TROCAIRE

trocaire- SOMALIA OFFICE, MOGADISHU.
PRE-QUALIFICATION OF SUPPLIERS, CONTRACTORS AND SERVICE PROVIDERS
FOR 

GOODS, WORKS & SERVICES FOR THE PERIOD 2025 – 2028
REFERENCE TROC/PREQ/001S/2025/2028
ADDRESS: 

TROCAIRE SOMALIA.
API COMPOUND, AAIA, MOGADISHU
SOMALIA.
+252617220322; EMAIL: infosomalia@trocaire.org 
Release Date: 4 September 2025
Last Date for Receipt of prequalification documents is: 30th September 2025 at 4:00 Pm (EAT).
PREQUALIFICATION TIMELINES:

	Procurement Stage
	Date / Period

	Issue Prequalification Document
	4th September 2025

	Request for Clarifications and Responses:
	20th and 21st September 2025

	Submission Deadline for Prequalification Document
	30th September 2025 (5:00 PM EAT)

	Prequalification Evaluation
	6th – 18th October 2025

	Site Visits (if required)
	20th – 24th October 2025

	Notification of Successful & Unsuccessful Applicants
	By 30th July 2025
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1. TROCAIRE BACKGROUND

Trócaire is an Irish non-profit relief and development agency and the overseas development agency of the Catholic Church in Ireland. The organization works in solidarity with local development actors across more than 17 countries to bring about positive and lasting change.

Trócaire operates a Country Office in Somalia, which facilitates the coordination and management of humanitarian and development programmes across Gedo Region and other operational areas. In order to strengthen supply chain efficiency and ensure donor compliance, Trócaire is undertaking a prequalification process to update its register of eligible suppliers and service providers in Somalia.

Prequalified firms will be invited to participate in restricted tendering and competitive procurement procedures for upcoming programme requirements, in line with Trócaire’s Supply Chain & Logistics Handbook (SCLH), donor procurement frameworks, and Somalia’s regulatory environment.
2. CATEGORIES OF GOODS, WORKS AND SERVICES.

2.1. Goods.
	Category No
	Item Description

	TROC/PQ/001/2025-2028
	Supply & Delivery of ICT Equipment, Consumables & Accessories: desktops, laptops, printers/MFPs, UPS, projectors, tablets, phones, phones, monitors, drives, keyboards, mice, webcams, routers, switches, modems, docking stations, access points, toner & ink.

	TROC/PQ/002/2025-2028
	Supply & Delivery of General Office Stationery: photocopy paper, notebooks, pens, pencils, markers, staplers, files/folders, envelopes, sticky notes, binders, clips, tape, glue, punch machines.

	TROC/PQ/003/2025-2028
	Supply of Branded Visibility & Promotional Materials: T‑shirts, caps, banners, brochures, flyers, posters, notebooks, tote bags, lanyards, stickers, roll‑up banners, corporate gifts, mugs, visibility vests.

	TROC/PQ/004/2025-2028
	Supply of Motor Vehicle Spare Parts & Accessories: engine parts, brake pads, filters, batteries, tyres, lighting, suspension, lubricants, wipers, mirrors, car mats, seat covers, tools, diagnostics, electronics, safety kits.

	TROC/PQ/005/2025-2028
	Supply of Office Electrical Equipment & Appliances: refrigerators, kettles, microwaves, water dispensers, heaters, fans, extension cables, surge protectors, power strips, stabilizers, cookers, toasters, lighting, batteries.

	TROC/PQ/006/2025-2028
	Supply of Office Furniture, Furnishings & Fittings: desks, chairs, filing cabinets, bookshelves, conference tables, counters, storage units, workstations, sofas, blinds, curtains, boards, partitions, ergonomic chairs.

	TROC/PQ/007/2025-2028
	Cleaning, Sanitation & Hygiene Supplies/Services: detergents, disinfectants, soaps, sanitizers, mops, brooms, toilet rolls, bins, laundry, fumigation & pest control, janitorial services.

	TROC/PQ/008/2025-2028
	Medical & Nutrition Supplies (donor‑approved): RUTF, RUSF, PlumpySup, medical kits/consumables (from HPC‑approved suppliers), patient referral support items.

	TROC/PQ/009/2025-2028
	Non‑Food Items (NFIs) & Humanitarian Relief Supplies: tarpaulins, buckets, jerrycans, blankets, mats, mosquito nets, kitchen sets, shelter kits, dignity items (non‑medical).

	TROC/PQ/010/2025-2028
	Nutrition Recording & Reporting Tools Printing: OTP/TSFP/PLW cards, registers, tally sheets, posters, beneficiary IDs and related materials.

	TROC/PQ/011/2025-2028
	Supply of Motor Vehicles & Motorcycles: 4WDs, pickups, utility vehicles, motorbikes, ambulances & related accessories.

	TROC/PQ/012/2025-2028
	School Feeding Commodities & Packaging: cereals, pulses, vegetable oil, sugar, salt, blended foods, and distribution packaging.

	TROC/PQ/013/2025-2028
	Nutrition Programme Supplies & Services: MUAC tapes, counselling kits, education/IEC materials, IYCF sensitization materials, outreach logistics.

	TROC/PQ/014/2025-2028
	Hospital Laboratory Reagents & Equipment Maintenance: CBC reagents, diagnostic kits, calibration, preventive/corrective servicing.

	TROC/PQ/015/2025-2028
	Borehole/Water Pump Repair & Maintenance: pump spares, borehole repairs, plumbing works, solar water system maintenance, breakdown response.

	TROC/PQ/016/2025-2028
	Dignity Kits & Protection Supplies: sanitary pads, soap, underwear, torches, whistles, buckets, protective items (crisis modifier).

	TROC/PQ/017/2025-2028
	Guesthouse Groceries & Kitchen Supplies: vegetables, fruits, milk, bread, eggs, meat, cereals and related supplies.

	TROC/PQ/018/2025-2028
	Resilience Programme Inputs & Supplies: seeds, tools, community agricultural inputs, training materials.

	TROC/PQ/019/2025-2028
	WASH Emergency Response & Water Trucking: water trucking to IDP/host sites, emergency latrines, sanitation services.

	TROC/PQ/020/2025-2028
	Vehicle Batteries & Automotive Consumables: batteries, oils, lubricants, filters, wiper blades, spark plugs & related maintenance items.

	TROC/PQ/021/2025-2028
	Food Items for Distribution/Operations: rice, maize/wheat flour, sugar, salt, pulses, vegetable oil, milk, tea, spices.

	TROC/PQ/022/2025-2028
	Child‑Friendly Space (CFS) Items: learning/play kits, mats, toys, games, recreational equipment, tents & shading.

	TROC/PQ/023/2025-2028
	Medical Diagnostic Rapid Test Kits: pregnancy (HCG) and other rapid tests for health/protection programmes.

	TROC/PQ/024/2025-2028
	Solar‑Powered Refrigeration (Cold Chain): solar fridges/freezers, batteries, controllers, installation & maintenance.

	TROC/PQ/025/2025-2028
	Guesthouse Refreshments & Hospitality: bottled water, juices, tea, coffee, sugar, snacks.

	TROC/PQ/026/2025-2028
	School Supplies & Education Materials: textbooks, learning kits, school bags, stationery for learners.

	TROC/PQ/027/2025-2028
	Medical Equipment & Devices: clinical equipment, diagnostic devices, installation & maintenance.

	TROC/PQ/028/2025-2028
	Veterinary Drugs & Equipment: livestock vaccines/drugs, basic vet kits & tools.

	TROC/PQ/029/2025-2028
	Agriculture Farm Tools: hand tools, irrigation accessories & related inputs.

	TROC/PQ/030/2025-2028
	Agriculture Farm Seeds: certified crop seeds & planting materials.

	TROC/PQ/031/2025-2028
	Livestock Supply (Small Ruminants): goats & related livestock for livelihoods programming.

	TROC/PQ/032/2025-2028
	Vocational/TVET Training & Supplies: tools/equipment & training delivery for VET.


2.2. Works:

	Category No
	Item Description

	TROC/PQ/033/2025-2028
	Guesthouse & Office Repairs/Maintenance: doors, roofing, plumbing, wiring, masonry, fencing, painting and minor rehabilitations.

	TROC/PQ/034/2025-2028
	Construction & Rehabilitation Works: classrooms, emergency latrines, boreholes/wells, elevated tanks, office structures, drainage, fencing, minor repairs & renovations (civil works).

	TROC/PQ/035/2025-2028
	Borehole/Water Pump Repair & Maintenance: pump spares, borehole repairs, plumbing works, solar water system maintenance, breakdown response.

	TROC/PQ/036/2025-2028
	Repairs & Maintenance for Health/Nutrition Facilities: minor civil works, partitioning, roofing, fencing, plumbing & rehabilitations.

	TROC/PQ/037/2025-2028
	WASH Emergency Response & Water Trucking: water trucking to IDP/host sites, emergency latrines, sanitation services.

	TROC/PQ/038/2025-2028
	Premises Repairs & Utilities: electrical/plumbing/roofing/fencing, drainage, general utilities maintenance for offices/guesthouses.

	TROC/PQ/039/2025-2028
	Utilities for Health Facilities (MCH/PHU): generator fuel, water supply, power connections, solar support & utilities management.

	TROC/PQ/040/2025-2028
	Hospital Repair & Maintenance Services: maintenance/rehabilitation of hospital buildings & facilities (e.g., Luuq Hospital).

	TROC/PQ/041/2025-2028
	Water System Construction & Rehabilitation: shallow wells, elevated tanks, solar pumping systems, pipelines.

	TROC/PQ/042/2025-2028
	Solar Systems & Pumps – Supply & Installation: PV arrays, inverters, pumps & wiring (off‑grid/mini‑grid).

	TROC/PQ/043/2025-2028
	Borehole Drilling & Equipping: drilling, casing, headworks, pump installation & test pumping.


2.3. Services:

	Category No
	Item Description

	TROC/PQ/044/2025-2028
	Provision of Transport & Travel Services: country & regional air travel, ground transport (buses, vans, taxis), accommodation, vehicle hire/lease, shuttle services, freight forwarding & logistics support.

	TROC/PQ/045/2025-2028
	Provision of Catering, Conference & Event Management: meals/refreshments, venue/PA hire, tents & chairs, printing of training materials, accommodation & meeting logistics.

	TROC/PQ/046/2025-2028
	Cleaning, Sanitation & Hygiene Supplies/Services: detergents, disinfectants, soaps, sanitizers, mops, brooms, toilet rolls, bins, laundry, fumigation & pest control, janitorial services.

	TROC/PQ/047/2025-2028
	Professional & Advisory Services: consultancy, capacity building, research/assessments, engineering design, audits, legal, recruitment, translation/interpretation.

	TROC/PQ/048/2025-2028
	Vehicle Hire & Leasing Services: MPCA/outreach vehicles, staff transport, monitoring/distribution support (short/long‑term).

	TROC/PQ/049/2025-2028
	Nutrition Recording & Reporting Tools Printing: OTP/TSFP/PLW cards, registers, tally sheets, posters, beneficiary IDs and related materials.

	TROC/PQ/050/2025-2028
	Nutrition Programme Supplies & Services: MUAC tapes, counselling kits, education/IEC materials, IYCF sensitization materials, outreach logistics.

	TROC/PQ/051/2025-2028
	Resilience & Livelihoods Consultancy/Training: seed bank development, community resilience training, agricultural extension support.

	TROC/PQ/052/2025-2028
	Transport & Logistics for Goods: trucking/haulage, last‑mile distribution, cargo handling, relocation support.

	TROC/PQ/053/2025-2028
	Staff Lunch & Routine Catering Services: cooked meals & staff lunch provision for offices/field sites.

	TROC/PQ/054/2025-2028
	Loading & Offloading Labour for Humanitarian Supplies: warehouse loading/offloading at hubs/health facilities, related labour services.

	TROC/PQ/055/2025-2028
	Vehicle Rental Services: utility vehicles, double cabs, 4WDs & pickups for operations (short/long‑term).

	TROC/PQ/056/2025-2028
	Cleaning Services & Casual Labour: office/guesthouse cleaning, fumigation, waste collection support, laundry, casual workers.

	TROC/PQ/057/2025-2028
	Vehicle Hire for Surveys/Assessments: vehicles for data collection, NMS surveys, field assessments & monitoring.

	TROC/PQ/058/2025-2028
	Airtime & Communication Services: airtime/data bundles and related enterprise communications.

	TROC/PQ/059/2025-2028
	Waste Collection & Disposal Services: solid waste collection, disposal & environmental sanitation for health centres/offices.

	TROC/PQ/060/2025-2028
	Long‑Distance/Cross‑Border Transport: trucking of medical/nutrition supplies (e.g., Nairobi‑Belethawa corridor).

	TROC/PQ/061/2025-2028
	Internet Service Providers (ISPs): dedicated fibre/VSAT links, business internet, installation & support.

	TROC/PQ/062/2025-2028
	Staff Medical/Group Insurance & Brokerage: medical, GPA/WIBA, GLA insurance placement & administration.

	TROC/PQ/063/2025-2028
	Financial Service Providers (Cash & E‑Payments): mobile cash transfer, e‑voucher processing & agent networks.

	TROC/PQ/064/2025-2028
	Security Guarding Services (Unarmed): office/compound guarding, patrols, access control & incident reporting.

	TROC/PQ/065/2025-2028
	Publishing & Advertising Services: media buys, outdoor, radio, press notices & public announcements.

	TROC/PQ/066/2025-2028
	Printing & Reprographics: digital/offset printing, large‑format signage, books/booklets & training packs.

	TROC/PQ/067/2025-2028
	Vocational/TVET Training & Supplies: tools/equipment & training delivery for VET.

	TROC/PQ/068/2025-2028
	Training Venues & Services: hall hire, conferencing aids, lunch & refreshments for trainings.


3. GENERAL INSTRUCTIONS

3.1. Submission Compliance.
Applicants must complete the Prequalification Questionnaire available online in full. All fields are mandatory unless stated otherwise. If a particular item does not apply, mark it clearly as “N/A”.
3.2. Procurement Category Identification.
Clearly select from the online form, the correct procurement category and reference code applied for, as listed in the official prequalification notice (e.g., TROC/PQ/001/2025–2028). A separate form must be completed online for each category of interest.
3.3. Completeness of Submission.
Submissions will be assessed for completeness, accuracy, and compliance with all instructions. Failure to provide all required documentation or submission of incorrect/inconsistent information may result in immediate disqualification.
3.4. Language.
All information must be provided in English. Where supporting documents are in another language, attach an official English translation.
3.5. Certification and Authorization.
The completed questionnaire must be signed and stamped by a duly authorized representative (Director or Partner) of the applicant organization. Each page should be initialled and stamped, with the final page fully signed and dated.
4. IMPORTANT NOTES FOR APPLICANTS.
4.1. Submission Deadline and Format

All prequalification applications must be submitted online on the following Microsoft Forms Link: https://forms.office.com/e/nVMFYWjTRq and complete bids with all required documents sent electronically by 4:00 PM (EAT) on 30th of September 2025. Applications received after the deadline will be automatically disqualified. Once the online questionnaire is filled, completed and submitted, all supporting documents as one SINGLE PDF attachment (Win zipped) must be sent via email to:tenders@trocaire.org. Suppliers can also share Google Drive LINK to their Single Document via email to the above addresses by deadline date of 30th September 2025.
4.2. Access to Prequalification Documents
Interested firms may download the official prequalification package through the link provided in the Trócaire public advertisement.
4.3. Purpose and Scope of Prequalification
The objective of this process is to establish a register of eligible, competent, and compliant suppliers/service providers who may be invited to participate in restricted procurement procedures over a 2-3-year period, with an option to renew for an additional 1 year.
4.4. No Guarantee of Engagement
Trócaire does not guarantee any volume or value of business to prequalified suppliers. Trócaire reserves the right to:
· Reject, suspend, or terminate any prequalification

· Add or remove suppliers from the approved list at its sole discretion

4.5. Evaluation and Communication
· Trócaire will engage an independent consultant to assess all submissions.

· Notifications of outcomes will be sent to applicants by 30th October 2025.

· Shortlisted suppliers will be formally added to Trócaire’s Approved Vendor List.

4.6. Requests for Clarification
All questions or requests for clarification must be submitted in writing only to the above email addresses no later than 20th of September 2025.
4.7. Additional Information Requests
Trócaire reserves the right to request additional documentation or clarifications from applicants during the evaluation process. Failure to respond within the timeframe provided will result in disqualification.
4.8. Site Visits and Verification
Trócaire may request to inspect the applicant’s premises as part of due diligence.
4.9. Confidentiality
All information submitted will be treated as confidential and used solely for the purposes of this prequalification exercise.
4.10. No Legal or Contractual Commitment
Participation in this prequalification does not constitute a contract or a commitment by Trócaire to engage any applicant.
4.11. Applicant Costs
All costs associated with the preparation and submission of this application shall be borne solely by the applicant.
4.12. Ethical Conduct
Trócaire enforces a zero-tolerance policy for unethical behavior. Any of the following shall result in disqualification and blacklisting:
· Corrupt practices: offering or soliciting anything of value to influence decisions

· Fraudulent practices: misrepresentation of facts or collusive arrangements to distort competition

4.13. Reporting Misconduct
Suspected corruption or misconduct in the prequalification process should be reported confidentially to: ethics@trocaire.org.
5. ADMISTRATIVE REVIEW, SCREENING AND EVALUATION
5.1. ADMINISTRATIVE REVIEW

During the administrative review, suppliers will be screened based on the submission of requisite documents that attest to the legal standing and operational status of their business. These documents are mandatory for confirming the legitimacy of the applicant, and failure to submit any of them - or submission of expired or invalid documents - may result in immediate disqualification from further evaluation. Each submission will be marked “Yes” or “No” against the checklist below to determine eligibility for progression to the next stage of evaluation:
	#
	Description of Required Documents to be provided by all Suppliers:
	Proceed to next Stage? Yes/No

	1. 
	Certificate of Incorporation - Legal Registration Documentation
	Y/N

	2. 
	Document Showing Real Owners of the Company
	Y/N

	3. 
	Physical Location of the Offices of the Company
	Y/N

	4. 
	Business/Professional Permit, License
	Y/N

	5. 
	Company TIN/PIN Certificate in Somalia
	Y/N

	6. 
	Tax Compliance Certificate or Evidence of paying taxes
	Y/N

	7. 
	Registration with a Relevant Professional (Trade) Body for Service Providers.
	Y/N

	8. 
	Consistence of Financial Data: Evaluation based on coherence across financial documents. Figures Must Match Audited Reports. Check for manipulation or mismatch between forms and attached financials
	Pass/Fail

	
	TO CONTINUE OF NOT TO CONTINUE TO THE NEXT STAGE
	Y/N


5.2. TECHNICAL EVALUATION
To qualify for consideration, applicants must meet the pre-set eligibility and evaluation criteria outlined in this pre-qualification process. A minimum score of 50 points is required to be deemed eligible. Suppliers will be evaluated across several key areas to determine their eligibility and capacity to be included in Trócaire’s prequalified supplier list for the 2025–2028 period.

First, the relevance of the supplier’s core business to the category applied for will be assessed based on company profile, registration documents, and supporting materials such as catalogues or websites. Suppliers must demonstrate that their operations align clearly with the goods or services they intend to offer.

Second, the evaluation will review trade and professional registration, where suppliers are expected to hold valid memberships or certifications with recognized regulatory or professional bodies relevant to their sector.

Third, the technical and professional capacity of the supplier will be examined. This includes reviewing the organizational structure, CVs of key personnel, staffing levels, and evidence of operational resources such as equipment, premises, or technical assets. These elements help verify the supplier’s ability to perform consistently and at scale.

Fourth, financial and economic capacity will be assessed by reviewing audited financial statements from the past three years, current bank reference letters, and annual turnover figures. This ensures the supplier has the financial stability and liquidity to fulfil contractual obligations.

Finally, suppliers will be evaluated on relevant experience and trade references. This includes reviewing past contracts, delivery notes, or LPOs from recent clients-particularly INGOs, UN agencies, or government bodies-along with declared credit terms and the overall quality and completeness of the submission. A signed declaration and professional presentation of documents will also form part of the final review.
5.3. SUPPLIER APPLICATION ON MICROSOFT OFFICE FORMS
Suppliers will be required to complete the Microsoft Forms questionnaire by entering all requested data and uploading supporting documents. The form is configured for real-time submission, enabling Trócaire to instantly access and organize the information for evaluation. All questions are mandatory and must be answered in full to ensure a fair and consistent assessment of all bids. Incomplete submissions will be automatically disqualified.
All Suppliers must copy and paste the following link to their browsers in order to respond to and or provide required information and  data: https://forms.office.com/e/nVMFYWjTRq.  

Suppliers will also be required to submit the required documents to the emails provided for verification purposes and to ensure authenticity of the information provided.  Suppliers are required to  prepare one single document in Pdf and submit it to : tenders@trocaire.org; cc: procurement-som@trocaire.org, by deadline date of 30th of September 2025.

TROCAIRE – SUPPLIER REGISTRATION QUESTIONNAIRE (2025–2028)
Prequalification Reference: TROC/P/PREQ/2025/2028
Deadline for Submission: 30th September 2025, 4:00 PM (EAT).
SECTION A: GENERAL INFORMATION

Procurement Category Applied For
(One category per form – refer to category codes e.g., TROC/PQ/001/2025-2028):



	PARTICULARS
	RESPONSE

	Full Registered Name of Organization
	

	Type of Organization (Company, Partnership, Sole Proprietorship, etc.)
	

	Type of Business (Agent, Broker, Retailer, Manufacturer, Service Provider)
	

	Full Physical & Registered Address of Principal Place of Business
	

	Full Postal Address
	

	Telephone Number(s)
	

	Mobile Number
	

	E-mail Address
	

	Website Address (if any)
	


Contact Person for this Application
	FIELD
	RESPONSE

	Name
	

	Job Title
	

	Office Telephone
	

	Mobile
	

	Email
	


SECTION B: COMPANY PROFILE

Please attach a detailed and up-to-date company profile and check the box for each supporting document below. Incomplete submissions may lead to disqualification.

1. Corporate & Legal Documents (Mandatory):
	Document
	Attached (✓)

	☐ Certificate of Incorporation / Registration
	

	☐ Valid Tax Compliance Certificate from KRA
	

	☐ PIN Certificate from iTax
	

	☐ Valid Business License or Operating Permit
	

	☐ Registration with Trade or Professional Body (if applicable)
	

	☐ Latest Company Ownership form (Equivalent to CR12 for Kenya) showing Beneficial Owners.
	


2. Company Background (Include in Narrative Profile):
· Nature of business, core focus areas

· Products and services offered

· Years in operation

· Annual business volume (USD)

3. Financial Capacity:
	Document
	Attached (✓)

	☐ Latest 3 Years Audited Financial Statements
	

	☐ Bank Reference Letter from Principal Bank
	

	☐ Bank Statement (last 3 months – optional)
	


4. Human Resources and Technical Capacity:
	Document
	Attached (✓)

	☐ Organizational Structure / Signed Organogram
	

	☐ CVs of Key Management Personnel (at least 2)
	

	☐ List of Technical/Operational Staff with roles
	

	☐ Proof of Assets/Facilities (Photos, Ownership, Leases)
	


5. Experience and References:
	Document
	Attached (✓)

	☐ 4 Recent Trade References / Recommendation Letters
	

	☐ List of Major Clients (past 2 years)
	

	☐ Samples of 5 Orders, Contracts, or LPOs
	

	☐ Marketing Brochures or Product Catalogues (if applicable)
	


6. Credit/Trade Terms Offered:
(Indicate your standard credit terms and check if supporting documentation is attached)
Standard Credit Term: ___________________________________
☐ Attached written statement / letter confirming trade terms

7. Additional Information (optional):
☐ Any other certifications, awards, or documents to support this application

SECTION C: DECLARATION / SWORN STATEMENT

I/We, the undersigned, do hereby declare that to the best of my/our knowledge and belief, the information given in this questionnaire is true and correct in every detail. I/We understand that any false or misleading information may lead to automatic disqualification or exclusion from future business with Trócaire.

I/We further authorize Trócaire to seek references and conduct due diligence as deemed necessary in connection with this application.

	FIELD
	RESPONSE

	Name of Authorized Signatory
	

	Position / Job Title
	

	Telephone Number
	

	Email Address
	

	Signature
	

	Company Stamp / Seal
	

	Date
	


TROCAIRE SUPPLIER PREQUALIFICATION 

PROPOSAL LAYOUT

Reference: TROC/P/PREQ/2025/2028
Period: June 2025 – May 2028
Submission Deadline: 23rd June 2025, 4:00 PM (EAT).
1. Cover Page

· Supplier name, logo (if applicable), and contact details

· Procurement category applied for (must match Trócaire reference code)

· Date of submission

· Signature and stamp of authorized representative

2. Table of Contents

· Clearly list all sections and document attachments with page numbers

3. Supplier Registration Form

· Complete the Supplier Registration Questionnaire (Section A–G)

· Ensure all fields are filled, signed, and stamped

· Include category reference (e.g., TROC/PQ/001/2025-2028)

4. Company Profile

· Company background

· Core business focus and alignment to applied category

· Years in operation

· Service locations and geographic coverage

· Management summary

· Overview of client sectors served

5. Legal & Statutory Documents (Mandatory)
Attach legible, valid copies of the following:

	Document
	Mandatory (✓)

	Certificate of Incorporation or Registration
	✓

	CR12 Form showing beneficial ownership
	✓

	Valid Business License/Permit
	✓

	Valid KRA Tax Compliance Certificate
	✓

	KRA PIN Certificate (from iTax)
	✓

	Registration Certificate with Relevant Trade/Professional Body (if applicable)
	✓




6. Technical & Human Resource Capacity

· Signed organogram/organizational structure

· CVs of at least two senior management staff

· List of technical/operational staff (name, designation, employment status)

· Asset Register: Owned vehicles, warehouses, ICT systems, equipment (attach photos or proof of ownership/leasing)

7. Financial Capacity

· Certified Audited Financial Statements for the past 3 years (ICPAK accredited auditor)

· Bank Reference Letter (on letterhead, signed and dated)

· Latest 3-month Bank Statement (optional but recommended)

· Summary of annual turnover for the last 2 financial years

· 8. Experience and References

· Table of past clients (last 3 years): Client name, contract value, contact person, nature of service

· Attach copies of:

· At least 4 recent Trade References or Recommendation Letters

· Sample contracts, LPOs, or delivery notes (minimum 5 samples)

9. Credit & Trade Terms

· Official letter declaring preferred payment terms (e.g., 60, 45, or 30 days)

· Highlight willingness to negotiate on terms

10. Product or Service Catalogue (If applicable)
· Attach brochures, product datasheets, catalogues, or case studies that demonstrate your offer

11. Quality & Compliance Documents (If available)
· ISO or other certification(s)

· Health, Safety, or Environmental compliance documentation

· Memberships in business or industry associations

12. Declaration Page

· Signed and stamped declaration statement (Section G of the Questionnaire)

· Authorizing Trócaire to verify references and conduct due diligence

13. Submission Format Instructions

· Submit all documents as a single, organized PDF, or bound hardcopy
· Each section should be clearly labelled and arranged in the order above

· Use section titles to separate major sections

· Ensure the document is signed and stamped where required

Prequalification Document
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