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PREQUALIFICATION DOCUMENT
1. Introduction
HakiElimu invites applications from eligible companies for prequalification/registration as suppliers/providers of goods and services for the three-year period from 2022 up to  December 31st, 2024.
1.2 Invitation of Prequalification
Registered Suppliers at the Registrar of Companies under the United Republic of Tanzania Laws in respective merchandise or services are invited to submit their prequalification documents to The Executive Director, HakiElimu, to be prequalified for submission of quotations. The prospective suppliers are required to provide the mandatory information for prequalification.
1.3 Prequalification Documents
This document includes a questionnaire to be completed and returned with the tender, supported by the requisite documents. 
To be considered for prequalification, prospective suppliers must submit all the required information per the forms/questionnaire.

1.4 Submission of Prequalification Documents
Completed prequalification documents must be submitted enclosed in plain sealed envelopes,
marked: “Prequalification of Suppliers for Goods and Services” (LOT No...)  Addressed to: 
The Executive Director 
HakiElimu
Plot # 739 Mathuradas Road, Upanga  
P. O. Box 79401

Dar es Salaam; Tel. 22 2151852/3 
E-mail; procurement@hakielimu.or.tz
All applications should be submitted to the above address by 29th  July, 2022.
Additional Information 

Short-listed suppliers will be notified in writing in their respective categories. They will be requested to submit quotations, and when specific needs arise, purchase orders or contracts will then be issued based on most competitive offer. HakiElimu reserves the right to request submission of additional information from prospective supplier/service providers without offering any explanation for such request. 

                                  PREQUALIFICATION DATA INSTRUCTIONS 

2. Prequalification data forms 

The attached questionnaire forms PQ-1, PQ-2, PQ-3, PQ-4, and PQ-5, are to be completed by prospective suppliers/service providers who wish to be prequalified for tender submission for the specific category. The prequalified application forms not filled out completely and submitted in the prescribed manner will not be considered. 

3.0 Qualification 

The prequalification data of the prospective suppliers/service providers is to be used by HakiElimu in determining, according to its sole judgment and discretion, the qualifications of prospective suppliers/services providers to perform according to the Tender Category described by the client. 
Prospective supplier/service providers will not be considered qualified unless, in the judgment of HakiElimu, and based on the set criteria, they express capability, experience, qualification, types of equipment, net current assets and working capital sufficient for contractual obligations. 

3.1 Essential Criteria for Prequalification 

a) Experience: prospective supplier/service provider shall have at least three (3) years of experience in the supply of goods, services and allied items and must show competence, willingness, and capacity to service the contract. The supplier must be at least a retailer or wholesaler to be considered for prequalification. 
b) Written references from the companies they have supplied goods and services to must be attached to the bid documents. Suppliers with references from recognized companies or organizations shall have an added advantage. The reference letter shall only be acceptable if it is on the referencing company letterhead with a company stamp signed by the referee company’s Director. 
c) Personnel: names, pertinent information, and CVs of the key personnel for individuals or groups to execute the contract must be indicated in the PQ-2 Form. An organogram and contact information of the person handling any of the HakiElimu contracts for supply of goods and services should also be attached, 
d) Financial situation: the supplier’s financial situation will be determined by the latest financial statement submitted with the prequalification documents and proof of financial capability regarding the suppliers’ credit position. Potential suppliers will be prequalified on the provision of adequate information. 
e) Special consideration: will be given to the financial resources available as working capital, considering the number of uncompleted contract orders and those in progress. Data should be filled/provided on PQ-3 Form. However, potential bidders should provide evidence of financial capability to execute the contract. 
f) Past Performance: past performance will be given consideration in prequalifying bidders. Letter of reference from past customers should be included in PQ-4 Form .
g) Statement: the application must include a sworn statement PQ-5 Form by the tenderer, ensuring the accuracy of the information given. It must bear the signature and stamp of the Company Director for it to be admissible. 
3.2 Withdrawal of Prequalification. 

Should a condition arise between the time the firm applied for prequalification and the time the supplier is required to supply the goods or services, that could substantially change the performance and qualification of the bidder or the ability to perform, such as but not limited to, bankruptcy, change in ownership or new commitments, thenHakiElimu reserves the  right to disqualify the  supplier/s or reject Tender even though they have been initially prequalified. 

3.3 Valid Registration:
The firm must have a fixed Business Premise and must be registered in Tanzania, with a valid Certificate of Registration and Incorporation, copies of which must be attached or any other valid business Registration from the Government of Tanzania. A valid Business/Trade License must be attached to the bid document. 

 3.4 Proof of Tax Compliance: 

The firm must show proof that it has paid all its statutory obligations and have a current Tax Compliance Certificate and a VAT Certificate. Tax compliance must be valid as verification of its validity shall be independently done by the prequalifying committee. 
3.5 Prequalification Criteria Required Information Form and Scoring Systems 

i. Registration Documentation PQ -1 (25 points) 

ii. Pre-qualification Data PQ -2 (20 points) 

iii. Financial Position PQ-3 (25 points) 

iv. Past Experience PQ -4 (25points) 
v. Sworn Statement PQ-5 (5 points) TOTAL (100)
3.5.1 Form PQ: 1 Registration Documentation (25 points)
All firms/companies must provide copies of the following:
i. Certified Certificate of Registration / Incorporation. 

ii. VAT Registration Certificate if applicable. 

iii. Valid Tax Compliance Certificate 

iv. TIN No. 

v. Certified copies of Audited Accounts, if applicable 

vi. Letter of Recommendation from previous entities served/supplied. 

vii. Evidence of registered physical premises. 
viii. Valid Business Licence 
3.5.2 Form PQ 2: Prequalification data (20 points)
REGISTRATION OF SUPPLIER'S APPLICATION FORM 

Name of Company/Individual.………………………………………………………………….
Category applied for..…………………………………………………………………………… 

Category Code ………………………………………………………………………………….. 
Post Office Address ……………………………………………………………………………

Town………………………………………. Street ………………..................................................
Name / Number of Building ……………………………………………………………………
Room / Office No. ……………………………………………… Floor No. …………………

Telephone Nos.………………………………………………………………………………… 
Full Name of applicant …………………………………………………………………………… 
Branch location/s………………………………………………………………………………….
Organization & Business Information 

Management Personnel ………………………………………………………………………. 

Chief Executive / Proprietor/ Director(s) ……………………………………………………… 

Other…………………………………………………………………………………... [20 points] 

3.5.3 Form PQ 3: Financial Position and Terms of Trade 

1. Attach a certified copy of the Firm’s / Company’s audited accounts for the previous two years. The audited account is to be signed and stamped by recognized audit firms. 
2. Attach evidence of cash position, e.g. copy of the certified Bank Statement  (credit position). 
3. If prequalified, will you require an advance from HakiElimu to supply goods or services? ------Yes/No 
4.  What will be your preferred payment terms?

................................................................................................................................................................... ...................................................................................................................................... 
5. What will be your preferred mode of payment? Cheque/bank transfer/any other? ...................................................(Please indicate) [25 Points] 
3.5.4     Form PQ4: Past Experience 

Names of the Applicant’s Clients in the past  three years 

1. 1st Client (Organization) 

i. Name of the Client (Organization) ………………………………………………………… 
ii. Address of the Client (Organization) ……………………………………………………
iii.  Name of the Contact Person (Organization) …………………………………………. 

iv. Telephone No. …… ……………………………………………………………………
v.  Value of the Contract ……………………………………………………………………
vi.  Duration of the Contract (Date) …………………………………………………………. 

vii. What goods/services did you supply/offer-----------------------------------------------------
(Attach documental evidence of the Contract) 

2.  2nd Client (Organization) 

i. Name of Client (Organization) ………………………………………………………… 
ii. Address of Client (Organization) ……………………………………………………… 
iii. Name of Contact Person (Organization) …………………..…………………………… 

iv. Telephone No. ….. ……………………………………………………………………
v. Value of Contract ………………………………………………………………………
vi. Duration of the Contract (Date) ……………………………………………………….. 
vii. What goods/services did you supply/offer----------------------------------------------------- 

(Attach documental evidence of the Contract) 

3.  3rd Client (Organization) 

i.  Name of the Client (Organization) ………………………………………………………… 
ii. Address of the Client (Organization) ………………………………………………………
iii. Name of Contact Person (Organization) ………………………….……………………….. 

iv. Telephone No. ……….……………………………………………………………………
v. Value of the Contract ……………………………………………………………………… 

vi. Duration of the Contract (Date) ------------------------------------------------------------------------
vii. What goods/services did you supply/offer-----------------------------------------------------
(Attach documental evidence of the Contract) 

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

[25 points] 

3.5.5 Form PQ 5: Sworn Statement Prequalification for the Supply of Goods and Services 

HakiElimu intends to update its register for suppliers, contractors and consultants for various goods, and services up to 31/12/2024. Interested eligible suppliers are invited to apply for prequalification, indicating the category of goods or services they wish to supply. 

Having studied the prequalification information presented above, 

I/ We----------------------------------------------------------------------------------------------------hereby state: 

The information furnished in my/our application is accurate to the best of my/our knowledge. 

a) In case of being prequalified, I/We acknowledge that this grants us the right to participate in submitting a tender or quotation based on provisions in the tender or quotation documents to follow. 
b) I/We enclose all the documents and information required for the prequalification evaluation. 
c) HakiElimu reserves the right to accept or reject my prequalification documents without necessarily providing a reason for such a decision. 
d) That prequalification does not mean an automatic contract award for the goods or services my/our company has been prequalified for. The business award will be based on the availability of resources, needs and competitive quotations and/or bids, and if not competitive, I/We will not be awarded the Contract. 
e) Suppose, during the period of the prequalification, I/We will not be able to deliver as per the requirements of  HakiElimu for whatever reason. In that case, I/We will not hold HakiElimu responsible or blame for the lack of contractual engagement. 

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

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

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

Signature ………………………………………………………………………………… 

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

NB: Failure to sign this statement will lead to automatic disqualification of the 

Supplier/Service provider from any further prequalification considerations [5 Points] 
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