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Zambia National Commercial Bank

Request for Proposal

PROVISION OF PRINTING SERVICES ACROSS VARIOUS OFFICE AND BRANCH LOCATIONS FOR THE ZAMBIA NATIONAL COMMERCIAL BANK NETWORK BRANCHES FOR A PERIOD OF FOUR YEARS
Reference No: ZNCB/TD/IT/35/2022
The return date for responses against this RFP is 17th November, 2022 at 15:00PM.
Delivered in the requested manner and to the address advised.

Late responses will not be considered.

	 
	
	Date 20th October, 2022



Dear Sir,

TITLE: PROVISION OF PRINTING SERVICES ACROSS VARIOUS OFFICE AND BRANCH LOCATIONS FOR THE ZAMBIA NATIONAL COMMERCIAL BANK NETWORK BRANCHES FOR A PERIOD OF FOUR YEARS

Ref: ZNCB/TD/IT/35/2022, Return by 17th November, 2022
You are invited to submit your proposal against the requirements detailed in the Request for Proposal (RFP) attached. The information contained within this invitation shall be treated as “Commercial in Confidence” and shall also be subject to the terms of any related Non-Disclosure Agreement signed by the parties.

Part 1 of the RFP gives you information about Zanaco.  Part 2 is for you to answer and provide details as requested to support your proposal

Proposers are requested to provide one copy of their proposal in paper format and one copy in soft format (either Microsoft Office or PDF).  Submissions to this RFP must be returned by the time stated.  Late submissions may not be considered by Zanaco.

Your RFP must be valid for 3 months from the return date.

Queries

All queries should only be directed to the undersigned. We look forward to your responses soon.

Yours faithfully

Mundia Siyauya
Acting Head Procurement

	Part 1
ZANACO Profile 


1. Introduction


1.1 Procurement Policy on Bribery and Corruption

Zambia National Commercial Bank strictly adheres to professional work ethics and emphasizes zero tolerance to Bribery and any forms of corruption. It is our policy that suppliers involved in offering bribery will be terminated and be excluded from any potential engagement opportunity. 

1.2
Executive Summary of Project

This RFP is an invitation to prospective proponents to submit proposals for the provision of printing services across various office and branch locations for Zanaco for a period of four years. The successful company should be able to manage and meet the requirements for this activity.

The purpose of this RFP is to seek information from potential Bidder’s with an intention to establish an agreement between the Company and the successful Bidder. The Contract that follows this process shall bind the Company and the successful Bidder to perform in a specific way for an agreed duration to be agreed in the Contract in an event of the formation of the same.

2. Terms Governing This RFP


2.1 Recipients of this RFP are required to read all the information supplied and have a clear understanding of ZANACO’s requirements. Further information can be made available by contacting nominated persons in Section 4.  

2.2 It is a condition of this RFP that all mandatory requirements (indicated in the body of text by the word “must” or expressed or implied accordingly) are met in full.  Responses and proposals that do not conform to mandatory requirements will be deemed to be made on the basis that conformance is implied by the proposer. The contents of proposals must be submitted in the same order as that specified in this RFP.

2.3 Timeline to be observed for this RFP:
	Milestones
	Due Date

	RFP issued by ZANACO
	20th October, 2022

	Supplier acknowledgement to bid
	N/A

	RFP questions received by ZANACO in writing
	5 days before closing date 

	RFP questions responded by ZANACO
	3 days before closing date 

	RFP response due 
	17th November, 2022

	Pre-bid meeting
	27th October, 2022 at 14:30 hrs


2.4 All bids shall be submitted by providing one original and three copies of their proposal and will be deposited in the Tender Box, on the 4th floor of Zambia National Commercial bank, Head Office Building and should be addressed to:

The Secretary - Management Tender Committee

Zambia National Commercial Bank

Head Office Building, 

Cairo Road Lusaka 

Zambia

2.5 ZANACO reserves the right, without giving reasons, not to accept the lowest or any Proposal.  

2.6 ZANACO will not accept responsibility for any costs incurred in the formulation of proposal/s or any costs associated with, the requested proposals.

2.7 ZANACO shall deduct Withholding Tax from payments to suppliers to account for that tax to the local tax authorities. Any agreement with the supplier shall be subject to ZANACO being entitled to make these deductions so that ZANACO will not bear an unnecessary additional cost. Suppliers can usually claim a credit against their tax liabilities in respect of Withholding Tax deducted by ZANACO.

2.8 For the avoidance of doubt, this RFP does not constitute an offer by ZANACO and no contract shall be made by ZANACO pursuant to this RFP until agreement(s) between ZANACO and the successful supplier(s) is/are made in writing duly signed by both parties’ authorized signatories.

3.0        Supplier Actions Required for this RFP

3.1
Read Part 2 carefully which contains the following sections and complete them fully & clearly:

A. Supplier Declaration

B. Supplier Information Questionnaire

C. ZANACO Statement of Requirements & Supplier Response

3.2       Sign declaration (A) above indicating your compliance and acceptance of the terms of this RFP

3.3 
Provide your responses to (B) and (C) under the headings in this RFP. They must be precise and 
concise without unnecessary marketing/advertising materials.  If there is any other information 
which, it is felt should be included because of its relevance to the proposal please feel free to do 
so but this must be separate from the required structured response.

3.4 Addenda Notices: The Company may issue Addenda notices to the Bid Documents to advise of any changes and clarifications thereto or to respond to queries from Bidder’s or for any other reason that the Company deems necessary. Addenda Notices will be numbered and the Bidder shall acknowledge their receipt via email and their inclusion in its Bid.

The Company may issue additional information for reasons that the Company deems necessary at any time for Bid submission as nominated in the Invitation to Bid or subsequent Addendum. Such information shall be included in the Contract award.

The Company shall use its sole discretion to make any changes to the date of Bid closing from that advised in the Bid schedule which may result from an addendum. 

3.5 Any request for clarification must be sent in writing to the undersigned or emailed to: tenders@zanaco.co.zm ZANACO reserves the right to distribute answers to questions to other suppliers who may not have asked that question but where ZANACO feels that the answer corrects a mistake, adds clarity or removes ambiguity from the original RFP.

3.6 Authorized representatives of the firm shall initial every page of the RFP and No further questions will be taken or meetings held with regard to this RFP until after the receipt of proposal/s, unless otherwise advised by ZANACO.

3.7 Prices may be in form of per image cost. Please ensure the declaration is a computation of total cost per annum based on your image rates.

3.8 Confidentiality: The subject matter of the information provided or gained in relation to this Request for Bid may contain valuable property rights of the Company.  This information is to be treated in strict confidence by the Bidder and its employees and shall not be used except for the specific purpose of preparing and submitting a Bid. Upon receiving notice, unsuccessful Bidders shall return such information to the Company whose property it shall remain.

3.9 Submit response to ZANACO in line with the milestone dates stated in 2.3.  All responses and correspondence relating to this RFP should be addressed to:

Prepared by:

Procurement Unit

Zambia National Commercial Bank

Lusaka 

Zambia

	Part 2
Supplier Responses to this RFP 


A. Supplier Declaration

	To:
	The Head Procurement,

Zambia National Commercial Bank

Lusaka, 

Zambia.  




Dear Sir,

PROJECT TITLE: PROVISION OF PRINTING SERVICES ACROSS VARIOUS OFFICE AND BRANCH LOCATIONS FOR THE ZAMBIA NATIONAL COMMERCIAL BANK NETWORK BRANCHES FOR A PERIOD OF FOUR YEARS

We have read and have examined this Request for Proposal (RFP) document, Technical Requirements, Specifications, Guidance Notes and the terms and conditions issued with this Proposal.  We offer completion of the works required against this RFP for the total price per annum of:

………………………………………………………………………………………………………………………………………………………………………… excluding VAT or any other similar tax (in words).

This price is further broken down into individual components as requested in this RFP.

This declaration confirms that this Proposal is tendered as a bona fide competitive offer to ZANACO, and the information provided in the Supplier Information Questionnaire and Supplier Response to ZANACO Statement of Requirements are fully correct and complete.  

We, the undersigned further agree that if our offer in these documents is accepted by Zambia National Commercial Bank, the resulting contract, if any, shall be based on the ZANACO Standard Terms and Conditions issued with this RFP (subject to any permitted variations attached to this RFP).

	Signature:
	
	Date:
	

	Name:
	

	Job Title : 
	(Must  be at  least Director level)

	For and on behalf of:
	

	Address:
	

	
	

	Email:
	
	Tel:
	


B. Supplier Information Questionnaire

1.
Organization Profile
	1.1
Registration & Accreditation
	Compliance Statement (Y/N)

	Country of Registration & Registration Number (if relevant)


	

	Business address


	

	VAT (Value Added Tax) Registration Number


	

	Submit Certificate of incorporation

	

	Submit Tax Clearance Certificate


	

	Submit Paccra Print Out

	

	Attach two Reference Letters


	

	Letter Confirming Banking Details


	

	Letter confirming email address where Purchase Orders and queries will be sent to.


	


2.
Ownership & Financial Background 
	2.1
Financial-Related Information
	Compliance Statement (Y/N)

	Current annual reports or audited financial statements ((Unless previously provided within the last one year, Last 3 years’ accounts must be attached here))


	

	Last interim report (if available)   


	


3.
Track Record & Reference
	3.1
Industry Experience
	Compliance Statement (Y/N)

	How many existing clients you have and what countries are involved? Name your key clients.

	

	Major deals undertaken in the past 3 years


	

	Details of any cancelled deals in the past 


	

	3.2
Relationship with ZANACO
	Compliance Statement (Y/N)

	Product/services which you provide to ZANACO (currently or previously) 


	

	Value of your sales to ZANACO for the past 3 years and by product/services


	

	Percentage of your annual turnover ascribable to ZANACO


	

	Your current ZANACO contact person 


	

	Does your organization have a banking relationship with ZANACO?  If so, please describe the size of the relationship.


	

	3.3
Client Reference (Please provide at least 3 clients for deals similar in nature to this RFP)
	

	Names of companies which can provide reference to ZANACO


	
	
	

	Names & job titles of contact person


	
	
	

	Contact details (email address, address, office number)


	
	
	


C. Statement of Requirements & Supplier Response
Terms and Reference

Zanaco is seeking to engage a reputable and competent vendor for the provision of Managed Print Services across its enterprise. 

At a minimum, the services sought must meet the following specifications:

· Support for bulk document print, copy and scan operations.

· Scan to email functionality.

· Duplex printing capability print on both sides of a sheet of paper without manual intervention by the user.

· Document type/paper input mode selection.

· Support for centralized user and device administration.

· Support for centralized user authentication.

· Support for user PIN device authentication.

· Network, USB, Parallel or other connectivity options.

· Digitally signed printer drivers.

· Printing speed of at least 30 ppm

· Device administration and configuration.
· Dashboards and reports detailing printer inventory, jobs performed, users consuming services, toner/ink levels etc. 

The selected Bidder shall be expected to comply with the expectations outlined below.

D. Maintenance 
· The Bidder will assume full responsibility of maintaining and repairing of equipment once faulty and should strictly adhere to Service Level Agreement timelines. 

· The Bidder shall be responsible for the insurance of all leased equipment 

· The Bidder shall be responsible for the supply of consumables i.e. supply and installation of toner and inks and spares required for the equipment during the agreement period without additional cost to Zanaco

· The Bidder shall supply power protection devices to safe guard its equipment against power fluctuations/surges 

· The Bidder shall provide a maintenance schedule and define fault logging procedures with specified timelines 

· The Bidder will also carry out preventive maintenance on the equipment quarterly to reduce equipment downtime and increase availability.

E. Replacement and addition of Equipment 

· The bidder will replace the equipment if it cannot be repaired at no cost to Zanaco. 

· Zanaco may also request the replacement of equipment in case the equipment does not meet the business requirements 

· The agreement should allow for the addition of new equipment to the fleet without changing the parameters of the agreement i.e. duration, lease charges per unit per month 

F. Conditions

· Vendor should be able to monitor toner Levels and replace before depletion to prevent disruptions to operations

· Vendor to have a resource who do the rounds at Head Office and monitor levels of toner, Errors and Print levels 

· Preventive Maintenance should be conducted as per agreed schedule and evidence shared.

· Faulty Machines should be replaced immediately as per SLA 

· Software License should be shared with the Bank 

· Vendor should be able to resolve all issues with No Zanaco resource on the Ground and able to advise Zanaco in terms of any Printer requirements

G. Equipment

· Bidder should provide printing equipment to accommodate the printing requirements of Zanaco in designated areas around the country for the period of the lease - delivery and installation of equipment is the responsibility of the bidder. 

· The equipment must be from a reputable manufacturer to ensure easy maintenance and manufacturer’s authorization must be provided. Equipment should be ZICTA type approved. 
H. Desirable Qualities

· Managed Print services must be the Bidders core business.

· The bidder must have local presence for efficient support and logistical convenience.

· The bidder must at all times stock spares and consumables for quick resolution of faults and replenishment requests.

I. Please note that the Schedule of Zanaco Sites Requiring Service will be shared to vendors who will show interest in participating upon signoff of the NDA.
J. Price Schedule

The price schedule shall be submitted in two formats:

1. LOT 1

Option 1

· Price per page for color and price per page for black and white.

Option 2

· Fixed price per printer per month.

2. LOT 2


Purchase of equipment inclusive of maintenance plan for 4 years. Bidders must provide pricing per type of printer. See Table below for more tails on required format:

	No.
	Year 1
	Year 2
	Year 3
	Year 4

	1
	Cost of Equipment
	
	
	

	2
	Full Maintenance Cost
	
	
	


Note:

· The cost should include VAT

· Payment shall be made within 30 days after presentation of invoices and reconciliation e 

· Delivery period should be indicated per branch including the lead time for equipment supply and the lead time for installation.

· Manufacturer’s authorization certificate must be attached.

· ZICTA equipment type approval certificate.

· The lease shall be for 4 years

· All equipment supplied must be launched in 2021 and manufacturer’s confirmation/evidence must be provided.

· Award will be upon compliance to all the requirements
D
Evaluation Criteria

Qualification Criteria for award of contract

Award will be based on the requirements below, Preliminary and Technical 
Preliminary evaluation Criteria

The Qualification Information and Bidding forms to be submitted are as follows:  

To be eligible bidders shall submit the documents below which will be considered under Preliminary Evaluation: 
a) Copies of Valid Tax Clearance Certificate

b) Copies of Certificate of Incorporation/Registration (Must be incorporated as a limited company)
c) Supplier Declaration Form as provided in the bidding document to be properly signed by authorized executive officer named in the Power of Attorney 

d) Current (2022) PACRA form detailing names of directors
e) Manufacturers authorization letter
f) ZICTA equipment type approval certificate
g) Compliance to have the business continuity plan
Non-compliance with these requirements will result into disqualification of the bid 

1. Preliminary Evaluation Criteria

The bidders will be evaluated on the following points:

i. Signed supplier declaration form (5 Points)

ii. Certificate of incorporation (5 points)

iii. Tax clearance (5 points)

iv. Current PACRA form detailing names of directors/ list of shareholders (5 points)

v. Agreeable to business continuity plan set out in Appendix A (5 points)
vi. Manufacturers authorization letter (5 points)

vii. ZICTA equipment type approval certificate (5 points)

2. Technical Evaluation Criteria
i. References (signed reference letters from reputable organizations) 

a. More Three 3 reference letters 15 points

b. 2 -3 letters 10 points

c. 1-2 letter 5 points

ii. Bidder’s experience in providing the required or similar services;

· Five (5) years and above will grant the bidder 15 points

· Three (3) to four years’ experience will grant the bidder 10 points

· One (1) to Two (2) years’ experience will grant the bidder 5 points
iii. Methodology: 


Methodology (Adequacy of bidder's proposed methodology in response to the terms of 
reference attached) 


The evaluation criteria will be as follows:


1. Proposed methodology in meeting all aspects of the terms of reference - 20


2. Methodology provided meeting 75% and above of the terms of reference - 10


3. Methodology provided meeting below 75% of the terms of reference - 5

4. No methodology provided will not grant any points 

x.
The staff to work on the printers should poses qualifications in engineering and attach 
Curriculum Vitae (15 points)
Preliminary and Technical pass mark is 75%.

Only vendors who meet the pass mark will be considered for commercial evaluation. 

E
Price Schedule

The price schedule shall contain full details but not limited to the following:

   a. No advance payments shall be given to the supplier

   b. Payment will be made 30 days after completion of works;

   c. Delivery period to be stated
   d. Prices should be fixed and not subject to variation for the duration of the contract;
   e. Quotation validity shall be 90 days;

   f. The invoicing will be done quarterly

    g. Any other sales conditions;

Appendix A

Business Continuity Plan Requirements

1. The Vendor shall have in place at all times a Business Continuity Plan, prepared and maintained in accordance with Good Industry Practice, detailing the steps, actions and procedures to be implemented to ensure that the Bank continues to receive the Services agreed under the Contract and in accordance thereof, and that any adverse effect on the Bank is minimized, if any situation occurs (whether or not as a result of any acts or omissions of the Vendor and whether or not a Force Majeure Event) that materially and adversely impacts the Vendors’ ability to supply the Services or is likely to do so (a Threat).
2. The Vendor will maintain and test the Business Continuity Plan on a regular basis (and no less than annually) and permit the Bank to witness and verify the testing of the Business Continuity Plan.
3. The Vendor shall immediately implement the Business Continuity Plan if a Threat occurs. The Vendor shall provide a copy of the Business Continuity Plan to the Bank when requested and in any event shall inform the Bank of any changes made to it. 
4. All activities necessary for implementation of the Business Continuity and disaster recover obligations set out above shall be undertaken at no cost to the Bank.
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