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NATIONAL

COMMUNICATION
@ SECRETARIAT
INVITATION TO TENDER

TENDER NO : NCS/ONT/001/2024 -2025

TENDER TITLE: PROVISION OF STAFF MEDICAL, WIBA AND GROUP LIFE
INSURANCE COVER

1. The National Communication Secretariat invites-sealed tenders for the Provision of
Staff Medical, Wiba and Group Life:Insurance Cover. The cover willlbe forra period/of
Two (2) years subject ito ‘Satisfactory performance -and execution (of ithe (Contract
Starting from 22nd  August 2025 to 21st August 2027.

2 Tendering willl be: conducted! underr Open: National! Tendering -method using -a
standardized tender document and is open to all qualified and registered Medical
Cover, WIBA and Group Life Insurance: Firms as stipulated in the Evaluation Criteria.

3. Qualified and!interested tenderers may obtain furtherinformation and inspect the
Tender Documents during:office:-hours; Monday to Friday, between 8:30am to 4:00pm
except for public holidays-at the address given below.

NATIONAL COMMUNICATIONS SECRETARIAT,

TRANSCOM HOUSE, 9TH FLOOR, COMMUNITY-NGONG ROAD,
P.O BOX 10756 - 00100
GPO NAIROBI.
4. A complete set of tender documents may be purchased or obtained by interested
tenders upon payment of a non- refundable fee of Kshs 1,000 incashooriBanker's
Cheque and payable to National Communication: Secretariat, Accounts Office -

Transcom House 9 Floor, Community -Ngong Road, P.O Box 10756 00100, Nairobi.
or

Tender documents may be viewed and downloaded forr free: fram: NCS: website
www.ncs.go.ke and _PPIP portal_www.tendérs.go:ke:_.Tenderers who download the

tender document must forward 'their particulars immediately' toio scm@ncs:go.keto

facilitate any further: clarificationorn:addendum. The procedure (tobe followed by
tenders in registering thein particulars-will beas-follows:

Tenderers/shall Indicat&€ender reference No; Tender Name; official Email Address and
the Telephone number and the Complete name and Designation of the Personito'be

contacted. NCS will not be liable for failurer of delivery. of the
3
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Clarification.//Addendum to the indicated Contacts, therefore the tenderers are
reminded to re-confirmitheir-contacts: before they email.

5. Alll Tenders must be accompanied by a Tender Security of Kshs 250,000.00 valid

for a period of 170 days from the date of tender closure in the form of cash; bank
guarantee; a guarantee by -an iinsurance company rregistered -and!licensedbby!the
Insurance Regulatory Authority listed by theAuthority; or@a guarantee issued by a

fiiamia meiivad brovsctahdtlivtsidonthea ppa loveedenand Tdndeec ens e d
Securing Declaration dully filled and signed by Authorized person.

6. Completed tenders must be delivered to the address below on or before

Wednesday oth July 2025 at 111000amElectronic Tenders ‘Shall inot be permitted.

7. Tenders will be opened immediately after the  deadline date: and! time: specified
above or any deadline date and time specified later. Tenders will be publicly opened
in the presence «of the Tenderers'.designated representatives who choose:to attend at
the address!below. Late tenders will be rejected.

The addressesrreferredito-above are:
A. Address for obtaining:further information and forcpurchasingtender

documents.
National Communication Secretariat (NCS)
Supply Chain Management
Office Email: scm@necs.go:ke
Tel: 0202719953

B. Address for Submission of

Tenders.
Communications Secretary
National Communication Secretariat (NC S)
Community. - Ngong Rd, Transcom House, 9"
Floor,
P.O Box 1075600100, GPO Nairabi

Tender Box, situated at NCS Reception.area

N/B: Large tenders-that: cannot be dropped!in.the tenderrbox:shall'be received and
registered in the tender register on or before the closing time of 11:00am, Wednesday
oth July, 2025.


mailto:scm@ncs.go.ke

C._Address for Opening of Tenders.
National Communication Secretariat
(NCS)

D. Reception, immediately after the

closing of the tender.

Designation: Head of Procurement.



SECTION I - INSTRUCTIONS TO TENDERERS
A.GENERAL
L Scope of Tender

1.1 This tendering document is for the: Provision: off Staffi Medical | Cover;, WIBA'\and
Group Life: Insurance Services, as-specified in-Section'V, Procuring ' Entity's ‘Schedule
of Requirements. The name «of the 'Procuring Entity, name and identification: and
number of thi's tender are specified in the TDS.

2 Definitions

21 Throughouttthis-tendering document:

a)Thermt'ermng innswhnintricnag 6 wmeans: (cc;ommu n+4maila t e d

including: if specified ! in the- TDS;, distributed or received ithrough'the electronici: -
procurement system used by the Procuring Entity) with proof .of receipt;

b)If fhe ctrheets rejoin t' @ xutas mroesquuirar’ end viocsdsngul ar 6 means
c)oDa yn¢an=melamns dac allcenodiar doayi, unil-essshother wi

Business Day is -any «day that is an official working: day of the: Procuring: Entity. It
excludes the Procuring Entity's official public.helidays:

22 The successful Tendererwill be expectedito.commence providing the ‘Staff Medical
Cover, WIBA and Group Life:Insurance: Services by Date provided inithe: TDS. The
insurance duratiom for the:Contract will be-Two(2) Years.

3. Fraud and Corruption

31 NCS requires compliance with the provisions-ofithe Public Procurement and' Asset

Dipsploistall Acitn, 20115 Secctobhco m co62tc0 Dewcibram at i

submitted by a person shall include a declaration that the person shall not engage in
any corruptior-fraudulent practice and a declaration that the person or:his-orher:sub-
contractors are not debarred from participating in public procurement proceedings.

32 NCS requires compliance with the provisions: off the: Competitionn Act 12010,
regarding collusive practices in contracting. Any tenderer found to have-engaged!in
collusive conduct shall be disqualified' and! criminalland/or:civils: actionsnmay. be
inrmpalsiedis ciicTiol ertlheislsill le fofuecc to yomTlecndiernshe sChratlod

of Independent Tender Determimait i ooncded annlexedictlo. t he For m

33 Unfair Competitive-Advantage -Fairness and transparency iin the tender process
require that the firms: orr their: Affiliates competing for.a specific assignment do not
derive a competitive: advantage from: having:provided: consulting services related to
this tender. To that end, NCS sshall indicate in the TDS and make -available to all the
firms: togethern with this-tender .document @ll' information that-would: in that respect
give such firm any unfair.competitive advantage over.competing:firms.

34 Tenderers shall permit and shall cause their agents (where declared or not),
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subcontractors, sub-consultants, service providers, suppliers, and their personnel, to
permit NCS to inspect all accounts, records and other documents relating to any initial
selection process, prequalification process, tender submission, proposal submission,
and contract performance (in the case of award), and to haveithem audited by auditors
appointed by the Procuring: Entity.

4. Eligible Tenderers

41 A Tenderer may be a firm that is a private entity, a state-owned enterprise or
institution subject to) ITT 4.7 or any combination of such entities: inthe form-of ‘a:joint
venture (JV) under an existing agreement or with the intent to enter into) such: an
agreement supported by a letter of intent. Only Qualified!and!Registered Medical
Service Providers, WIBA and Group Life: Insurance service providers: registered by
Insurance Regulatory Authority are eligible:to tender and sign contracts: In the case of
a joint venture, all members shall be jointly and severally liable for the execution of the
entire Contract im accordance with the Contract terms. The JV shall nominate a
Representative who shall have the authority to conduct all'business for and on behalf
of any and all the members of the JV during the tendering process and, in the event the
JV is awarded the Contract, during contract execution. Members of a joint venture may
not also make an individual'tender; be a subcontractor im a separate tender or be jpart
of another joint venture forthe purpo-ses of the same ! Tender.| The:maximum number
of JV members shall be-specifiediinithe TDS

42 Public Officers of NCS, their spouse, child, parent, brother, sister, child, parent or
sister of a spouse,theirbusiness .associates:or.agents and firms/organizations iniwhich
they have a substantial or controlling: interest shalll not: be eligible® to tender or be
awarded a contract. Public Officers are also not allowed to participate in any
procurement proceedings.

43 A Tenderer shall not have a conflict of interest. Any Tenderer found!to have a
conflict of interest shall be disqualified: A\ Tendererr may. be considered to have a
conflict of interest for the purpose- of this-Tendering process, if the Tenderer:

a) Directly orrin directly .controls,-is-controlled by oris: under-common control with
another Tenderer; or

b) Receives or'has received .any direct orindirect subsidy from another Tenderer; or
c) Has the samelegal representative as:another Tenderer; or

d) Has a relationship with-another Tenderer, directly. or through'commeon third parties,
that puts it ina position tosinfluence the Tender-of lanother Tenderer; or influence the
decisions of the Procuring Entity regarding this-Tendering process; or

e)Or any of its affiliates: participated! as: a consultant in: the: preparation: off NCS
Requirements (including: Schedules of requirements, Performance ‘Specifications, etc.)
for the Insurance services that areithe-subject of this Tender; or

f) or any of its affiliates has been hired (or is proposed to be hired) by NCS for the

7



Contract implementation; or

g) would!be' providing: goods; works,-or services-resulting from:or directly ' related to
the insurance services specifiediin ithe MDSIITT 111 that it;provided or were provided
by any affiliate that:directly.or indirectly controls) is .controlled by, oris under.co.ommon
control with that firm;.or

h) has a closelbusiness or family:relationship with a professional staff of NCS who: (i)
are directly or indirectly involved:inithe preparation, of the tendering .document or
specifications of the contract, and/or-the Tender evaluation process of such contract;
or (i) would be involved:inthe implementation or.supervision of such contract unless
the conflict stemming fromsuchirelationship has-been resolved inia manner acceptable
to NCS throughout the:procurement:process and execution of the Contract.

44 A firmthatiis-a Tenderer shall not participate-innmore: than one Tender, except for
permitted alternative Tenders. Such participation shall resultin the disqualification of
all Tenders in which the: firmiis-involved.

45 A Tenderer may have the nationality of any country, subject to the restrictions
pursuant to ITT 4.9. A Tenderer shall be deemed to have ithe nationality of a country if
the Tenderer is constituted, incorporated or registered in and operates in conformity
with the provisions of the laws of that country,, as evidenced by its articles of
incorporation: (or- equivalent: documents- of' constitution: orrassociation) ) and ! its
registration: documents, as the case may 'be. | This: criterion :also-shall -apply ito ithe
determination: of the nationality off proposed! sub-contractors or sub-consultants for
any part of the Contract including related Services.

46 A Tenderer that has been debarred from participating: inipublic.procurement shall
be ineligible to tender or be awarded a contract. The list of debarred firms and
individuals-is-available from the.website.of PPRA. www.ppra.go.ke .

47 Tenderers that are stateowned enterprises or institutions-in Kenyamay. be eligible
to compete and be awarded a Contract(s) if they can establishithatithey arerregistered
as insurance lbusinesses.

48 A tenderer under suspension from: tendering: as the result of the operation of a
Tender-Securing Declaration or Proposal-Securing Declaration shall not be €ligible to
tender.

49 Firms and individuals- may:. be- ineligibleifi{(a) as- a: matter: of law. or official
regulations, Kenya prohibits:commercial  relations-with!that: country, or(b) by anact
of compliance with: a: decision of the United! Nations-Security. Council ltaken under
Chapter VI of the Charter of the United Nations; Kenya: prohibits-any.import.of goods
or contracting of works-oriservices from:that:country, or.any payments-to any . country;
person, or entity im that country.

410 The Insurance Act of Kenya (Revised 2017) requires that insurance companies'that
8
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wish to offer insurance services in Kenya should be registered with: the Insurance
Regulatory Authority (IRA). of Kenya toallow:them:undertake insurance business:in

Kenya. Registration shall not be a condition for tender, but it: shall'be a condition of
contract award and signature. A selected tenderer shall be given opportunity. to
register before contract award and signature of contract. Details on application for
registration with Insurance Regulatory Authority: may:be accessed! from the website
www.ira.go.ke

411 The Competitiom Act: off Kenya: requires: that: firms-wishing :to«tenderas-Joint
Venture undertakings: which-may. prevent, distortror lessen competition:in provision
of services are prohibited unless they are exemptin accordance with the provisions of
Section 250f the Act. JVs will be required to seek for exemption from the: Competition
Authority. Exemptionishall' hot:be«a:condition:for tender; butit shall be-a condition of
contract award and signature. A JV tenderer shall be given opportunity to seek such
exemption as a condition of award and signature of contract. Application for
exemption from the: Competition Authorityof - Kenya may: be accessed! fromthe
website www.ira.qo.ke

412 Kenyan tenderer shall provide evidence of having: fulfilled: his/hertax
obligations by producing’ a: current! tax: compliance- certificate- orr tax: exemption
certificate issued by the Kenya Revenue Authority.

5 Qualificationm of the Tenderer

51 In the event that pre-qualification) of Tenderers has been undertaken as statedin
ITT 18.4, the provisions on qualifications of the Section 1ll, Evaluation and
Qualification Criteria shall not apply:

B. CONTENTS OF TENDERING DOCUMENT
6. Sections of Tendering Document

6.1 The tendering document consists of Partsl, 2,-and 3, whichiinclude all the sections
indicated below and should! be read im conjunction: withhany Addendal issued:iin
accordance with ITT 9.

PART 1: Tendering Procedures

i) Section I - Instructions to Tenderers (ITT)

ii) Section Il - Tender Data Sheet (TDS)

iii)) Section Il - Evaluation and Qualification Criteria
iv) Section IV d Tendering Forms

PART 2: Procuring Entity's Requirements

v) Section VdSchedule of


http://www.ira.go.ke/
http://www.ira.go.ke/

Requirements PART 3: Contract

vi) Section VI-General Conditions of Contract (GCC)
vii) Section VII-Special Conditions of Contract (SCC)

viii) Appendix to the Contract:dinsurance Policy

6.2 The Invitation:to> Tender (ITT) orrthe notice to pre -qualify Tenderers, as the case
may be, issued by NCS iis:not part of this tendering document.

6.3 Unless obtained directly from the Procuring Entity; NCS-is-not responsible for the
completeness «of the document, responses torrequests for clarification, the Minutesof
the pre-Tender meeting (if any), or Addenda:to the tendering-documentin-accordance
with: ITT 9. Imicase of any contradiction, documents obtained directly. from NCS-shall
prevail.

64 The Tenderer is expectedito.examine all instructions, forms, terms of reference,.and
specifications in the tendering document and to furnish withlits Tender all information
or documentatiom as is required by the tendering: document:

10



7. Clarification of TenderrDocument; Site: Visit; Pre:-Tender Meeting

71 A Tenderer requiring:any. clarification: of. the Tender Document shall contact ithe
Procuring Entity. inwriting at:the.Procuring: Entity's address-specified in: the . TDS or
raise its enquiries during the pre-Tender meeting if providedforinraccordance with
ITT 7.2. NCS will respond imwriting to@any request for clarification, provided that such
request is received no later than the period specified in the TDS prior to the deadline
for submission of tenders. NCS shall forward copies of its response to all tenderers
who have acquired the Tender documents in accordance with ITT 7.4, including a
description of the inquiry: but without identifying its source.If so specified.in the TDS,
NCS shall also promptly publishhits-response: at the web page identified!in.the TDS.
Should the clarification: result: in1 changes to the essential elements of ithe Tender
Documents, NCS shall amend the Tender Documents following; the procedure under
ITT 8 and ITT 22.2.

72 The Tenderer, at the Tenderer's.own responsibility and risk, is encouraged to visit
and examine and inspect the site(s) and items:ofithe required contracts.and.obtain all
information that may be necessary for preparing a tender. The costsof visiting the Sites
shall be at the Tenderer's.own expense."NCS: shall specify in the TDS/if.a-prearranged
Site visit and or a pre-tender meeting will 'be held; when and!/where. The Tenderer's
designated representative is invited to attend a pre-arranged site visit and a pre-tender
meeting, as the case may be. The purpose of the site visit and/the pretender meeting
will'be to clarify. issues: and! to answer questions on any matter that may be raised at
that stage.

73 The Tenderer is requested ito -submit any questions iin writing, to reach NCS not
later than the period specified imthe TDS before the meeting.

74 Minutes of a pre-arranged site visit and those of the pre-tender meeting, if
applicable, including the text:ofithe questions: asked by Tenderers and the responses
given, together with: any responses prepared after the meeting, will be transmitted
promptly to, all Tenderers who have acquired the Tender Documents. Minutes shall
not identify the source' of the: questions asked.

75 NCS shall also promptly publish:anonymized (noonames)) Minutes-of the:pre:-
arranged site visit and those of the pre-tender meeting at the web page identified in
the TDS. Any modification to the Tender Documents that:may become necessary asa
result of the pre-arranged site visit and those of the pre-tender meeting shall be made
by NCS exclusively through: the issue of an Addendum: pursuantitooITT!8~and not
through the: minutes: of the pre-Tender meeting. Non-attendance at the pre-arranged
site visit and the pre- tender meeting will/notibe a: cause ford is qualification: of' a
Tenderer.

8 Clarification of Tendering-Document
11



8.1 A Tenderer requiring:any. clarification of the.tendering.document.shallicontact NCS
in writing at the-Procuring: Entity's address specified inithe TDS. NCS-will respond:in
writing to-any. requestfor:clarification; provided that such request-is received prior to
the deadline for submissiom of Tenders withina period specified inithe TDS: NCS-shall
forward! copies: of its: response to all Tenderers who have acquired the tendering
document im accordance with ITT 6.3, including description of the inquiry but without
identifying its-source:

If sospecified in the TDS, NCS shall also;promptly publishiits-response at the web page
identified! in: the: TDS: Should! the' clarification, result:innchanges: to the  essential
elements of the tendering document, NCS shall amend the tendering document
following the procedure under ITT 9 and ITT 23.2.

9 Amendment of Tendering Document

9.1 At any time: prior:to the deadlinefor submission:of. Tenders; NCS-may amendthe
Tendering document by issuing addendum

92 Any addendum issued shall be part: of the tendering: document: and! shalll be
communicated im writing:toall who have obtained the tendering document fromNCS
in accordance with ITT 6.3. NCS shall also promptly publish: the: addendum,on the
Procuring Entity's-web> page in accordance with ITT 8.1.

93 To give prospective Tenderers reasonableitime:inwhich to take an addendum into
account in preparing theirr Tenders, NCS shall extend, as necessary, the /deadline for
submission of Tenders, in accordance with ITT 23.2!below.

C. PREPARATION OF TENDERS
10. Cost of Tendering

101 The Tenderer shall bear all costs associated with: the;preparation.and-submission
of its Tender, and NCS shall not be responsible «or liable for those «costs, regardless of
the conduct or outcome of the Tendering process.

11. Language of Tender

11.1 The Tender as well as all correspondence-and documents:relating toithe Tender
exchanged by the Tenderer and NCS -shall 'be wwritten in the English language.
Supporting documents: and printed literature that are-part of the . Tender maybecin
another language provided they are accompanied by an accurate itranslation of the
relevant passages in ito ithe |English llanguage, iin ‘which case, (for ;purposes -of
interpretation of the Tender, such translation:shall' govern:

12 Documents Comprising: the Tender

121 The Tender shall comprise the following:

12



a)Form of Tender prepared in accordance with ITT 13;

b) Schedules: priced Activity Schedule completed in accordance with ITT 13 and ITT
15;

c) Tender Security or Tender-Securing Declaration in accordance with ITT 20.1;
d) Alternative Tender: if permissible in-accordance with I TTI14;

e) Authorization: written confirmation authorizing ithe 'signatory of the Tenderlto
commit the Tenderer, in accordance with ITT 21.3.

f) Qualifications: documentary. evidence imaccordance with ITT 18 establishing the
Tenderer's qualifications to perform the Contractiifits-Tender:is- accepted.

g) Tenderer's Eligibility: documentaryevidence in-accordance with ITT/18 establishing: the
Tenderer's €ligibility.to> Tender.

h) Conformity: documentary:evidence in-accordance with ITTI17, thatithe Services
con form to the tendering. document.

i) Sample Insurance Rolicy for each type of insurance required, and

j) Any other-documentirequired in the:TDS:

122 The Tenderer shall furnish im the Tender Information Form-on-commissions-and
gratuities, if any, paidiortobe paidito.agents or any other party relating to this Tender:

13. Form of Tender and Schedule of Requirements

131 The Form of Tender and priced Schedule of Requirements:shalllbe prepared using
the relevant forms furnished! in: Sectiom IV, Tendering: Forms.. The forms must be
completed without:any, alterations-to the-text; and'no substitutes- shall' be accepted
except as provided under ITT 21.3. All blank: spaces shall be filled in with,the

information requested. The Tenderer shall chronologically serialize pages of all tender
documents submitted.

4. Alternative Tenders

141  Unless otherwise indicated im the TDS, alternative Tenders shall not be
considered. If alternatives are permitted, only the technical alternatives,, iffany; of the
best Evaluated Tenderer shall be considered'by:the Procuring Entity.

15. Tender Prices and Discounts

151 The prices (or premiums) and discounts (including:any. price reduction) quoted
by the Tenderer in the Form of Tender and in the Schedule of Requirements shall
conform to the requirements: specified below.

152 The Contract shall be for the Insurance ‘Servicescofitheiitems describedin:the
Schedule of Requirements submitted by the Tenderer.

153 The Tenderer shall quote any discounts in the Form of Tender in accordance with
13



ITT 13.1.

154 All duties; taxes, and other levies payable by the Insurance Provider under the
Contract, or for any other cause, as:ofithe 114 days prioritothe deadline for submission
of Tenders, shall be included in the total Tender price submitted by the Tenderer.

155 If provided!forrinithe-TDS;, prices: quoted! by the  Tenderer: shalll be subject to
adjustment during’ the: performance- of/ the: Contract! in» accordance with, and! the
provisions: of Clause 6.6 of the General Conditions of Contract and/or- Special
Conditions:of Contract. The Tenderer shall submit with:the Tender all'the information
required under the: Special Conditions: of Contract: and! of the: General Conditions: of
Contract.

14



16. Currencies of Tender and Payment

161 The currency of the Tender and the currency of payments shall be Kenya Shillings,
unless specified otherwise in the TDS.

17. Documents Establishing Conformity. of Services

171 To establish the conformity of the Insurance Services ito the tendering document,
the Tenderer shall furnish as part of its Tender the documentary evidence that Services
provided!conformto the Procurement:Entity's requirements -specified in-Section VI,
Schedule of Requirements.

172 Standards for provision of the Insurance Services are intended to be «descriptive
only and not restrictive: The Tenderer may offer other standards: of quality. provided
that it demonstrates, to the Procuring Entity's: satisfaction, that the substitutions
ensure substantial equivalence or are -superior to those -specified iin the ‘Section\V,
Schedule of Requirements.

173
inf , '

whether, according to the classification established by the Procuring Entity, a Service

provider or group of service providerds qualifie:
the information will enable NCS to identify any actual or potential conflict of interest

in relation to the procurement and / or contract management processes, or a

possibility of collusion between tenderers, and there by help to prevent any corrupt

influence in relation to the procurement process or contract management.

174 The purpose of the information described in ITT 6.2 above overrides any claims
to confidentiality which a tenderer may have. There can be no circumstances in which
it would be justified for a tenderer to keep information relating to its ownership and
control confidential where it is tendering to undertake public sector work and receive
public sector funds. Thus, confidentiality will not be accepted by NCS as a justification
for a Tenderer's failure to disclose, or failure to provide required information on its
ownership and control.

175 The Tenderer shall provide further documentary proof, information or
authorizations that NCS may request in relation to ownership and control which
information on any changes to the information which was provided by the tenderer
under ITT 6.3.The obligations to require this information shall continue for the
duration of the procurement process and contract performance and after completion
of the contract, if any change to the information previously provided may reveal a
conflict of interest in relation to the award or management of the contract.

176 All information provided by the tenderer pursuant to these requirements must
be complete, current and accurate as at the date of provision to the Procuring Entity.
In submitting the information required pursuant to these requirements, the Tenderer
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