
 

  
  

LAINISHA SACCO SOCIETY LIMITED. 
P.O. BOX 272-10303 
WANG’URU 

Email: info@lainishasacco.co.ke 

Website: www.lainishasacco.co.ke 

TEL: 0705-492352 

PREQUALIFICATION INSTRUCTIONS 
1 .1: LAINISHA SACCO Society would like to invite interested candidates who must qualify by meeting 
the set criteria as provided by LAINISHA SACCO Society Ltd to perform the contract of supply and 
delivery or provision of goods and services to the society. 

1 .2: Objec�ve: 

The main objec�ve of pre-qualifica�on of suppliers is to supply and deliver assorted goods and 
services under relevant tenders/quota�ons to support fair, open and transparent capital 

1 .3: Invita�on of Pre-qualifica�on: 

Suppliers registered with the Registrar of companies under the laws of Kenya in respec�ve of 
merchandise or services are invited to submit their pre-qualifica�on documents to The Chief 
Execu�ve Officer, LAINISHA SACCO Society Ltd, so as to be pre-qualified for submission of quota�ons. 
The prospec�ve suppliers are required to provide mandatory informa�on for pre-qualifica�on. 

1 .4: Pre-qualifica�on documents: 

This document includes a ques�onnaire to be completed and returned with the tender and be 
supported by the requisite documents from eligible and competent bidders. In order to be 
considered for pre-qualifica�on, prospec�ve suppliers must submit all the informa�on required on 
the forms/ques�onnaire. 

1 .5: Submission of Pre-qualifica�on documents: 

Duly completed pre-qualifica�on and other suppor�ng documents in a plain sealed envelope 
bearing no indica�on of tenderer but indica�ng the Tender Number should be addressed to: 

The Chief Execu�ve Officer, 
LAINISHA Sacco Society Ltd 
P.O. Box 272 – 10303, Wang’uru. 

1 .6: Pre-qualifica�on: 

It is understood and agreed that the pre-qualifica�on data on prospec�ve bidders is to be used by 
the Society in determining, according to its sole judgment and discre�on, the qualifica�on of 
prospec�ve bidders to perform in respect with the tender category as described by the client. 

1 .7: Essen�al criteria for pre-qualifica�on: 
Experience - Prospec�ve suppliers of goods and services should demonstrate ability and experience 

procurement to the society as and when required during the period ending 31st December 2026.



 

  
  

To organize, supply and deliver any of the categories of goods and services listed in the Tender 
No�ce. 

Financial capability - The supplier’s financial capability will be determined by examina�on of 
the latest 2 year audited financial statements submi�ed with prequalifica�on documents as 
well as le�ers of references from the bankers regarding credit/financial posi�on. 

Past performance- The past performance of suppliers shall be given due considera�on in the 
prequalifica�on exercise. Le�ers of reference from the past and present clients should be included. 

Capacity of the firm- Prospec�ve suppliers of goods and services should demonstrate that they 
have the technical, physical, logis�cal and human resource capacity to supply and deliver the 
category of goods and /or services that they are seeking to be prequalified for. 

1 .8: No�fica�on of pre-qualifica�on: 

All par�cipants shall be no�fied formally of the outcome a�er comple�on of the 
prequalifica�on process.  

1 .9: Presenta�on: 

A table of contents illustra�ng the contents of the documents is compulsory, as it creates ease of 
evalua�on and will help verify the contents. 

2 .0: Verifica�on: 

The Society shall have the right to visit the supplier’s premises to verify the informa�on provided in 
the document and ascertain as part of the prequalifica�on process, that the supplier in deed has 
the capability to provide the stated goods and or service. 

PRE-QUALIFICATION CRITERIA: 

REQUIRED INFORMATION 

Pre-qualifica�on documenta�on 

Pre-qualifica�on data 

FORM REF: 

LS-1 

LS-2 

1 

2 

3 

4 
5 

6 

7 

8 

Past Experience – References 

Past Experience - Volume of business 
Human, Technical and logis�cal capacity 

Confiden�al report 

LS-3A 

LS-3B 
LS-4 

LS-5 

LS-6 Li�ga�on histories 

Sworn statement LS-7 
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FORM LS-1: 

PRE-QUALIFICATION DOCUMENTS: 
(ALL THESE ARE MANDATORY AND FAILURE TO ATTACH ANY OF THEM WILL LEAD TO AN AUTOMATIC DISQUALIFICATION) 

All firms must provide;- 

1 

2 

3 

4 

5 

) Copy of cer�ficate of Registra�on/Incorpora�on 

) Tax compliance cer�ficate from Kenya Revenue Authority 

) Copy of PIN cer�ficates of firm/Company/individual 

) Copy of current Trade license 

) A u�lity bill for proof of physical presence 

NOTE: Expired Documents are deemed unfit – NOT ATTACHED 
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FORM LS-2: 

PRE-QUALIFICATION DATA: 

REGISTRATION OF SUPPLIERS APPLICATION FORM: 

Part 1- General informa�on: 

I/We …………………………………………………………………....................…….hereby apply for registra�on as 
(Name of company/firm) 

Supplier(s) of ………………………………………………………………………………………………………………………………… 
(Item descrip�on) 

……………………………………………………………………………………………………………………………………………………….. 
(Category number) 

Physical loca�on of business Premises: …………………………………………………………………………………………… 

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

Postal Address: …………………………………Postal code: ………………………….Town …………………………………… 

Business Registra�on Ref. No: ………………………………………………………………………………………………………… 

Date of registra�on of Business: …………………………………………………………………………………………………….. 

Telephone Number: ……………………………………………………………………………………………………………………….. 

Mobile number (s) ………………………………………………………………………………………………………………………….. 

E-mail: …………………………………………………………………………………………………………………………………………….. 

Nature of business: …………………………………………………………………………………………………………………………. 

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

Full name of applicant: ……………………………………………………………………………………………………………………. 

Other business branches (if any) …………………………………………………………………………………………………….. 

… 

… 

… 

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

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

……………………………………………………………………………………………………………………………………………………… 
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Part 2 (a) - Sole Proprietor: 

Name: …………………………………………………………………………………………………………………….…….. 

Age: ………………………………………………………………………………………………………………….…………... 

Na�onality: …………………………………………………………………………………………………….…………….. 

I.D./Passport No: …………………………………………………………………………………………………………….. 

Part 2 (b) - Partnership: 

(Give details of partners as follows): 

No. Name Ci�zenship Residence Shares 

Part 2 (c) - Registered Company: 

Private or Public Company: ……………………………………………………………………………………. 

Please state Nominal and issued Capital for the Company: 

Nominal: Kshs. ……………………………………………………………………………………………………… 

Issued: Kshs. ……………………………………………………………………………………………………… 

Give details of all Directors as follows;- 

No. Name Ci�zenship Residence Shares 
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Part 3: Names of all Associated or Holding Companies (if any): 

1 

2 

3 

4 

5 

6 

7 

8 

9 

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

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

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

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

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

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

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

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

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

1 0. ………………………………………………………………………………………………….……… 
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FORM LS-3(A): 

PAST EXPERIENCE- REFERENCES: 

Names of Key clients with whom the applicant has done business in the last two years including 
the values of contracts/orders. 

1 st Organiza�on: 

Name of client (organiza�on) ……………………………………………………………………………………………………….. 

Address of client (organiza�on) ……………………………………………………………………………………………………. 

Telephone no. of client (organiza�on) …………………………………………………………………………………………. 

Value of contract ………………………………………………………………………………………………………………………….. 

Dura�on of contract …………………………………………………………………………………………………………………….. 

(A�ach documental evidence of existence of contract – a�achment) 

2 nd Organiza�on: 

Name of client (organiza�on) ……………………………………………………………………………………………………….. 

Address of client (organiza�on) ……………………………………………………………………………………………………. 

Telephone no. of client (organiza�on) …………………………………………………………………………………………. 

Value of contract ………………………………………………………………………………………………………………………….. 

Dura�on of contract …………………………………………………………………………………………………………………….. 

(A�ach documental evidence of existence of contract – a�achment) 

3 rd Organiza�on: 

Name of client (organiza�on) ……………………………………………………………………………………………………….. 

Address of client (organiza�on) ……………………………………………………………………………………………………. 

Telephone no. of client (organiza�on) …………………………………………………………………………………………. 

Value of contract ………………………………………………………………………………………………………………………….. 

Dura�on of contract …………………………………………………………………………………………………………………….. 
(A�ach documental evidence of existence of contract – a�achment) 
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FORM LS-4(B): 

PAST EXPERIENCE- VOLUME OF BUSINESS: 

State three highest value of business you have handled in the past 12 months. 

Name of 1st highest Value contract: 

Name of client/organiza�on: ………………………………………………………………………………………………. 

Value of contract: ……………………………………………………………………………………………… 

Name of 2nd highest value contract: 

Name of client/organiza�on: ………………………………………………………………………………………………. 

Value of contract: ……………………………………………………………………………………………… 

Name of 3rd highest value contract: 

Name of client/organiza�on: ………………………………………………………………………………………………. 

Value of contract: ……………………………………………………………………………………………… 
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FORM LS-5 

PHYSICAL, HUMAN, TECHNICAL AND LOGISTICAL CAPACITY 

Please provide the following and any other evidence of your firm’s physical, human, technical 
and logis�cal capacity to supply and deliver should you be awarded a tender. 

Physical facili�es: 

Evidence of physical premises (place of business) e.g. a�achment of latest u�lity bill (electricity, 
water bill, council rates payments etc) 

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

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

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

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

Managerial and key personnel competency: 

List the key managerial and technical staff of your organiza�on (A�ach their CVs) 

Name of Key staff Posi�on Held Posi�on Held from (date ……………………) 

Briefly describe how you would manage a situa�on where you are coincidentally engaged in three 
major yet cri�cal client assignments concurrently. How would you go about ensuring that all the 
client assignments/contracts are delivered on a �mely and quality basis while ensuring that all 
clients are sa�sfied with the level of customer service? 

………………………………………………………………………………………………………………………………………………………… 
………………………………………………………………………………………………………………………………………………………….. 
………………………………………………………………………………………………………………………………………………………… 
………………………………………………………………………………………………………………………………………………………… 
………………………………………………………………………………………………………………………………………………………… 
………………………………………………………………………………………………………………………………………………………… 
………………………………………………………………………………………………………………………………………………………… 
………………………………………………………………………………………………………………………………………………………….. 
………………………………………………………………………………………………………………………………………………………… 
………………………………………………………………………………………………………………………………………………………… 
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FORM LS-6 

CONFIDENTIAL BUSINESS QUESTIONNAIRE 

(To be filled by all prospec�ve suppliers) 

Part 1: 

(a) How many years have you been in business under the present business name? 
………………………………………………………………………………………………………………………….. 

(b) What is the maximum value of business which you can handle at any one �me? 
Kshs.…………………………………………………………………………………………………………………. 

(c) State some of the factors that in your own opinion dis�nguish you from other compe�tors. 

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

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

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

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

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

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

(d) State whether or not you have experienced, in the area of non-performance by your company, 
any problem(s) with any contract(s) awarded to you by any organiza�on during the last 12 months 
and give a brief explana�on/descrip�on of the problem(s) and how you managed to solve it. 
… 
… 

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

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

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

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

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

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

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

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

(e) Give any other informa�on rela�ng to your company that you may consider relevant to your 
bid to do business with LAINISHA SACCO Society Ltd. 

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

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

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

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

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

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

Part 2: 

STATUS OF COMPLIANCE WITH STATUTORY REQUIREMENTS: 

(a) VAT registra�on number: ……………………………………………………………………….. 

(b) PIN Number: ………………………………………………………………………………………….. 

(c) State any Quality Assurance Cer�fica�on e.g. ISO 9000 held by the company. 

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

(d) State if the Company is a subject of bankruptcy proceedings, in receivership, Administra�ve 
receivership or any other form of liquida�on as defined by the applicable law. 
…………………………………………………………………………………………………………………………… 

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

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

(e) Assets and Liabili�es: 

Total assets in Kshs. ………………………………………………………………………………………… 

Current assets in Kshs. ………………………………………………………………………………………. 

Total liabili�es in Kshs. ……………………………………………………………………………………… 

Net worth (Total assets – Total liabili�es) in Kshs………………………………………………… 

Working capital in Kshs. ………………………………………………………………………………………… 

(f) Terms of sale/trade;- 

Credit period: Yes/No. …………………………………………………………………………………………. 

If yes please indicate number of credit days. ………………………………………………………… 

(g) Name of Bankers and Branch: …………………………………………………………………………… 
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FORM LS-7 

LITIGATION HISTORIES 

Name of contractor/supplier 

Suppliers should provide informa�on on any history li�ga�on or arbitra�on resul�ng from 
contracts executed in the last five years or currently under execution 

Year Award for or against Name of client cause Disputed Amount 
of li�ga�on and 
ma�er in dispute 

(current Value, ksh 

(Equivalent) 
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FORM LS-8 

SWORN STATEMENT 

Having studied the pre-qualifica�on /registered informa�on for the above project, we/I hereby 
State: 

a. The informa�on furnished in our applica�on is accurate to the best of our knowledge. 

b. That in case of being pre-qualified /registered, we acknowledge that this grants LS the right 
to par�cipate in due �me in the submission of a tender or quota�on when 
invited/requested to do so by LAINISHA Sacco Society Limited. 

c. When the call for quota�ons is issued, the legal, technical or financial condi�ons or the 
contractual capacity of the firm changes, we shall no�fy LAINISHA Sacco Society Limited 
and acknowledge your right to review the Pre-qualifica�on made. 

d. We enclose all the required documents and informa�on required for the prequalifica�on 
evalua�on. 

e. We confirm that we have not been debarred from par�cipa�on in Public Procurement and 
have no li�ga�on procedure in process. 

f. Date…………………………………………………………………………………………………………………………… 

Applicant’s name 

… 
… 

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

Represented by 

… 
… 

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

Signature 

… 
… 

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

(Full name and designa�on of the person signing and stamp or seal) 

VISION: “TO BE THE LEADING AND PREFERRED FINANCIAL SOLUTIONS PROVIDER’ 

MISSION: “TO POOL FINANCIAL RESOURCES AND OFFER CUSTOMER RESPONSIVE PRODUCTS AND SERVICES TO PROMOTE THEIR SOCIO-ECONOMIC GROWTH THROUGH 

TECHNOLOGICAL INNOVATION AND GOOD CORPORATE GOVERNANCE’’.                                                                                                                                 
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