	
	KEY QUESTIONS                 
	VENDOR INFORMATION FORM

Please type your answers clearly and use additional paper if needed to provide as much detail as possible in your answers to these questions. More details and facts are always better than fewer details. We will attempt to verify the facts you have listed below using our local staff in and around the country.

	1
	Contact name of reference
	

	2
	Title or position of contact
	

	3
	Phone Number(s) for contact
	

	4
	E-mail address for contact
	

	5
	Company name
	

	6
	Company address
	

	7
	Primary business of company
	

	8
	List branch offices and contact information where company has locations.
	

	9
	List manufacturers or brands your company currently represents.
	

	10
	Define type of representation of each brand (agent, dealer, authorized mfg rep, etc.) and whether it is exclusive.
	

	11
	Is company locally owned or foreign owned?
	

	14
	Please describe your recent work experience (last 12 months), providing equipment or services as defined in our specifications or statement of work.
	

	15
	List the names and current contact information for your top 5 clients in your last two projects.
	

	16
	Please provide information on location of sales and service departments for your company; please describe how you would effectively service and support a future contract.
	


Please attach the following documents:
1. Working experience with Development sector/INGO/UN agencies/Corporate house/Govt. 

2. Self-Declaration copy signed by an authorized person and stamped. 

3. The vendor information form above completed in full and signed and stamped by and authorized person. This form/information should not exceed fifteen (15) A4 pages including and printed broacher relevant to the goods/services to be procured. 

4. Business/Trade Licenses of similar category -copy of the updated Registration papers, the proof of last year tax return document, TIN & BIN. 

5. Last 2 consecutive years audited report /2 consecutive years bank statement. 

6. Membership/Local Distributors Authorized certification of renowned brand for the ICT category.
7. List of adequate technical people to manage the orders with minimum supervision (Where applicable). 

8. Please include a currently valid copy of the registration documentation. (If applicable)
9. Please use your organizational letter head pad to submit this form. 

ISO9001 ☐ Environmental Management ☐ Other Standard ☐Internal Procedures ☐None ☐Quality Certification 

Interested Companies must provide necessary documentation and information indicating that they are qualified to deliver the required products, ensure after sales service facility (where applicable), availability of appropriate skills among staff, etc). Failure to do so shall result in disqualification.
Submitted by:










Signature:

Name: 

Designation:

Mobile No.: 

Date: 


 



