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KENYA

CHF/013/12-13 
Supply of General Office Stationery 
SECTION A

General information (Questionnaire)

(All the information must be provided in Capital letters)

Part 1 I)
Company information



General



Business Name____________________________________________________


Location of business premises________________________________________


Plot No_______________Street/Road__________________________________


Postal Address ____________________________________________________


Telephone No._________________Fax No __________________



E-mail address ________________________________________



Nature of Business_____________________________________



PIN NO_________________________
VAT REG NO____________________


Current Trade License No __________________Expiry date_______________
Certificate of incorporation and /or certificate of registration no____________________________
Nature of institution (Please tick the appropriate composition of your business)

Part 2 ii)

Constitution


Partnership_____________________________________________________


Sole Proprietor__________________________________________________


Registered Company_____________________________________________


Other (Specify) _________________________________________________
iii)

Partnership

Give details of Partners as follows:

Name


Nationality


Shares

___________________________
_______________

__________

___________________________
_______________

__________

___________________________
_______________

__________

___________________________
_______________

__________

       iv)


Registered Company


Give details of Directors as follows:

Name


Nationality


Shares 
_____________________

_________________

____________
_____________________

_________________

____________

_____________________

_________________

____________

     v)


Sole Proprietor


Give details of Proprietor as follows:

Name





Nationality


 ________________________________



___________________
SECTION B

GOODS AND SERVICES DEALT IN

This must be listed in order of specialization. - Main business first and capability, capacity etc to supply. State whether your company is a manufacturer, distributor, agent, building contractor or a direct importer. Please tick appropriately.
1. Importer 

___________


2. Manufacturer 

___________


3. Distributor

___________

4. Agent


___________

5. General merchant
___________

6. Building Contractor
___________


II 
Number of years in Business___________

SECTION C

Other information

Annual Turn Over for preceding three Years   Amt (in Ksh) _____________________

  
Maximum value of business that you can handle at any one time

Ksh ____________________________________________________

Name of your banker _____________________Branch________________
Contact Person______________________ Telephone_______________
Name 5 major customers you are currently supplying with goods and/or services:

Name of customer 
Address

Telephone

Contact person



1. __________________
__________________
_______________________________

2. __________________
__________________
_______________________________

3. __________________
__________________
_______________________________

4. __________________
__________________
_______________________________

SUBMIT HARD COPIES BELOW

 
	S.No.
	Documents

	1.
	Proof of financial soundness
 
i) Copies of the following documents:- 
a) Personal Identification Number (PIN) Card 

b) Value added Tax certificate copy (VAT)

c) Certificate of registration/Incorporation

ii)  Financial Statement/ Balance sheet  of the firm/ company for the preceding three years (excluding or including the current financial year) showing the annual turn over of the firm, duly certified by Public Accountant;    

	2.
	Proof of occupation of the office premises
 
(i)                  In case of ownership, document of legal ownership of the firm/company;
(ii)                In case of tenancy, Rent/Lease Agreement, latest Rent Receipt.
(iii)          Any other supporting document


NB: Attach a price list or catalogue where applicable. All prices quoted should be inclusive of all applicable taxes and shall remain valid for a period of 120 days from the closing date of the tender. 
	CHF INTERNATIONAL OFFICE STATIONERY LIST

	 
	 
	 
	 

	Description 
	QTY (Indicate boxes, pcs or ream)
	Unit Price Excl. VAT
	Unit Price Incl VAT

	BIC White out 20 Ml 
	pc
	 
	 

	Staedtler White Board Markers
	pc
	 
	 

	Staplers kanex HD -45C-kangaroo DS 45
	pc
	 
	 

	Rapid suspension files with Labels
	pc
	 
	 

	Staple pin remover rapid
	pc
	 
	 

	Small postnotes 38x50 mm
	pc
	 
	 

	Small paperclips
	pkt
	 
	 

	Scissors
	pc
	 
	 

	Rubber bands 100gms
	pkt
	 
	 

	Plastic ruler clear NPL.12"
	pc
	 
	 

	Eraser Own BR40
	pc
	 
	 

	Printing papers One plus -Double A or Copyrex
	rm
	 
	 

	Couloured Printing paper
	rm
	 
	 

	Big post note 125x75 mm
	pc
	 
	 

	Medium post notes
	pc
	 
	 

	My Clear Bag folders
	pc
	 
	 

	Push pins for pinboard
	p.pkt
	 
	 

	Staedtler Permanent markers
	pc
	 
	 

	Bic pens crystal mixed
	pkt
	 
	 

	Rexel Staple pins 24/6/kangaroo
	pkt
	 
	 

	Steadler pencils HB 110
	pkt
	 
	 

	Kangaro DP 540 Paperpunch
	pc
	 
	 

	Message pad size A6 
	pc
	 
	 

	Masking tape 35 MT* 1.0
	pc
	 
	 

	Bantex Magazine file
	pc
	 
	 

	Omega Key holders 
	pc
	 
	 

	Plastic ln /out tray - 2 Tier
	pc
	 
	 

	Steadtler Highliters/luxor
	pc
	 
	 

	Office PVC (Clear top) File A4 Size
	pc
	 
	 

	Ruban Ultra Clear Tape (18mm by 20M)
	pc
	 
	 

	Pritt Stick glue 40G
	pc
	 
	 

	Fax rim KX FHD 332/343 Panasonic
	pc
	 
	 

	Flip charts 70G
	pc
	 
	 

	File dividers- Numbered
	pc
	 
	 

	C'Ds Rewritable 700MB 80M-Sony or Imation/TDK
	pc
	 
	 

	Datamate Card holders 195x118 mm
	pc
	 
	 

	Casio AX-120 Calculators
	pc
	 
	 

	Brown Box tapes
	pc
	 
	 

	Globe Box files
	pc
	 
	 

	Weishu Bindeclips small 15 mm
	pc
	 
	 

	Weishu Bindeclips small 19 mm
	pc
	 
	 

	Weishu Bindeclips small 25 mm
	pc
	 
	 

	Weishu Bindeclips medium41  mm
	pc
	 
	 

	Weishu Binderclips Big   51mm
	pc
	 
	 

	Kartasi Medium paper clips
	pkt
	 
	 

	Kartasi Big paper clips
	pkt
	 
	 

	Bantex PVC Box file/Green/Blue (size 1450)
	pc
	 
	 

	Karatasi Brand A4 notebook 80 Sheets 60 GSM
	pc
	 
	 

	Karatasi Brand A5 notebook 80 Sheets 60 GSM
	pc
	 
	 

	A5 Delivery Book
	pc
	 
	 

	A5 Notebooks
	pc
	 
	 

	Manilla paper
	pc
	 
	 

	Pin board pins - Chess head
	pkt
	 
	 

	Bantex Desk organiser
	pc
	 
	 

	White board Eraser
	pc
	 
	 

	Color Toner cartridges for HP 1215N Printer
	Pc
	 
	 

	White Envelopes A4
	pc
	 
	 

	White Envelopes A5
	pc
	 
	 

	White Envelopes B4
	pc
	 
	 

	Khaki Envelopes A4
	pc
	 
	 

	Khaki Envelopes ,B4
	pc
	 
	 

	Khaki Envelopes,A5
	pc
	 
	 

	Khaki Envelopes,A3
	pc
	 
	 

	Coloured Toner Cartridges HP C9733A (HP 6500)
	pc
	 
	 

	Black Toner Cartridge HP Laserjet C7115A ( HP1200) 
	pc
	 
	 

	Kartasi Counter Books A4 2q
	pc
	 
	 

	Embossed Binding Paper
	pkt
	 
	 

	Binding Spirals - 4.5mm
	pc
	 
	 

	Binding Spirals - 6mm
	pc
	 
	 

	Binding Spirals - 8mm
	pc
	 
	 

	Binding Spirals - 10mm
	pc
	 
	 

	Binding Spirals - 12mm
	pc
	 
	 

	Binding Spirals - 14mm
	pc
	 
	 

	Binding Spirals - 16mm
	pc
	 
	 

	Binding Spirals - 19mm
	pc
	 
	 

	Binding Spirals - 22mm
	pc
	 
	 

	Binding Spirals - 25mm
	pc
	 
	 

	Binding Spirals - 28mm
	pc
	 
	 

	Binding Spirals - 32mm
	pc
	 
	 

	Binding Spirals - 38mm
	pc
	 
	 

	Binding Spirals - 45mm
	pc
	 
	 

	Binding Spirals - 51mm
	pc
	 
	 

	Binding Transparencies - All Colors A4
	pkt
	 
	 

	Uni-ball Gel pens
	pc
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