
iii. Change management methodology.
iv. Risk Management Approach: Describe your methodology of handling risks and
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issues
v.
Proposed data migration methods and tools
vi. Methods for identification and capture of hard copy content.

vii.

Methods for migration of content/documents from the existing ERP solution to
the to target HRMIS system
viii. Testing Strategy : Provide details on your process for conducting unit, functional,
system and Inauguration , stress and load tests and Acceptance testing
ix.
Sample project plan and time-line
x. Proposed project staffing, including descriptions of roles and expertise; detail by
project phase.
5.1.8 Development and Staging Environment Hardware & Software
The responses in this section should include detailed specifications and a rationale for the
software, services and equipment for the Development, Staging and production
Environments. Tenderers should include complete hardware, software and services
sufficient to procure, install and configure a development and staging environment for the
proposed solution on-site at the CoG offices. The bidder shall provide their own hardware
and other resources for the data conversion.
The Secretariat shall provide the following facilities for the data conversion exercise
i. Working office space
ii. File movement controls and staff used in the movement of the files
iii. CoG staff to determine data to be converted from the manual files
iv. Arrangements for shifts to accelerate data conversion
5.1.9 Training Plan
CoG employees must be able to manage, operate and troubleshoot the infrastructure
components of the solution after the hand-over. Various parties of the CoG must also
become proficient in developing and deploying the required interfaces in their respective
environments. The vendor must provide a detailed plan for train-the-trainer training,
project team training, end user training and technology personnel
This information must include:
i. Clear identification of the proposed training methods (classroom, lab, mentoring,
etc.), schedule and assumptions regarding prerequisite skills of the employees
receiving the training. The CoG is also requesting the vendor's recommendations
on the number of full time employees (FTEs) required supporting this solution.
ii. Name of third-party training resources. Vendor should identify third party partners
that provide training on the use of their application.
iii. Education on the use of application and interface development tools and services
included in the proposed solution.
iv. Change management processes, procedures and tools needed to host. Maintain
and support the solution.
5.1.10 Maintenance and Post Implementation Support Program.
The tenderer should specify their plans to carry out post-implementation and support
including:
i. Post-Implementation support (e.g.12 months of on-site support after go-live).
ii. Telephone support (include toll-free support hotline, hours of operation,
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availability of 12 x 7 hotline, etc.),
5.1.11 Mandatory requirements of the Human Resources Management Information
system.

i.

Seamless Integration ability of the system with CoG financial and accounting
systems.
ii. Fully Web based system.
iii. Fully comprehensive security module with security administration levels.
iv. Business intelligence and Business Analytics management tools.
v. Special plans defining "levels" of customer support (e.g., gold, silver, etc.).
vi. Availability and locality of online groups or discussion groups.
vii. Your escalation policy and procedures for system problems, issues, and "bugs".
viii.
Your upgrade process, path, and recent upgrade release timeframes
ix. Your ability to assist the CoG Secretariat in recreating an operational system after
any event that renders the system completely unable to operate. The CoG
Secretariat will be implementing an off-site backup copies of the data and
operational system file.
5.1.12 Sample Technical Documents.
To establish a complete and competitive proposal, renderers must include sample copies
of the following documents:
i. Five (5) UR Ls for websites using the vendor's HRMIS solution
ii. Case studies focusing on document management, web content management,
Workflow management, and collaboration for past implementations of similar
scope.
iii. Sample project plan for past implementation of similar scope
iv.
Sample HRMIS software documentation (softcopies and CD-ROMs would be
preferred)
v. Sample business process flows to the proposed HRMIS solution.
5.1.13 Mandatory requirements of the Human Resources Management Information
system
i. Seamless Integration ability of the system with CoG financial and accounting
systems and existiong Navision System .
ii. Fully Web based system or compatible with Navision System .
iii. Fully comprehensive security module with security administration levels.
iv. Business intelligence and Business Analytics management tools.
v. All employees should be in one centralized database i.e. permanent employees &
contracted staff.
vi. Operating System interoperability (Linux or Windows Server) and Windows for
clients.
vii. Indicate mode of Licensing.
viii.
Have clearly defined support contract.
ix. Clearly defined implementation schedule/project plan indicating the milestones
and deliverables.
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x.
Training, software installation and implementation, data cleaning and transfer.
xi. Business Process Documentation, System and user manual for reference.
xii. Full installation Media kit.

xiii.

Demonstrate capacity to install, configure, deploy and provide continuous support
as per CoG Business Processes.
xiv. Ability to upload Curriculum vitae of staffs in the Secretariat.
xv.
Demonstrate experience in similar works- Letter of recommendation from 3
referees and site visit.
xvi. Possible System Customization to allow for required internal modifications.
xvii. Granular access rights, use of login password/codes at different
levels of
authorization
xviii.
Provision for correcting data or reinstatement of employment data through access
protocol
xix.
Compliance of the software with the relevant laws and regulations
xx.
System should be in-house (CoG) managed.
xxi.
The bidder shall provide their support and maintenance terms and conditions for
the proposed system
The main modules required of the system are:
1) Organization Structure Module
2) Job Analysis {Each job designation is clearly analysed and de lined)
3) Training and Development Module
4) Recruitment Module
5) Disciplinary and Grievance Management
6) Performance Management
7) Transition Module
8) Loan Management Module
9) Manpower Planning
10) Time and Attendance Module
11) System Administration and Security Module
12) Reporting Module - HR Reports
13) Establishment (This Shows the approved positions, in post and variance; to the
Institution.
14) Budget and Labour Costing Module
15) Employee Master Details Administration and Management.
16) Staff Online Leave Administration.
17) Medical Module
18) Employee Self Service Module (Employees can update details online)
19) Pensions, Annuities and Superannuation processing and Management Module
20) Completion of the Salaries & leave management Module – only hosted but not
active & Configured
5.1.14 MODULE SPECIFICATIONS:
I.

ORGANIZATION STRUCTURE
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This module should have robust charting capabilities and provide succession planning and
organizational planning capabilities. It should also include the following features:

1.
2.
3.
4.
5.
6.
7.

Easy, automatic organizational chart creation and speedy deployment
Easy integration with Microsoft PowerPoint, Microsoft Excel, Adobe Acrobat etc.
Customizable charting options and designs
Improved metrics with charts and graphs
Access and combine workforce information from multiple data sources
Produce reports with powerful search capabilities
Create multiple views using the same source data (by cost centre, grades, org unit,
geography, etc.)
8. Roll-up and analyse data automatically to summarize head counts, salaries, etc
9. Innovative tabbed company visualization based on multiple chart and graph views
(Pie charts and bar graphs) to analyse data metrics.
II. JOB ANALYSIS
One of the main purposes of conducting job analysis is to prepare job description and job
specification which in turn helps to hire the right quality of workforce into the
organization. The general purpose of job analysis is to document the requirements of a job
and the work performed.
Features should include:
1) Job Purpose/objectives
2) Key Performance Areas
3) Performance Indicators
4) Grade/title/division/department
5) Knowledge
6) Skills/experience
7) Ability
8) Personal characteristics
9) Credentials
10) Work Behaviour and demand
11) Working hours
III.

TRAINING AND DEVELOPMENT

The CoG needs to accurately track employee skill levels and certifications, schedule and
assign training. This module should be able to send automated training email notifications;
define corporate-wide training workflow; monitor training progress in real time; track
costs associated with training; and create ad hoc, boardroom quality training reports.
Key features of this module should include:
i. Tracking training requirements of the employee, work group and speciality
ii. Automating training planning and budgeting
iii.
Automate training requests /notifications from staff
iv. Automate the process of nominations and alerts to nominated staff
v. Sending of automated alerts to employees required to complete post-training 25
feedback

vi.

ix.
x.

Sending alerts for pending and overdue training requirements to employees and
supervisors; identify untrained staff
Generate training reports by course. Employee, job title, dates: costs and work
group levels
Streamlining training management workflow, thereby reducing duplication of
employee efforts
Archiving training histories
Linking training needs to Performance Management Systems

IV.

RECRUITMENT

vii.
viii.

This module should allow for matching candidates' skills and qualifications to the job
specifications, management of the entire recruitment process from creating job
requisitions to posting job requirements, attracting Candidates. Qualifying job seeker,
resume processing and final selection.
Key functionalities should include:
1. Online applications for job
2. Job applicant’s candidate’s database
3. Allow candidates to register online through web portal
4. Automatically forward applications to recruitment manager and share live data
such as specific candidate information with line managers, external assessors and
HR staff.
5. Shortlist candidates efficiently and effectively
6. Appointed Candidate details
7. Once a candidate has registered and applied for a job they should automatically
receive email and/or GSM telephones' Short Message Service (SMS) responses.
8. The system should be able to help the CoG Secretariat to contact candidates
throughout the whole process i.e. sending regrets or inviting them for interviews.
V.

DISCIPLINARY AND GRIEVANCE MANAGEMENT

The module should be able to track Disciplinary, Grievance & Arbitration cases simply and
effectively.
Features should include:
1. Easy access to the database records
2. Advanced search features covering all grievances and arbitrations.
3. levels (restricted views or edit) by Grievance step, User position or other criteria.
4. Be able to indicate the levels at which the disciplinary cases are at.
5. Be able to prompt the user in case of delays in any of the stages
6. Should be able to show how previous similar cases were settled (i.e. When you
indicate a disciplinary case it should be able to show you previous action taken on 25
the same)

7. Be able to minimize use of paper work. Disciplinary Committees should be able to
access each case's data/record online and give their comments/judgements
online.
8. The module should be able to integrate based on Microsoft Dynamics, such
that when a disciplinary case is raised through CRM system, the data is
propagated automatically to the discipline module. And, whenever there is a
status change in the disciplinary case within the discipline module, the status is of
the case in the CRM is automatically updated.
9. The module should be able to integrate with /existing future document
management system such that when a discipline case document is uploaded within
the discipline module, the document is indexed into the DMS system automatically.
And, when there is need to retrieve and view the document within the discipline
module, the system should automatically query and render the document indexed.
VI.

PERFORMANCE MANAGEMENT

The module should be able to set SMART Goals for employees, evaluate employee
performance, recommend highly competitive compensation plans, manage employee
training & development and promote right employees to critical positions. The module
should foster this capability through exceptional tools for measuring and monitoring
performance-related data, and making that information easily sharable across the
Secretariat.
The system should have in-built capacity to automate two methods of performance
management; the Balance Scorecard and Result Oriented Management.
The balance score card sub module - features:
1. Develop departmental dashboards
2. Cascade the organizational strategies to employees' goals
3. Develop employees’ dashboards
4. Self-evaluation
5. Supervise evaluation
6. Track progress vs. plans
7. Translate the final scores to actionable points
8. Reports on goals
The Result Oriented Management subsystem should include:
1. Enabling the manager to set goals and determine the priorities and resources
required
2. Setting of SMART goals
3. Target setting - long term corporate goals
4. Translating the corporate goals lo individual goals
5. Implement, self-steering and management reporting
6. Periodic appraisals, progress control and adjustments
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The performance management module should have the following key features:

1. Setting SMART Goals for Employees: Goal Setting Software provides leaders,
managers and employees with tools to set SMART goals and track progress on
frequent intervals.
2. Evaluate Employee Performance: Employee Appraisal Software to ensure objective
and accurate evaluation of employees' performance and help find the strengths
and weaknesses of the employees.
3. Linking to the training module
4. Define competitive employee compensation plans
VII.

TRANSITION MODULE

This module should assist to manage and keep track of an employee's movement while in
employment. It should include:
1. Promotions/Demotions management
2. Transfers management
3. Job reclassification
4. Acting appointment management
5. Separations management
6. Probations and Confirmations management
VIII. LOAN ADVANCES MANAGEMENT
This module should allow the tracking of Loans of all types. The system should generate
Amortization schedules, allow for payment, application and interest accrual (if any).
The module should integrate with the General Ledger common financial system. The
system should allow online Loan application, Loan appraisal and approval. Once a loan
application has been submitted -, it should enter into an internal workflow, this should
then allow the application to be routed to various individuals in a linear fashion as per the
workflow and hierarchy pre-defined in the system. This will allow each individual review of
the application, give comments and approve/reject the loan and forward it to the next
individual in the hierarchy. The features to include:
1. Management of different loans given to employees.
2. User definable loan name.
3. Automatic interest (if any) calculation for Loans.
4. Auto/manual deduction from pay slips till full recovery of loan.
5. Provision of lump sum loan recovery or settlement
6. Month wise Breakup Report for instalments deducted/deductible.
7. Last balance report for loans.
8. Management of multiple of loans through single deduction from salary
9. Track Payments on loans
10. Track loan repayment and amortization schedules
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11. Integration with the General Ledger

IX. MANPOWER PLANNING
Key features to include:
1. Help create organization structure through an intuitive and easy to use User
Interface.
2. Enable mapping of "Job Descriptions” on the structure and of employees onto
these Job Descriptions.
3. Enable review of staffing levels and identification of vacancies in any part of the
Organization structure.
4. Facilitate creation of new functional units through re-distribution of available
manpower.
5. Notifies the HR Officer of changes in employee’s profile such as transfer,
promotion, exit, etc. Also to enable review of the succession pipelines
X. TIME AND ATTENDANCE
This module should have the following features:
1. Easy and efficient tracking of employee time records.
2. Manage time and attendance data and employee profiles
3. Translates the attendance data to payroll
4. Integrate module with clocking devices (data pulled at selected intervals).
The devices will be located in the Secretariat office.
XI.

SYSTEM ADMINISTRATION AND SECURITY

This module should allow a comprehensive audit report, user and privileges management.
1) Comprehensive audit trail of all transactions in the system
2) User login name and password management
3) Security settings are defined according to The Organization ICT policy and in line
with international practices
4) Parameters password expiry and renewal
5) All activities are logged on an audit trail
6) Access control ensures that only authorized individuals have access to secure
information
7) Management of access while on leave or suspension/interdiction or outside
working hours
8) Data backup’s management using automation procedures
9) Role based data access
XII.

REPORTING AND BUSINESS INTELLIGENCE MODULE

The system should provide reporting tools to enable the Secretariat to swiftly and easily
obtain the information required for improved reporting across the entire business. The
Intelligence Reporting module should allow users to effortlessly create reports and 25
analyse data, improving visibility into the organization and helping you making informed
business decisions.

Users should be provided with a suite of reports that can be modified or customized to
suit individual user requirements, in addition to the existing payroll reports within the
system. The module should provide an overview of all database changes made on a
monthly basis for counter-verification.
XIII.

BUDGET AND LABOUR COSTING

The Labour Costing Module is designed to allocate labour costs to projects, different
departments, etc. This is means that if a certain employee works on more than one project
or at more than one site in one pay period, it will be possible to allocate the cost of his
labour with regard to how many hours were spent on which project or at which site.
In addition, it will cover the relevant staff Budgets in terms of human resource related
expenses e.g. salaries, allowances, benefits, etc.
1. Wage bill,
2. Expenditure by budget heads/departments
3. Overtime management
XIV.

EMPLOYEE MASTER DETAILS ADMINISTRATION

A flexible, reliable easy - to use data management module designed to administer HR and
employment information with instant results while maintaining accuracy.
Features: Name, staff no., Staff photograph, marital status, tribe, nationality, date of birth,
Date of joining service, designation. Department, academic and professional
qualifications, contacts, next of kin details, job group, address, email, telephone/mobile
number etc.
• The module should be able to manage confidential employee and workforce information
in a secure database. The database could be distributed for reliability and high access
speeds
• Possibility of attaching important documents and files directly to the employee's record.
• History of internal transfers
• Ability to search, sort and filter critical employee job history data instantly i.e.
tracking staff progression at every stage to provide history of every staff designation and
promotion.
• Possibility to run and print essential employment reports.
XV.

LEAVE ADMINISTRATION

A comprehensive staff leave management module designed to manage different leave
types consistently and accurately through online application and approvals and ability to
auto generate leave reports for case of monitoring and analysing leave data.
1. Online application for leave without the need for paperwork. Relevant documents
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can be attached where necessary for instance in seeking sick off.
2. Email and mobile phones notifications to recommending officer and applicants
3. Email and mobile phones notifications to approving officer and applicants

4. Applicant and Approving Officer can see complete leave records and approval
history respectively
5. Leave records are updated automatically once applications are approved
6. Leave records may be printed out or generated into reports of various formats PDF, Excel, Word etc.
7. Leave entitlements and records - annual/ maternity/ paternity/ study/ sick leave,
compassionate/ examination/ paid/ unpaid leave etc. It should be possible to define
New leave types on as and when needed
8. Conditional processing of leave application based on leave type as per established
policy and business rules for example In the case of sick leave, an attachment is
required etc.
9. Ability to assign entitlements for a particular leave type to a specific employee or a
group of employees or all employees.
10. Leave records may be exported to any system.
11. Accommodates “exceptional cases" in HR policies, such as special leave
entitlement, study leave for individuals etc.
12. Advanced Features such as delegation, block leave, document trucking. Leave
adjustment.
13. Leave calendar where one is able to view who's on leave.
14. Leave calculations and balances.
15. Ability to compute leave carry forward based on different business rules e.g. Max.
Allowed Carry Forward leave days.
16. Ability to propagate effects of certain leave types to payroll module e.g. In case of
Study leave once approved the employee is entitled to earn only x% of the gross
pay and for sick leave it could be that for the first 30 days full pay, next 30 days half
pay, etc.
17. Provision for multiple stages of leave approval.
18. Ability to design and construe! a leave roaster so that employees can only
apply for leave days within the corresponding days in the roaster. However,
exceptions should be envisaged and alternative
workflows provided.
XVI. MEDICAL COVER MANAGEMENT
An efficient medical module designed to: 1. Capture employees' membership
2. Capture dependants details
3. Allow for deletions and additions of new members or dependants
4. Date for effecting changes
5. Monitor medical incidences history
6. Capture and track employees' medical entitlements/limits and expenses/bills
7. Set and monitor medical limits
19. Maintenance of approved healthcare providers' list
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XVII.

EMPLOYEE SELF SERVICE

A user friendly employee self service module designed to minimize paper work and
improve efficiency.
Employee self-service:
1) View personal profile
2) Allow employees to download CVs, certificates and statutory documents
3) Submit leave application, advances applications and other requests
4) Perform self-appraisal
5) View and print personal pay slips
6) Give training feedback etc.
Manager self-service:
1) Appraise subordinates
2) Nominate subordinates for training
3) Approve leave and other requests etc.
XVIII. 18. BENEFITS/ PENSIONS MANAGEMENT MODULE
A user friendly Pensions management module designed to minimize paper work and
improve efficiency.
1) The system should compute the employee’s lump sum payment and monthly
pension’s amount.
2) Management of Changes to pensions amount depending on labour
laws/regulations and/or salary reviews
3) Reports for management and individual employees
4) Compliance with Pensions laws and regulations
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5.2
SCHEDULE
OF REQUIREMENTS AND TECHNICAL SPECIFICATIONS FOR
ADMINISTRATION UNIT
Introduction
The council of Governors acknowledges the benefits accrued to adoption and utilization
of technology as a key component to enhance the Institution capacity, it’s through this
spirit that the secretariat senior management authorized review of the office internal
Manual processes of departments such Finance, procurement, human source and
administration, and Automation of the process.
To achieve this objective a committee was put in place with clear objective of working on
the development of an effective administration & fleet management system. The key role
was to agree on an all-inclusive and integrated business workflow to be automated. It’s
worth noting that the admiration unit have an active vehicle tracking system
The following are the manual business processes at the council of Governors in the
Administration; records departments. These are the process to be automated: 5.2.1

Fleet Management Manual Processes at the Council of Governors

1.

Transport requisition
1) Staff request for Transport
2) Admin officer approves/ reject allocates a vehicle and driver to the request.
3) Notification to the respective driver on assignment
4) Respective reports

2.

Fuel Management
1) request for refuelling from drivers
2) Fuel status request by verification of stock level
3) Approval the request based on the outcomes of step 2
4) Finance office process fuel based after verification of documents
5) Finance send remittance
6) Admin officer reloads the fuel card based on driver’s request and verification of
the status.
7) capability of inter-card borrowing
25

3.

Service & Repairs Management
1) Servicing of COG vehicles are based on Millage covered

2) When millage set i.e 5,000KMS is attained, the driver puts a service request to the
admin officer in charge.
3) Repairs are subject to defect report from the dealer
4) Admin officer in charge physically verifies from the vehicle Millage clock whether
the Millage has been attained and the defect report for repairs, if yes, the officer,
raises a procurement requisition
5) Once the procurement requisition is achieved the admin officer sends the vehicle
to the garage for servicing and repairs
4.
1)
2)
3)
4)
5.2.2

5.2.3

Insurance Management
Insurance of CoG motor vehicles is done on procurement and acquisition of motor.
Vehicles, whereby the vehicle goes through valuation and then its insured.
Renewal of Insurance is done annually, procurement of the insurance is raised by
the admin officer
Accidents and claims record
Vehicle valuation record
Asset Movement and repairs management
1) An officer makes a request to relocate a serialized asset from one unit to
another
2) Admin officer allocates/ authorizes the movement of an asset from one unit
to another
3) For repairs purposes an officer makes a request to for repairs within the unit
4) Admin forwards to the procurement to for verification/ availability in the
stores
5) For the assets that requires purchase procurement forward to Finance
funds allocation
6) Final approval by the accounting officer based on the purchase
Board Room Management
1) An officer to request for board room
2) In case the officer requires hospitality service, a request of the same be
done.
3) Admin forwards for approval to finance & allocate boardroom based on first
come first served basis.
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5.3 RECORDS PROCESS SCHEDULE OF REQUIREMENTS AND TECHNICAL
SPECIFICATIONS FOR ADMINISTRATION AND REGISTRY MODULE
5.3.1 BACKGROUND
COG would like to implement an Electronic Document Management System
and digitization of approximately 10,000 records to in order provide the
following benefits;
1.

Reduce or eliminate paper flow and storage

2.

Have quick and easy access to documents and information

3.

Optimize document flow throughout the COG administration

4.

Preserve document confidentiality and integrity

5.

Minimize instances of lost or misplaced documents

6.

Eliminate duplication in filing documents

7.

Maintain consistency in filing documents

8.

Save on storage space

9.

Improve organizational productivity.

COG requires the services of an experienced service provider to digitize and
index records and to provide comprehensive user training in the use of the
Electronic Document Management System for all levels of staff.
5.3.2 SCOPE OF WORK
The contractor should supply the EDMS and carry out the implementation of
the EDMS and services described herein. The Contractor must demonstrate in
their proposal that they fully meet the various requirements stipulated in this
document. Broadly, the contractor shall be expected to:1) Provide the EDMS application software that meets the technical/solutions
requirements of a Commercial Off-the-Shelf (COTS)/out-of-the box EDMS
system and all the associated quantity of software licenses.
2) Provide Implementation, Change Management, Project Management and
Technical Support Services to guarantee 100% success of the project and
subsequent continual operation of the solution. The deliverables in this case
are a fully working EDMS solution that meets all the identified specific
business requirements and use cases and all documentation including but not
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limited to use case specifications, technical design specifications, user
manuals, installation manuals, operational manuals etc.
3) Provide training services to end users to facilitate adoption and maximum
utility of the benefits afforded by the EDMS system and provide training
services to the COG ICT team. The expected deliverables include trained
personnel, training presentation materials in digital and hard copy forms
submitted to COG.
I.

The system shall be expected to implement workflows as listed below;
a) Registry receipts
b) Actions from superior
c) Follow up and closure
d) Respective letters as per folio

4) The following are the modules that the system must have;
i.

Scanning Module

ii.

User Interface Module

iii.

Administration Module

iv.

Business process/Workflow Module

v.

Archival Module

vi.

Forms Module

vii.

Security Module

viii.

Integration Module

ix.

Reports Module

x.

Barcode recognition Module

xi.

Automatic Email Archive Module

xii.

Electronically Certified Documents Module
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The contractor shall undertake among others, the following services:a) Provide professional advice on the best practices related to
implementation of EDMS projects within the industry.This
includes but not limited to content taxonomy and
classification schemes, indexing, disposition and archival
policies, standard form templates, standard business
processes etc.
b) Undertake analysis, design, specification, coding and
testing of required system interfaces and software
components

required

to

address

COG

specific

requirements related to document Management, Digital
Asset

Management,

Management,

Collaboration,

Enterprise

search,

Web

Content

Learning

content

management, Business Process/Workflow Management,
Enterprise wide business process integration, Reporting,
Analytics, and Visual Data modeling.
c) Provide specifications for development, staging, testing
and production system software, database system, system
hardware and communication infrastructure required for
the successful delivery of the EDMS project and for the
subsequent optimal operation of the EDMS system.
d) Configure

the

EDMS

development

environment:

-

infrastructure components and application software
components.

This

includes

ensuring

the

right

configurations of the operating system, database system,
peripheral devices (scanners, printers) etc
e) Configure the EDMS test environment: - infrastructure
components and application software components. This
includes ensuring the right configurations of the operating
system, database system, peripheral devices (scanners,
printers) etc
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f) Configure the product environment: - infrastructure
components and application software components. This
includes ensuring the right configurations of the operating
system, database system, peripheral devices (scanners,
printers) etc
g) Lead the data migration of existing digitized documents
from legacy systems into the target EDMS system
h) Lead the data migration of existing digitized documents
from legacy systems into the target EDMS system
i) Provide post implémentation technical support services including
training
5.3.3 ASSUMPTIONS PERTAINING TO PROJECT SCOPE
a) This tender specification reflects requirements of the COG Staff
within COG system
b) The Secretariat has a workforce of 100 staff.
c) The Council seeks a fully scalable system that will support users
across within COG Offices or web supported
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5.3.4

COG Current and Future Computing Environments
a)

Client-Side Computing Environment
The CoG currently has about 100 work stations/client desktop
machines. A good number of these machines run on MS
Windows 10 and Mac-OS operating systems. An EDMS
platform that can be accessed on windows desktops in
addition to later windows & Mac-OS systems will be preferred.

b)

Office Automation Tools
COG currently uses the Microsoft Office professional suite of
applications (Word, Excel, etc) for office automation. Our current
electronic mailing system is based Microsoft exchange system
with functionalities that shall be integrated with an elaborate
electronic messaging system in the very near future.

c)

Server-Side System Software
Currently, the COG servers are operating on Windows Server
2012 Data Center Edition. The OS supports virtualization based
on Hyper-V. Thus any operating system that can be virtualized
using Hyper-V can be provisioned.

d)

Server-Side System Hardware
CoG systems software and applications run on Microsoft Server.

e)

Storage and Backup Infrastructure
COG will require a Storage and Backup Infrastructure for the system

f)

Identity Management Technology
The current identity management solution facility is based on
Microsoft Active Directory to provide a standard solution for
user authentication. It is important that all new solutions being
implemented are fully integrated to work with the security
framework
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5.3.5

PROPOSAL CONTENTS (TECHNICAL CONTENTS ONLY)

1. Proposed Application Software and Computing Environment

The vendor must present, in detail, features and capabilities of the
proposed application software. This part of the response is a free narrative
section. The discussion should provide comprehensive information about
the actual solution and services being proposed to address this tender. The
content may overlap the content provided in other sections of the response,
but should attempt to not directly replicate other content. It is acceptable
to refer to the detailed information and supporting tables, charts, and
graphs provided in other sections of the response.

In addition, the following information must be included in narrative form:
a) Hardware Environment: Describe the hardware environment
required to utilize the proposed software. In the event there is
more than one (1) suitable hardware platform, list the best
options indicating the relative strengths and drawbacks (if any)
of each.
b) Network Environment: Describe the network environment
required to utilize the proposed software. In the event that
there is more than one (1) suitable network configuration, list
options indicating the relative strengths and drawbacks (if any)
of each.
c) Operating System(s): Identify the operating system(s) required
by the proposed applications software and database
management

system

in

the

hardware

environment

recommended above. In the event there is more than one (1)
suitable operating system, list all options indicating the relative
strengths and drawbacks (if any) of each.
d) Database Platform(s): The preferred database platform of the
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COG is SQL Language. The vendor should identify the ideal
database platform for the proposed software. In the event there
is more than one (1) suitable database platform, list all options
indicating the relative strengths and drawbacks (if any) of each.
e) Desktop Requirements: Identify the desktop computer hardware
and software requirements to the EDMS solution. Include typical
requirements for a “power occasional casual, report viewer,
system administrator and work requestor.
5.3.6

System Security Architecture

a) The vendor must include a detailed description of the proposed solution’s
security features. A description of how to secure transactions in a
distributed network, over LAN, WAN, MPLS, VPN and public Internet
connections must also be included.
b) The vendor must also explain in-detail, the security model of the
application, and describe generally the tasks required to configure and
maintain application security. Explain as well if and how system security
validation can be integrated with MS Active Directory.
c) Third-Party Products/Optional Software.
The vendor must explicitly list and describe the name of any thirdparty products that are part of the proposed solution to the CoG. For
each third-party product there must be comments about whether
the vendor’s contract will encompass the third-party product cog
shall not be liable of any 3rd party claims and engagement

5.3.7

Solution Implementation, Change Management and Project
Management Strategies The implementation plan and associated cost
proposal should reflect a best-practice based scenario p e r the
p r o p o s e r ’ s past experience and industry knowledge.
The proposer’s implementation plan should include the following
recommended approach: -
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a) Solution map: A visual representation of the components and high-level IT
landscape of the proposed EDMS solution. Indicate partner product
integration touch points, future software modules and anticipated
integration with current and future systems (current systems include Online
Web portal, Microsoft Dynamics CRM, T-Pay, Human Resource Management
System, Finance and Accounting Management, Active Directory, Mobile
applications, Electronic Content Messaging systems).
b) Project management methodology: Among other details, include your
approach to managing project scope, change requirements and change
orders.
c) Change management methodology
i.

Risk

Management

Approach:

Describe

your

methodology of handling risks and issues
ii.

Proposed data migration methods and tools

iii.

Methods for identification and capture of hard copy
content

d) Testing Strategy: Provide details on your process for conducting
unit, functional, system and integration, stress and load tests and
Acceptance testing
i. Project plan and time line
ii. Proposed project staffing, including descriptions of
roles and expertise; please detail by project phase.
Note that the ratio of vendor resources to staff will be
determined upon detailed project resource planning,
following selection of a vendor partner.
5.3.8

Development and Staging Environment Hardware & Software
The responses in this section should include detailed specifications and
a rationale for the software, services and equipment for the
Development, Staging and production Environments. Tenderers should
include complete hardware, software and services sufficient to procure,
install and configure a development and staging environment for the
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proposed solution on-site at offices. Please note that will make available
the requisite hardware and hence no need to provide prices of
hardware equipment.

5.3.9

Training Plan
This section should outline the vendor’s recommendations and plans
for assisting the COG and the COG contractors to become selfsufficient in supporting, maintaining, managing and utilizing the
proposed solution over time. COG employees must be able to
manage, operate and troubleshoot the infrastructure components
of the solution. Various parties of the COG must also become
proficient in developing and deploying the required interfaces in their
respective environments. The vendor must provide a detailed plan
for train-the-trainer training, project team training, end user training
and technology personnel. This information must include:

a)

Clear identification of the proposed training methods (classroom, lab,
mentoring, etc.), schedule and assumptions regarding prerequisite
skills of the employees receiving the training.

b)

Name of third-party training resources. Vendor should identify third
party partners that provide training on the use of their application.

c)

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

d)

Change management processes, procedures and tools needed to
host, maintain and support the solution.

5.3.10 Maintenance and Post Implementation Support Program.
The tenderer should specify their plans to carry out postimplementation and support including:
a)

Post-Implementation support (e.g., 12 months of on-site support after
go-live).
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b)

Telephone support (include toll-free support hotline, hours of
operation, availability of 12 x 7 hotline, etc.)

c)

Special plans defining “levels” of customer support (e.g., gold, silver, etc.).

d)

Availability and locality of online groups or discussion groups.

e)

Your escalation policy and procedures for system problems, issues, and
"bugs".

f)

Your upgrade process, path, and recent upgrade release timeframes

5.3.11 Sample Technical Documents.
To establish a complete and competitive proposal, tenderers must include
sample copies of the following documents:
a)

Five (5) URLs for websites using the vendor’s EDMS/DMS solution

b)

Case studies focusing on document management, web content
management, digital asset management, workflow management,
and collaboration for past implementations of similar scope.

c)

Sample project plan for past implementation of similar scope

d)

Sample EDMS software documentation (CD-ROMs would be preferred)

e)

Sample business process flows to the proposed EDMS solution.
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1. MANDATORY EVALUATION AND STATUTORY DOCUMENTS (Required to proceed
to the Technical Evaluation Stage)
Tenderer’s
Response

No

Requirements

MR 1

Provide copy of the company‘s Certificate of Incorporation
(Legal structure) Submit copy of CR12 /CR13

MR 2

Provide copy of Valid Tax Compliance Certificate issued by
Kenya Revenue Authority (KRA)

MR 3

Submit a completed company‘s profile using the Confidential
Business Questionnaire provided in this tender document.

MR 4

Submit Microsoft Navision Developers Account
License/Manufacturers Authorization
Submit copy of your Registration as a Microsoft Dynamic
Solution Program (Microsoft RSPA Agreement)

MR 5
MR 6

Bidders should provide NAV object range numbers (bidders to
state the range covered in their company letter head)

MR 7

Paginate/serialize entire document

MR 8

Attach evidence of purchase of the bid document- COG
miscellaneous receipt / a cheque of similar amount as per
instruction in section 1

MR 9

Provide copies of audited accounts for the company for the
last three consecutive accounting years showing an annual
turnover for 2018,2019,2020

MR 10

Submit with tender a bid bond of Ksh.100, 000. Bank Guarantee
or insurance bonds are acceptable.

MR 11

Provide p r o o f of manufacturer’s authorization letter &
Support by the Software and equipment manufacturers to
sell/service the product in Kenya. A letter of Authorization
/Tenderer recommendation should be signed by the manufacturer
or the authorized dealer(Microsoft Dynamic NAV software
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TECHNICAL EVALUATION CRITERIA:
NO:
1.

2.

SPECIFICATIONS.

TOTAL
POINTS.

Firm experience

10

Provide proof of five (5) similar project awarded and completed in the last
five years in the public sector for not less than 3 million. Indicate contacts,
description/scope, amount of contract, commencement date and duration of
the contract
Support
this withletters
copies of contracts/Purchase order
Clients reference
10
(2marks
x
5
marks)
No
evidence
0
marks
Submit Five reference letters in client’s letter head. The references are in
regard to similar past and ongoing projects listed in 1 (2 marks x 5)

3.

Key Staff
a) Team leader

57

Attach detailed Cv (2 marks)
Academic qualifications (attach copies of certificates. Bachelor’s Degree
in ICT or computer related (2 marks)
Professional qualifications
PMP Certifications (2 marks)
Microsoft Dynamics Nav Certification (4 marks)
Other certification in relevant field eg
CISA,SQL,Document Control
Training Certification Course (6marks)
Experience
5 years or more in development , implementation and support (4)
marks) Below 5 years 0 marks
b) Two technical staff
Attach detailed Cv (2 marks x 2 = 4)
Academic qualifications (attach copies of certificates for each staff.
Bachelor’s Degree in ICT (2 marks) x 2 =4
Professional qualifications
Microsoft dynamic s certifications (4 marks x 2 = 8)
Other related certifications eg CRM, BI, Programming, SharePoint (2
marks x 2=4 )

c) One functional and support staff
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POINTS
AWARDED

Experience of two technical staff
3 years’ experience in development, implementation and support of NAV
ERP with integration to third party systems (2. 5 x 2 =5)
Below 3 years 0 marks
Attach detailed CV (2 marks)
Academic qualifications Degree in ICT (2 marks)
Professional qualifications
Microsoft Dynamic certifications & EDMS certification (4 marks)
Other related certifications eg CPA K, MCP (2 marks)
Experience
3 years’ experience or more in implementation, training, configuration and
support of
NAV ERP ( 2 marks)
4.
5.
6.

Approach, Methodology & Work plan as per TOR
Quasi presentation in adherence with 5.1.12 - 5.1.14- HRM,5.2- Administration
and 5.3 Records Management

20
15
5

Training and change management plan
The bidder should explain how they intend to achieve successful change
management approach and tools

7

10

Financial capacity
Submit audited accounts for 2018/2019/2020 financial years. Assessment of
firms will entail
working capital (5 marks)
Positive profit trend for the last 3 years (5 marks)
TOTAL TECHNICAL SCORE

127
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2. COMPLIANCE TO TECHNICAL SPECIFICATIONS
Response to compliance to all Technical Specifications is MANDATORY. Bidders must score a
minimum of 80% in the Technical Evaluation stage in order to be considered for Financial
Evaluation. The winning bidder shall be the highest scorer in both technical and financial
evaluation
Bidders MUST respond to ALL the requirements on a clause by clause basis stating clearly how their
solution meets the requirements. Responses to compliance to technical specifications in any other
way other than clause by clause will be treated as NON-RESPONSIVE
Financial Evaluation
Financial proposals of all technically responsive bidders shall be opened upon invitation and in
presence of bidders/ representatives of bidders. Financial bids of Non- responsive technical bidders
shall be returned un-opened to the respective bidders.
The total amount of points allocated for the financial component is 30. The maximum number of
points (20 points) will be allotted to the lowest Financial Bid that is opened and compared among
those invited Firms which obtain the qualifying points in the evaluation of the technical component. All
other price Bids will receive points in inverse proportion to the lowest price; e.g.
Price score = Total Price Score i.e. 20 x Lowest Bid Price
Bid Price of the Bidder Example:
1st Lowest Bid Price =

Kes. 1,000

2nd Lowest Bid Price =

Kes. 1,050

3rd Lowest Bid Price =

Kes. 1,200

Price Score of 1st Lowest Bidder = (20 * 1,000)/1000 = 20 points
Price Score of 2nd Lowest Bidder = (20 * 1000)/1050 = 19.05 points
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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.
2. When requested by the appendix to the instructions to tenderers, the tenderer should
provide the tender security, either in the form included herein or in another form
acceptable to the procuring entity pursuant to instructions to tenderers clause 12.3
3. The contract form, the price schedules and the schedule of requirements shall
be deemed to form part of the contract and should be modifies accordingly at the
time of contract award to incorporate corrections or modifications agreed by the
tenderer and the procuring entity in accordance with the instructions to tenderers or
general conditions of contract.
4. The performance security and bank guarantee for advance payment forms should
not be completed by the tenderers at the time of tender preparation. Only the
successful tenderer will be required to provide performance/entity and bank
guarantee for advance payment forms in accordance with the forms indicated herein
or in another form acceptable to the procuring entity and pursuant to the –
conditions of contract.
5. The principal’s or manufacturer’s authorisation form should be completed by the
principal or the manufacturer, as appropriate in accordance with the tender
documents.
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SECTION VI - STANDARD FORMS
1. Form of tender
2. Price schedules
3. Contract form
4. Confidential Questionnaire form
5. Tender security form
6. Performance security form
7. Bank guarantee for advance payment
8. Declaration form
9 Manufacturer’s Authorization Form
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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 tenderers, and it shall remain binding upon us and
may be accepted at any time before the expiration of that period.
5. Until a formal Contract is prepared and executed, this Tender, together with your
written acceptance thereof and your notification of award, shall constitute a binding
Contract between us.
Dated
this
day
[signature]
[In
Duly authorized to sign tender for and on behalf of
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of
the

capacity

20
of]

PRICE SCHEDULE OF SERVICES
Name of
Tenderer

Tender Number_

. Page

of

.

1

2

4

6

7

Item

Description

Duration

Total Price

Unit Price of
other
incidental
services
payable

EXW per item
(cols. 4x5)
1.

HRIMS MODULE

2.

EDMS MODULE

3.

ADMINISTRATION
MODULE

4.

UPGRADE OF
FINANCE AND
PROCUREMENT
MICROSOFT
DYNAMICS 2017
MODULES

5.

OTHER RELATED
COSTS / SOFTWARES

NOTE: 1. The successful bidder must give support for a period of 12 months from launch
date with a warranty of the same period.
2. Price quoted should be tax inclusive
3. Payment schedule should be indicated (contractual obligations)
Signature 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 Procuring
entity”) of the one part and ……………………[name of tenderer] of ……….[city and
country of tenderer](hereinafter called “the tenderer”) of the other part.
WHEREAS the procuring entity invited tenders for certain materials and spares.
Viz……………………..[brief description of materials and spares] and has accepted a tender
by the tenderer for the supply of those materials and spares in the spares in the
sum of
………………………………………[contract price in words and
figures]
NOW THIS AGREEMENT WITNESSETH AS FOLLOWS:
1.

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

2. The following documents shall be deemed to form and be read and construed as
part of this Agreement, viz.:
(a) the Tender Form and the Price Schedule submitted by the
tenderer; (b)
the
Schedule
of
Requirements;
(c)
the
Technical
Specifications; (d)
the
General
Conditions
of
Contract; (e)
the
Special
Conditions
of
Contract;
and (f) Council of
Governors Notification of Award.
3. In consideration of the payments to be made by the Procuring entity to the
tenderer as hereinafter mentioned, the tenderer hereby covenants with the Procuring
entity to provide the materials and spares and to remedy defects therein in conformity
in all respects with the provisions of the Contract
4. The Procuring entity hereby covenants to pay the tenderer in consideration of the
provision of the materials and spares and the remedying of defects therein, the Contract
Price or such other sum as may become payable under the provisions of the contract at
the times and in the manner prescribed by the contract.
IN WITNESS whereof the parties hereto have caused this Agreement to be executed in
accordance with their respective laws the day and year first above written.
Signed, sealed, delivered by

the

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

the

tenderer)
in the presence of

.
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(for the

CONFIDENTIAL BUSINESS QUESTIONNAIRE
You are requested to give the particulars indicated in Part 1 and either Part 2 (a), 2(b) or
2(c)
whichever applied to your type of
business.
You are advised that it is a serious offence to give false information on this
form. Part 1 General
Business
Name
.......................................................................................................................
Location
of
Business
Premises
.............................................................................................
Plot
No,
..........................................................Street/Road.....................................................
Postal
address
........................Tel
No.
..................................Fax
Email
...............................
Nature
of
Business
................................................................................................................
Registration
Certificate
No.
...................................................................................................
Maximum value of business which you can handle at any one time – Kshs.
........................
Name
of
your
bankers
............................................................................................................
Branch
....................................................................................................................................
Part 2 (a) – Sole
Proprietor
Your name in full……………………….Age………………………………………….
Nationality……………………………Country of Origin……………………………..
Citizenship details
Part 2 (b) –
……………………………………………………..
Partnership
Given details of partners as follows
Name
Nationality
Citizenship details
Shares
1. …………………………………………………………………………………………
2. …………………………………………………………………………………………
3. …………………………………………………………………………………………
4. …………………………………………………………………………………………
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Part 2 (c) – Registered
Company
Private or Public
State the nominal and issued capital of company
Nominal Kshs.
Issued Kshs.
Given details of all directors as follows
Name
Nationality
Citizenship details
Shares
1. …………………………………………………………………………………………
2. …………………………………………………………………………………………
3. …………………………………………………………………………………………
4. …………………………………………………………………………………………
Date……………………………………….Signature of Candidate………………………..

50

TENDER SECURITY FORM
Whereas ………………………………………..[name
tenderer]

of

the

(hereinafter called “the tenderer”)has submitted its tender dated………………..[date
of
submission
of
tender
]
for
the
provision
of
………………………………………………..
[name and/or description of the services]
(hereinafter called “the
Tenderer”)…………………………………………………….. KNOW ALL PEOPLE
by these presents that WE………………………………………
Of……………………………………………having registered office at
[name of procuring entity](hereinafter called “the Bank”)are bound
unto……………… [name of procuring entity](hereinafter called “the procuring
entity”) in the sum of ………..
for which payment well and truly to be made to the said Procuring entity, the Bank binds
itself, its successors, and assigns by these presents. Sealed with the Common Seal of the
said Bank this
day of 20
.
THE
CONDITIONS
of
this
obligation
are:
1. If the tenderer withdraws its Tender during the period of tender validity specified
by the tenderer
on
the
Tender
Form;
or
2. If the tenderer, having been notified of the acceptance of its Tender by the Procuring
entity during the period of tender validity:
(a) fails or refuses to execute the Contract Form, if required; or
(b) fails or refuses to furnish the performance security, in accordance with the
instructions to tenderers;
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we undertake to pay to the Procuring entity up to the above amount upon receipt of its
first written demand, without the Procuring entity having to substantiate its demand,
provided that in its demand the Procuring entity will note that the arnouut claimed by it is
due to it, owing to the occurrence of one or both of the two conditions, specifying the
occurred condition or conditions. This guarantee will remain in force up to and including
thirty (30) days after the period of tender validity, and any demand in respect thereof should
reach the Bank not later than the above date.

[signature of the bank]
(Amend accordingly if provided by Insurance Company)
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PERFORMANCE SECURITY FORM
To:
……………………………………………………………………………………………..
[name of the Procuring
entity]
WHEREAS……………………………….[name
tenderer]
(hereinafter
Contract
No.

called

“the

tenderer”)

of

has

undertaken,

[reference number of the contract] dated

in

pursuance

of

20

to
supply……………………………………………………………………………………
.. [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 a total of …………………………………………………….
[amount of the guarantee in words and figures],
and we undertake to pay you, upon your first written demand declaring the tenderer
to be in default under the Contract and without cavil or argument, any sum or sums
within the limits of
……………………
…..
[amount of guarantee] as aforesaid, without your needing to prove or to show grounds or
reasons for your demand or the sum specified therein.
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This guarantee is valid until the
20

day of

Signature and seal of the Guarantors
[name of bank or financial institution]
[date]
(Amend accordingly if provided by Insurance Company)
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BANK GUARANTEE FOR ADVANCE PAYMENT
To……………………
[name
tender]………………………………………

of

Gentlemen
and/or
Ladies:
In accordance with the payment provision included in the special conditions of contract,
which amends the general conditions of contract to provide for advance payment,
……………………………………………………………
[name and address of tenderer][hereinafter called “the tenderer”] shall deposit with the
Procuring entity a bank guarantee to guarantee its proper and faithful performance under
the said clause of the
contract
in
an
amount
of
………………………………………………………………………………………… [amount
of
guarantee
in
figures
and
words]. We,the
………………………………………………………………………………
[bank or financial institution], as instructed by the tenderer, agree unconditionally and
irrevocably to guarantee as primary obligator and not as surety merely, the payment to the
Procuring entity on its first demand without whatsoever right of objection on our
part and without its first claim to the tenderer, in the amount not exceeding
[amount of guarantee in figures and words].
We further agree that no change or addition to or other modification of the terms of the
Contract to be performed thereunder or of any of the Contract documents which may be
made between the Procuring entity and the tenderer, shall in any way release us from any
liability under this guarantee, and we hereby waive notice of any such change, addition, or
modification.
This guarantee shall remain valid and in full effect from the date of the advance
payment received by the tenderer under the Contract until [date].
Yours
truly,
Signature
and
seal
of
the
Guarantors
[name of bank or financial institution]
[address]
[date]
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LETTER OF NOTIFICATION OF AWARD
Address of Procuring Entity
To:

RE: Tender No.
Tender Name
This is to notify that the contract/s stated below under the above mentioned tender
have been awarded to you.

1. Please acknowledge receipt of this letter of notification signifying your
acceptance.
2. The contract/contracts shall be signed by the parties within 30 days of the date
of this letter but not earlier than 14 days from the date of the letter.

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

SIGNED FOR ACCOUNTING OFFICER
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FORM RB 1
REPUBLIC OF KENYA
PUBLIC PROCUREMENT ADMINISTRATIVE REVIEW BOARD
APPLICATION
NO…………….OF……….….20……...
BETWEE
N
…………………………………………….APPLIC
ANT
AN
D
…………………………………RESPONDENT (Procuring
Entity)
Request for review of the decision of the…………… (Name of the Procuring
Entity) of

……………dated the…day of ………….20……….in the matter of Tender
No………..…of

…………..20…
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REQUEST FOR REVIEW
I/We……………………………,the 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.e
tc
SIGNED
……………….(Applicant)
Dated
on…………….day
……………/…20…

of

FOR OFFICIAL USE ONLY
Lodged with the Secretary Public Procurement Administrative Review Board on
………… day of………....20….………
SIGNED
Board Secretary
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MANUFACTURER’S AUTHORIZATION FORM
To:

WHEREAS [name of the Manufacturer] who are established and reputable manufacturers of [name and/or
description of the goods] having factories at [address of factory]

do hereby authorize [name and address of Agent] to submit a bid, and subsequently negotiate and sign the
Contract with you against IFB No. [reference of the Invitation to Bid] for the above goods manufactured by
us.

We hereby extend our full guarantee and warranty as per Clause 9 of the Conditions of Contract for the
goods offered for supply by the above firm against this Invitation for Bids.

_______________________________________
[signature for and on behalf of Manufacturer]

Note:

This letter of authority should be on the letterhead of the Manufacturer and should be signed by a
person competent and having the power of attorney to bind the Manufacturer. It should be
included by the Bidder in its bid.
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ANTI-CORRUPTION DECLARATION COMMITMENT/ PLEDGE

(Section 62 PPADA, 2015)
I/We/Messrs…………………………………………………………………………….
of Street, Building, P O Box……………………………………………………………
…………………………………………………………………………………………..

Contact/Phone/E mail…………………………………………………………………..

I/We ..…………………………………………………………………………………..
declare that I/We will not offer or facilitate, directly or indirectly, any inducement or reward
to any public officer, their relations or business associates, in connection with
Tender name……………………………………………………………..
Tender No ………………………..……………………………………………….for or in the
subsequent performance of the contract if I/We am/are successful.

Authorized
Signature................................................................................................

Name and Title of Signatory……………………………………………………………
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