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NG-CDF NORTH HORR 

 

 
TENDER NO: NG-CDF/NORTH HORR/046/13/2024-

2026 
 
 

 

REPAIR AND SERVICING OF OFFICE MACHINES 
AND EQUIPMENTS 

 
NAMEOFBIDDER:  
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TELEPHONENo.:  
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GROUP (OPEN/YWPD):  

 
 

 
 

CLOSING DATE MONDAY 16th SEPTEMBER 2024 AT 10.00 AM 
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Tender Notice 

 

 
NG-CDF NORTH HORR 

 
 

 
 National Government Constituencies Development Fund  

North Horr Constituency 
P.O Box 162-60500 

Marsabit 
Cell:0791291254 

Email:cdfnorthhorr@ngcdf.go.ke| Website:www.ngcdf.go.ke 
   

 
NG-CDF NORTH HORR 

 

  

PREQUALIFICATION OF SUPPLIERS FOR GOODS,WORKS, SERVICES FOR THE 
FINANCIAL YEARS 2024-2025 & 2025-2026 

 
The North Horr National Government Constituency Development Fund (NG-CDF) invites bids from 

interested firms for Prequalification of suppliers for goods, works and services for the Financial Years 

2024/2025 & 2025/2026 as follows:- 
 

CATEGORY NO. ITEM DESCRIPTION ELIGIBILITY 

NG-CDF/NORTH HORR/046/01/2024-
2026 

Supply and delivery of petrol, diesel, oils, gas & 
lubricants  Open 

NG-CDF/NORTH HORR/046/02/2024-
2026 

Supply and delivery of general office Stationery 
 Special 

NG-CDF/NORTH HORR/046/03/2024-
2026 Provision of Transport- Taxi &Car hire Services Open 

NG-CDF/NORTH HORR/046/04/2024-
2026 

Supply of Cleaning Materials, Detergents and 
Disinfectants 

Special 
 

NG-CDF/NORTH HORR/046/05/2024-
2026 

Supply and delivery of tyres, tubes, batteries and spare 
parts for motor vehicle/cycles 

 
Open 

NG-CDF/NORTH HORR/046/06/2024-
2026 Provision of insurance services Open 

NG-CDF/NORTH HORR/046/07/2024-
2026 

Supply and delivery of office/school furniture, 
furnishings & fittings Open 

NG-CDF/NORTH HORR/046/08/2024-
2026 

Supply and delivery of seedlings Open 

NG-CDF/NORTH HORR/046/09/2024-
2026 

Supply and delivery of computers, printers, cameras, ICT 
equipment’s & accessories 
 

Open 

NG-CDF/NORTH HORR/046/10/2024-
2026 

Supply and delivery of newspapers, magazines and 
periodicals Special 

NG-CDF/NORTH HORR/046/11/2024-
2026 

Repair and servicing of motor vehicles/cycles 
Open 

NG-CDF/NORTH HORR/046/12/2024-
2026 Provision of general consultancy, training services Open 

NG-CDF/NORTH HORR/046/13/2024-
2026 

Repair and servicing of office machines and equipment’s Open 
 

NG-CDF/NORTH HORR/046/14/2024-
2026 

Pre-qualification of contractors for building construction 
and other related constructions 
 

Open 
 

NG-CDF/NORTH HORR/046/15/2024-
2026 

Provision of promotional, publicity materials, branding 
and signage services. Special 

NG-CDF/NORTH HORR/046/16/2024-
2026 Provision of Courier Services/Mail services Open 

NG-CDF/NORTH HORR/046/17/2024-
2026 Provision of office and compound cleaning services Open 

 
Interested and eligible candidates can obtain the tender documents from North Horr NG-CDF offices 
upon payment of non-refundable fee of Kshs. 1,000 only, per document.  
 

Interested bidders may also download the documents for free from www.tenders.go.ke or 
www.ngcdf.go.ke 

mailto:cdfnorthhorr@ngcdf.go.ke
http://www.ngcdf.go.ke/
mailto:cdfothaya@ngcdf.go.ke
http://www.ngcdf.go.ke/
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Prequalification tender documents should be submitted in plain sealed envelope clearly marked 

“CATEGORY NO…………... ITEM DESCRIPTION ………………’’. 

Completed tender documents should be addressed to: 

 

FUND ACCOUNT MANAGER 

NG-CDF NORTH HORR 

P.O Box 162-60500, 
MARSABIT 

 

The completed tender documents should be deposited into the tender box at the NG-CDF offices 
North Horr, on or before Monday 16th September 2024 at 10.00 A.M. 

 

The tenders will be opened immediately thereafter and tenderers’ or their representatives are 
free to witness the opening if they so wish. 
 
FUND ACCOUNT MANAGER 
NG-CDF NORTH HORR 
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PRE-QUALIFICATION   INSTRUCTIONS 

 

1.1 Introduction 

NORTH HORR NGCDF would like to invite interested candidates who must 

qualifybymeetingthesetcriteriaasprovided,tosupplyanddelivergoodsorprovideserv

icestotheDepartment. 

 
1.2 Pre-qualificationObjective 

Themainobjectiveistohaveadatabaseofapprovedsupplierstosupplyanddeliverassor

teditemsandprovidesservicesunderrelevanttenders/quotationstothe NORTH 

HORR NG-CDF officeasandwhenrequiredduringtheperiodending30thJune,2026. 

 
1.3 InvitationofPre-qualification 

SuppliersregisteredwithRegistrarofCompaniesundertheLawsofKenyainrespective

merchandiseorservicesareinvitedtosubmittheirPRE-

QUALIFICATIONdocumentstothe NORTH HORR NG-CDF office so that they 

may     be pre-qualified /registered for submission of tenders. Bids will be 

submittedincompletelotssinglyorincombination.TheprospectiveSuppliersarerequi

redtosupplymandatoryinformationforpre-qualification/registration. 

 
1.4 Experience 

Prospectivesuppliersandcontractorsmusthavecarriedoutsuccessfulsupplyanddeliv

eryofsimilaritems/servicestoGovernmentinstitutionsofsimilarsizeandcomplexity.

Potentialsuppliers/contractorsmustdemonstratethewillingnessandcommitmentt

omeetthepre-qualificationcriteria. 

 
1.5 Pre-qualification Document 

This 

documentincludesquestionnaireformsanddocumentsrequiredfromprospectives

uppliers. 

 

1.6 Inordertobeconsideredforpre-

qualification/registration,prospectivesuppliersmustsubmitalltheinformationherein

requested. 
1.7 DistributionofPre-qualificationDocuments 

TheORIGINALDocumentonlyofthecompletedpre-

qualification/registrationdataandotherrequestedinformationshallbesubmittedtorea

ch: 

 
TheFund Account Manager 

NORTH HORR NG-CDF 

P.O.Box 162–60500 

MARSABIT  
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Not later than 16th September 2024 at10.00a.m.(localtime) 

 
1.8 QuestionsArisingfromDocuments 

Questions thatmay arise from the pre-qualification documents should 

bedirectedtotheFund Account Managerwhose addressisgiveninpar1.7 

 
1.9 AdditionalInformation 

The organisationreserves the right to request submission of 

additionalinformationfromprospectivebidders. 

 

2. BRIEFCONTRACTREGULATIONS/GUIDELINES 

 

2.1 TaxesonImportedMaterials 

TheSupplierwillhavetopayalltaxespayableasapplicableforallmaterialstobesupplie

d. 

 

2.2 CustomsClearance 

Thecontractorsshallberesponsibleforcustomclearanceoftheirimportedgoodsandm

aterials. 

 
2.3 ContractPrice 

Thecontractshallbeofunitprice type orcumulativeofcomputed 

unitpriceandquantitiesrequired.Pricesquotedshouldbeinclusiveofalldeliverycharg

es. 

 
2.4 Payments 

Alllocalpurchaseordersshallbeoncreditofaminimumofthirty(30)daysorasmaybesti

pulatedintheContractAgreement. 



7 
 

3. PRE-QUALIFICATION/REGISTRATIONDATAINSTRUCTIONS 

 

3.1 Pre-qualificationdataforms 

TheattachedquestionnaireformsPQ-1,PQ-2,PQ-3,PQ-4,PQ-5,PQ-6,PQ-7,PQ-8 

and PQ-9 

aretobefullycompletedbyprospectivesuppliers/contractorswhowishtobepre-

qualifiedforsubmissionoftenderforthespecificcategory. 

 

3.1.1 Thepre-

qualified/registeredapplicationformswhicharenotfilledoutcompletelyandsubmitte

dintheprescribedmannerwillnotbeconsidered.Allthedocumentsthatformpartofthep

roposalmustbewritteninEnglishandinink. 

 
3.2 Qualification 

3.2.1 Itisunderstoodandagreedthatthepre-qualification/registrationdataonprospective 

biddersistobeusedbyGovernmentindetermining,accordingtoitssolejudgmentanddi

scretion,thequalificationsofprospectivebidderstoperforminrespecttotheTenderCat

egoryasdescribedbytheclient. 

 

3.2.2 ProspectivebidderswillnotbeconsideredqualifiedunlessinthejudgmentofGovernm

enttheypossescapability,experience,qualifiedpersonnelavailableandsuitability

ofequipmentandnetcurrent 

assetsorworkingcapitalsufficienttosatisfactorilyexecutethecontractforgoods/servi

ces. 

 
3.3 EssentialCriteriaForPre-Qualification/Registered 

3.3.1 Experience:Prospectivebiddersshallhaveexperienceinthesupplyofgoods,servicesa

ndallieditems.Thepotentialsupplier/contractorshouldshowcompetence,willingnes

sandcapacitytoservicethecontractatshortnotice. 

 
3.3.2 Personnel 

Thenames and pertinentinformationandCV 

ofthekeypersonnelforindividualorgrouptoexecutethecontractmustbeindicatedinfo

rmPQ-3. 

 
3.3.3 FinancialPosition 

TheSupplier’sfinancialconditionwillbedeterminedbylatestfinancialstatementsu

bmittedwiththeprequalificationdocumentsaswellaslettersofreferencefromtheir

bankersregardingsuppliers/contractorscreditposition.Potentialsuppliers/contracto

rswillbepre-qualifiedonthesatisfactoryinformationgiven. 

 

3.3.4 Specialconsiderationwillbegiventothefinancialresourcesavailableasworkingcapita

l,takingintoaccounttheamountofuncompletedordersoncontractandnowinprogressd

ataonFormPQ-

4.However,potentialbiddersshouldprovideevidenceoffinancialcapabilitytoexecute

thecontract. 
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3.3.5 PastPerformance 

Pastperformancewillbegivendueconsiderationinpre-

qualifyingbidders.Letterofreferenceandorcopiesoforder/contractsfrompastcustom

ersshouldbeincludedinFormPQ-

6.PotentialAGPOreservedtoindicatethecategoryonFormPQ6(5) 
 

3.3.6 Litigation History 

Application must include a litigation history Form PQ-7 by the Tenderer ensuring 

the accuracy of the information given. 
 

3.4 Statement 

ApplicationmustincludeaswornstatementFormPQ-

8bytheTendererensuringtheaccuracyoftheinformationgiven. 
 

3.5 WithdrawalofPrequalification 

Shouldaconditionarisebetweenthetimethefirmispre-

qualifiedtobidandthebidopeningdatewhichintheopinionoftheclient/officecouldsub

stantiallychangethe performanceandqualificationofthebidderor 

hisabilitytoperformsuchasbutnotlimitedtobankruptcy,changeinownershipornewc

ommitments,theofficereservestherighttorejectthetenderfromsuchabiddereventhou

ghhewasinitiallypre-qualified. 
 

3.6 ThefirmmusthaveafixedBusinessPremiseandmustberegisteredinKenya,withCertif

icateofRegistrationIncorporation/MemorandumandArticleofAssociation,copiesof

whichmustbeattached. 
 

3.6.1

 Thefirmmustshowproofthatithaspaidallitsstatutoryobligationsandhavecurre

ntTaxComplianceCertificatewhichismandatory. 
 

3.7 PrequalificationCriteria 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 RequiredInformation 
1.StatutoryDocumentations 

FormType          PointsScore 
PQ-1 30 

2.Pre-qualificationData PQ-2 10 

3.SupervisoryPersonnel PQ-3 10 

4.FinancialPosition PQ-4 15 

5.ConfidentialReport PQ-5 10 

6.PastExperience PQ-6 15 

 7.Litigation History PQ-7 5 

 8.Sworn Affidavit PQ-8 5 

  TOTAL 100 

 

3.8 
 

Thequalificationis70pointsandover 
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3.8 The qualification is 70 Points and over
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FORMPQ-1:PRE-QUALIFICATION 
 
Allfirmsmustprovide:- 

 
1. CopiesofCertificateofRegistration/Incorporation. 

 
2. CopyofVATRegistrationCertificate. 

 
3. ValidTaxComplianceCertificatefromKenyaRevenueAuthority(failuretopro

ducethiscertificatetoprovecompliance,willleadtoautomaticdisqualification
thusnofurtherevaluationoftheapplication). 

 
4. CopiesofPinCertificateoffirm/company/individual. 

 
5. CopyofvalidAGPOcertificates(AGPOreservedcategories) 

 

6. A Copy of CR 12 for companies and Copy of ID for sole proprietor/ 
partnership  

 
7. Certificates from affiliated Professional Bodies/Associations, where the 

nature of supply or service is applicable/specific to your line of business 
e.g. NCA, NTSA, ERC, KEPHIS, LSK, ICPAK, PCB etc 
 

NB.Pleasenotethatanyfirmwhichdoesnothaveallmandatoryrequire
mentswillnotbeevaluatedanyfurtherandtheapplicationwillberender
ednon-responsive. 

 

Note: the bid document should be properly bound and serialized. 
 

 
(30points) 
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FORMPQ-2 - PRE-

QUALIFICATIONDATAREGISTRATIONOFSUPPLIER

SAPPLICATIONFORM 

I/We………………………………………………………….herebyapplyforregistrationassupplier(s)(Na
meofCompany/Firm) 

 
of………………………………………………………………CategoryNo.)……………………………………..(Ite

mDescription) 
 
PostOfficeAddress……………………………………..Town………………………………………………..Street

…………………………………………………………Nameofbuilding……………………………….FloorNo.…

………………………………………………….Room/OfficeNo.………………………………TelephoneNos.…

…………………………………………………………………………………………………….FullNameofapplicant…

………………………………………………………………………………………….Otherbrancheslocation……

…………………………………………………………………………………….. 

2. Organization&BusinessInformation 
 
NumberofManagementPersonnel….………………………………………………………………………Pr

esident/ChiefExecutive–

(fullname)……………………………………………………………………Secretary……………………………

…………………………………………………………………………………..GeneralManager…………………

………………………………………………………………………………….Treasurer……………………………

………………………………………………………………………………….Other……………………………………

……………………………………………………………………………….. 

 
Partnership(ifapplicable) 

 
Namesof   

Partners……………………………………………………………………………………………….3.Businessfou

ndedorincorporated……………………………………………………………........... 
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4.Underpresentmanagementsince…………………………………………………………………….. 
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5.NetworthequivalentKshs………………………………………………………………………………..6.

Bankreferenceandaddress……………………………………………………………………………… 

………………………………………………………………………………………………………………………. 
 
7. Bondingcompanyreferenceandaddress…………………………………………………………… 

 
8. Encloseacopyofcompanyprofileindicatingthemainfieldsofactivities9.State 

 

anytechnologicalinnovationsorspecificattributeswhichdistinguishyourcompanyfromy

ourcompetitors……………………………………………………………………………………… 

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

………………………………………………………………………………………………………………………. 
 
10. Indicatetermsoftrade/sale 

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

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

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

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

 
 
 

(10Points)
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PQ-3 BIODATAFORKEY/SUPERVISORYPERSONNEL 
 
 
Name…………………………………………………………………………………………………………………

Age…………………………………………………………………………………………………………………….

AcademicQualification   ……………………………………………………………………………………….. 

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

ProfessionalQualification……………………………………………………………………………………. 

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

LengthofservicewithContractororSupplierpositionheld……………………………………. 

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

(Attachcopiesofcertificatesofatleasttwo(2)keypersonnelintheorganization) 

 
 
 

(10Points) 
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PQ-4 - FINANCIALSTATUSANDTERMSOFTRADE 
 
 
 

(1) Attachacopyoffirm’stwocertifiedfinancialstatementsgivingsummaryofassets

andcurrentliabilities/oranyotherfinancialsupport. 

 
 

(2) Attachlettersofreferencefromthebankersregardingsupplier’screditposit

ion. 

 
 

(15Points) 



16 
 

FORMPQ-5 CONFIDENTIALBUSINESSQUESTIONNAIRE 

 
NB:

 FailuretofillthisConfidentialBusinessQuestionnairewillleadt

oautomaticdisqualification. 

 
YouarerequestedtogivetheparticularsindicatedinPartIandeitherPart2(a),2(b)or2(c)whicheverappliestoyourtypeo

fbusiness. 
Youareadvisedthatitisaseriousoffencetogivefalseinformationonthisform 

 

PartI-General: 

BusinessName……………………………………………………………………………………..Loc

ationofbusinesspremises………………………………………………………….……………PlotNo.

…………………………………….……….Street/Road…………………………..….…..Postal   

Address……………………………………………..………….Tel.   No………………...…...Natureof   

business……………………………………………………………………………………CurrentTradeLi

censeNo………………………………….…………Expiringdate………..……..Maximumvalueofbu

sinesswhichyoucanhandleatanyonetime:K£…………………………….Nameofyourbankers………

…………………………………………Branch………………..…… 

 
 

 

 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

Part2(a)–SoleProprietor 

Yournameinfull……………………………………….…………….Age………….…….N

ationality………………………………Country   of  origin………………………………. 

*Citizenship      details…………………………………………………….……………….…. 

Part2(b)Partnership 

Givendetailsofpartnersasfollows: 

Name Nationality CitizenshipDetails Shares 

…………………………………………………………………………………………. 

…………………………………………………………………………………………. 

…………………………………………………………………………………………. 

………………………………………………………………………………………….. 

Part2(c)–RegisteredCompany: 

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

Statethenominalandissuedcapitalofcompany-

NominalK£………………………………..Is

suedK£………………………………….. 

Givendetailsofalldirectorsasfollows:- 

Name Nationality CitizenshipDetails Shares 

1.…………………………………………………………………………………… 

2. …………………………………………………………………………………… 

3. …………………………………………………………………………………… 

4. …………………………………………………………………………………… 

5.…………………………………………………………………………………… 

 
Date………………………………………………..….Signatureof Candidate………………………. 

*ifKenyanCitizen,indicateunder“CitizenshipDetails”whetherbyBirth,NaturalizationorRegistration. 

(10Points) 
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FORMPQ-6 - PASTEXPERIENCE 

NAMESOFTHEAPPLICANTSCLIENTSINTHELASTTWOYEARSNAME

SOFOTHERCLIENTSANDVALUESOFCONTRACT/ORDERS 

i) NameofClient(organization)………………………………………………………… 

ii) AddressofClient(organization)……………………………………………………… 

iii) NameofContactPersonattheclient(organization)………………… 

iv) TelephoneNo.ofClient……………………………………………………………………v)

 ValueofContract……………………………………………………………………………. 

vi)

 DurationofContract(date)………………………………………………………

……..(Attachdocumentalevidenceofexistenceofcontract) 

 
2. Nameof2ndClient(organization) 

 
i) NameofClient(organization)………………………………………………………… 

ii) AddressofClient(organization)……………………………………………………… 

iii) NameofContactPersonattheclient(organization)………………… 

iv) TelephoneNo.ofClient……………………………………………………………………v)

 ValueofContract……………………………………………………………………………. 

vi)

 DurationofContract(date)………………………………………………………

……..(Attachdocumentalevidenceofexistenceofcontract) 

 
3. Nameof3rdClient(organization) 

i) NameofClient(organization)………………………………………………………… 

ii) AddressofClient(organization)……………………………………………………… 

iii) NameofContactPersonattheclient(organization)…………………………..iv)Telepho

neNo.ofClient……………………………………………………………………v)      

ValueofContract……………………………………………………………………………. 

vi)

 DurationofContract(date)………………………………………………………

……..(Attachdocumentalevidenceofexistenceofcontract) 

4. Others……………………………………………………………………………………………………… 

 
5. AGPOGroup(Pleaseindicatethecategory)……………………………………… 

 
(15Points) 
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FORMPQ-7 LITIGATIONHISTORY 
 

NameofContractSupplier 
 

Contractors/Suppliersshouldprovideinformationonanyhistoryoflitigationorarbitrati
onresultingfromcontractsexecutedinthelastfiveyearsorcurrentlyunderexecution. 

 

YEAR AWARDFO
RORAGAIN
ST 

NAMEOFCLIENTCAU
SEOFLITIGATIONAN
DMATTERINDISPUT
E 

DISPUTEDAMOUN
T(CURRENTVALUE
,KSHS.EQUIVALEN
T) 

    

    

    

    

    

    

    

 
 

Date.............................................................................................................. 
 

Applicant’s Name…………………………………………………………………………… 

Represented 

by………………………………………………………………………………Signature………

………………………………………………………………………………(Fullnameanddes

ignationofthepersonsigningandstamporseal) 

(5Points)  



19 
 

FORMPQ-8       -        SWORNSTATEMENT 
 
Havingstudiedthepre-
qualification/registeredinformationfortheaboveprojectwe/Iherebystate: 

 
a. Theinformationfurnishedinourapplicationisaccuratetothebestofourk

nowledge. 
 

b. Thatincaseofbeingpre-
qualified/registeredweacknowledgethatthisgrantsustherighttopartici
pateinduetimeinthesubmissionof 
atenderorquotationwheninvited/requestedtodosobytheMinistry. 

 
c. WhenthecallforQuotationsisissuedthelegaltechnicalorfinancialcondi

tionsorthecontractualcapacityofthefirmchangesweshallnotifytheDep
artmentandacknowledgeyourrighttoreviewthepre-
qualificationmade. 

 
d. Weenclosealltherequireddocumentsandinformationrequiredforthep

re-qualificationevaluation. 
 

e. WeconfirmthatwehavenotbeendebarredfromparticipationinPubli
cProcurementandhavenoongoinglitigation 

 
 
Date…………………………………………………………………………………………

Applicant’sName…………………………………………………………………Rep

resentedby………………………………………………………………………… 

Signature…………………………………………………………………………………(

Fullnameanddesignationofthepersonsigningandstamporseal) 

 
 
 

(5Points) 
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FORMPQ-9       SCHEDULE OF REQUIREMENTS 
 
TENDER NO. NG-CDF/NORTH HORR/046/13/2024-2026 
 
To be issued as per the requirements 
 

     
NAME OF TENDERER ------------------------------------------------------ 

 

     
SIGNATURE OF TENDERER----------------------------------------------- 

     
STAMP---------------------------------------------------------------------------- 

 

     
DATE------------------------------------------------------------------------------ 

 
 


