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Commonly Used Procurement Terms  
 

Access to Government 
Procurement 
Opportunities (AGPO) 

The AGPO program is a government of Kenya initiative that facilitates 
enterprises owned by women, youth and persons with disability to 
participate in Government tenders  

Bid (same as offer, 
proposal, quotation or 
tender) 

An offer from a supplier, contractor or service provider in response to 
an invitation by a public entity 

Bidder  A person or entity who submits a bid in response to an Invitation for 
Bids (IFB), Invitation to Tender (ITT), or other formal solicitation type 
where price is the primary factor in the evaluation process for award  

Bid Bond (same as 
Security, Tender 
Security) 

It is a guarantee issued by a bank, approved insurance company, 
Sacco, Youth Enterprise Development Fund, Women Enterprise Fund 
or any Deposit Taking Microfinance Finance Institution that the bidder 
will not withdraw from the bidding process midstream. 

Contract A binding agreement made between two or more parties, which is 
intended to be enforceable at law 

Eligibility Qualification requirements spelt out in tender documents to meet by 
the bidders. 

Enterprise Business or company 

Procurement is the process of acquisition of goods, works or services by contractual 
means. 

Public procurement is the process that public entities such as state agencies/organs that 
use taxpayer’s money to purchase goods, works or services to deliver 
on their mandates. 

Procuring Entity A public body which is buying from suppliers, contractors or service 
providers. 

Pre-qualification An assessment, made by a public entity to a supplier on his / her 
experience and capacity before buying goods, services or works from 
the suppliers. 

Sub-contractor A supplier / contractor engaged by the main contractor / PE to fulfill 
part of a contract.  

IFMIS Is the Integrated Financial Management Information System (IFMIS) 
that is applied in the Kenyan Public sector for automated planning, 
budgeting, procurement, expenditure management and reporting 
system. 

IFMIS e-procurement is a module within the IFMIS that enables an automated procurement 
process that includes procurement planning, requisition, tendering, 
contract award and management, and payment 

LPO financing is a product designed for bidders to obtain the capital required to 
execute work orders. It also ensures continuity of operation as 
immediate working capital needs are met. 

Specification Exact needs spelt-out by the buyer which are supposed to be met by 
the supplier / contractor 

Tender A proposal, bid or offer that is submitted in response to a Request for 
Tender (or proposal/quotation?). It is one of several different market-
approach strategies.  
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1. Introduction 
 

Using public procurement as a means to empower marginalized communities , vulnerable 

populations and special groups is a growing and recognized strategy that is used in many parts of 

the world to combat poverty and promote inclusive economic growth. The Government of Kenya 

has over the years put in place a number of measures aimed at reducing barriers faced by 

marginalized and disadvantaged groups in doing business with government.  

 

In 2011, the Public Procurement and Asset Disposal (Preference and Reservations) Regulations, 

2011 under Legal Notice No. 58 came into effect. These regulations sought to promote local, 

national and regional industry and support socio-economic development in Kenya by preferring 

certain target groups (e.g., women, youth and persons with disabilities) by reserving specific 

categories of goods, works and services for them. In June 2013, the Public Procurement and 

Disposal (Preference and Reservations) (Amendment) Regulations, 2013 under Legal Notice No. 114 

was passed. According to these Regulations, a procuring entity must allocate at least 30% of its 

procurement spend to purchase goods, works and services specifically from micro and small 

enterprises owned by youth, women and persons with disability (PWDs).  A procuring entity shall 

implement this requirement through their budgets, procurement plans, tender notices and 

contract awards.  

 

In October, 2013, President Uhuru Kenyatta officially launched the Access to Government 

Procurement Opportunities (AGPO) program, which operationalized the implementation of the 

legal requirement to set aside at least 30% of government procurement opportunities specifically 

for enterprises owned by women, youth and Persons With Disabilities (PWDs). The aim of the AGPO 

program is to facilitate enterprises owned by women, youth and PWDs to participate in and benefit 

from accessing the huge opportunities that are currently available in doing business with the 

government. That said, Government business can be complex.  So how can you get your foot in the 

door? A common myth is that women, youth and PWDs do not really have a chance to get 

government contracts, but on the contrary they actually do.  

 

In September 2014, the number of registered and AGPO certified micro and small enterprises 

(comprised of women, youth and PWDs) was 14,644. By June 2017, the number increased to 

54,306 registered enterprises. In November 2017, the number rose again to 63,801 businesses, 

which indicated that many businesses owned by women, youth and PWDs were actively 

participating in the AGPO program. While these figures are probably below the set target, they 

indicate progress and signify steps in the right direction.  
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By the last count in September 2018, the number of registered enterprises under the AGPO 

program had fallen to 23, 794.1 Based on this information, there is clearly a need to continue 

sensitizing more women, youth and PWDs, particularly at the County level, to ensure they are 

aware of this existing but underutilized economic opportunity and therefore take full advantage of 

it. In that regard, this Beginner’s Guide will help to fulfil that purpose. 

 

Why this guide?  

The public sector is Kenya is broadly comprised of Ministries, Departments and Agencies (MDAs), 

Semi-Autonomous Government Agencies (SAGAs), State corporations, County Governments, 

universities, public hospitals, primary and secondary Schools, among others. The public sector 

spends large sums of money each year and is always looking for suppliers. No matter how small or 

how young your business is, there are many opportunities for you in the public procurement 

market.  In Kenya, these opportunities are now available to businesses owned by women, youth 

and PWDs under the government program known as AGPO.  

 

The Government of Kenya has made serious efforts to level the playing field by including 

‘disadvantaged groups’ (otherwise referred to as women, youth and PWDs). For example, 

businesses owned by women, youth and PWDs that are registered under the AGPO program are 

not necessarily required to have a financial history, experience, or submit bid bonds in order to 

participate in and benefit from government tenders. This guide is aimed specifically at businesses 

owned by women, youth and PWDs.  

 

The guide was developed by the Council of Governors (with technical and financial support from 

DFID through UNWOMEN).  Our interest is simple.  We would like more women, youth and PWDs 

to participate and benefit from government contracts through the AGPO program. The main 

purpose of this guide is to offer information on:  where to find opportunities, provide an overview 

of the procurement cycle in a simple manner, provide tips to businesses owned by women, youth 

and PWDs and contact information about some of the key bodies or stakeholders found in the 

public procurement sector. So, whatever your business there are several opportunities for you to 

sell your goods and services to the public sector. 

Who is this guide for? 

This guide is for potential bidders (particularly, women, youth and PWDs) that are interested in 

participating in and benefiting from government tenders through the AGPO program.  

 

                                                 
1 Information source from presentation from Prof. Tabitha Kiriti Nganga, University of Nairobi, School of Economics on 28th 

September 2018. 
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What does this guide cover? 

There is a general lack of awareness among women, youth and Persons with Disabilities, 

particularly at the County level about the AGPO program. This Beginner’s Guide seeks to raise 

awareness of potential bidders by informing and educating them about existing opportunities for 

doing business with the government and how they can go about it. In this regard, this guide 

provides answers to basic questions such as:  

• What steps can I take to register a business?  

• What are the mandatory and key documents required to participate in procurement?  

• Who are the key players in the procurement ecosystem?  

• What is the government procurement cycle? 

• Who does the government buy from?  

• Where can I get information on tenders?  

• What does the government buy?  

• How does the government buy?  

• What are the existing opportunities for enterprises owned by women, youth and persons with 

disabilities can access? 

• How can I prepare a winning bid? 

2. Definition of an enterprise owned by women, youth and PWDs 
 

 

 

 
 

 

 

Woman owned business 

 

A ‘Woman” is defined as a 

person of the female gender 

who has attained the age of 18 

years. 

 

A woman owned business is a 

legally registered entity with at 

least 70% ownership of 

woman and 100% led or 

managed by a woman.  

 

Youth owned business 

 

A “Youth” is defined as a person 

between the ages of 18 years 

and 35 years. 

 

A youth owned business is 

legally registered entity with at 

least 70% ownership of youth 

and 100% led/managed by a 

youth(s).  

 

Person with disability owned 

business 

 

A” Person with Disability” is defined 

by the Persons with Disabilities Act, 

2003 as a physical, sensory, mental 

or other impairment, including any 

visual, hearing, learning or physical 

incapacity, which impacts aversely 

on their social, economic or 

environmental participation. 

 

A PWD owned business is legally 

registered entity with at least 70% 

ownership of persons with disability 

and 100% led/managed by persons 

with disabilities.  
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What are the benefits to you as a woman, youth or PWDs owned business in doing 
business with the Government?  

• The public sector is big buyer and spends huge amounts every year to purchase goods, works 

and services to deliver on its mandate. It is thus a highly lucrative market opportunity. 

• The sector is governed by clearly set rules and regulations underpinned by the key tenants of 

procurement i.e. value for money and in the best interest of the organization and guided by 

principles (right time, right place and right quantity). 

• Supplying to the government is a good entry point to explore other market opportunities such 

as private sector, export sector, and even the UN global market) 

• Experience supplying to government is a plus point for your business profile (it’s like building 

your CV). 

What are the benefits for the government in buying from businesses owned by women, 
youth and PWDs?  

The Government of Kenya is committed to ensuring a more inclusive government supply chain 

because it believes strongly that procurement can be a vehicle for addressing poverty and for 

employment creation.  In addition, doing business with women, youth and PWDs can offer: 

 

1. Larger pool of supplier to solicit from (greater competitiveness). 

2. New ideas (innovation). 

3. Greater flexibility. 

4. Responsiveness 

 

3. How can I be ready to do business with the Government of Kenya? 
 

It is important to note that the government only engages in business with legally recognized 

entities.  This means that you must have a legally registered business. In case you have not formally 

registered your business, the starting point is to register your business. So here we bring you very 

useful information about business registration process, types of business and other criteria on what 

is required to register for the AGPO program.  Once you are procurement ready, the next step is to 

find opportunities, which will be addressed later in this guide. Figure 1 provides the steps that you 

will need to follow in order to participate in the AGPO program.  
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Figure 1: Steps required to get an AGPO certificate 

 

Step 1 – Choose a legal entity and register your business  
 

For you to be able to supply goods, works, or services to the government, you must first register a 

business entity. A business entity is a legal entity that is formed and administered as per the 

commercial law in Kenya, which enables you to engage in various business activities. There are 

three common types of business entities in Kenya - sole proprietorship (Business Name), 

partnership or a limited liability company. Registering a business in Kenya today takes 3 simple 

steps. 

  

 

 

 
 
 
 

Figure 2: Steps to register a business in Kenya 

 
How to register a sole proprietor/business name 
 

This is an unincorporated business with only one owner. It offers complete managerial control to 

the owner and is the simplest business to set up or take apart. You can register your sole proprietor 

business online at the e-citizen portal or at the Huduma Center nearest you as shown indicated in 

Table 1. 

 

Step 1 

 

Step 2 

Step 3 

 

Step 4 

 

Step 5 

 

Step 6 
 

Step 7 

Get the necessary documents after you register your business 

 

Register to be a taxpayer with KRA and apply for your Personal Identification Number 
(PIN), Tax Compliance Certificate (TCC) and relevant taxes 

 

Register your business with the relevant regulatory bodies (e.g., NCA, ERC, NCPWD, etc.) 

 

 

 Open a bank account in the name of the business. 

Develop a business profile for your company 
 

 
Once you have all the above-mentioned documents, you are eligible to apply for an 
AGPO certificate. 

 

Register your business 

 
Apply for Name Reservation 

 

 
Apply for a Business Permit 

Apply to register for legal 
entity (online or at Huduma 

center) 
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Table 1: How to register a Sole Proprietor/Business Name 
 

How to register a Sole Proprietor/Business Name 
company online 

How to register a Sole Proprietor/Business Name 
company at Huduma Center 

Register an E-citizen account: 
 

• If you do not have an e-citizen account, simply 

open one. All you need is an email and your 

phone number. Login to: 

https://accounts.ecitizen.go.ke/register 

Go to the Huduma Center closest to you: 
 

• There is a Huduma Center located in each of the 

47 counties. To access services, look for the 

Huduma Center nearest you. 

 
 

1. Conduct a name search online:  
• After successful login, go to “Business registration 

service” and choose the type of business you 

would like to register.  

• Click on the name search and reservation link and 

choose “Apply now”  

• Only one name search is allowed at a time. 

• You will get the result of the name search after 24 

hours. 

• Each will be You will need to pay Ksh. 150/-2 for 

each name search.  
 

1. Conduct a name search: 
• Conduct a name search for your business.  

• Go to counter 35 to pay for the business names 

that you want to search for.  

• Each name search costs Ksh. 100/- 

• Once a name is available, it is reserved for a 

period of 30 days. 

 

2. To register a sole proprietor business online: 
 

• After successful login, go to:  

http://ebusiness.go.ke/ebusiness.html  

• Click on “Business registration service” and 

choose the Business Name option. 

• If your chosen name is available, fill out Form 

BN/2 that is available online. 

• You will need to pay Ksh. 1,000/- to register your 

business. 

• Scan and upload copies of your ID/Passport, KRA 

PIN certificate and colored passport size photo 

• The registration process will take one week. 

• Your company registration certificate will be 

available on your eCitizen account. 
 

2. Register a sole proprietor business: 
 

• Go to Sheria House located at Harambee Ave. in 

Nairobi. 

• Fill out Form BN/2 

• You will need to pay Ksh. 850/- to register your 

business.  

You will be issued with a receipt. 

• Go back after 7 days to check if the certificate is 

ready.  

• Use the receipt to collect the business 

registration certificate from Sheria House. 

 

3. Apply for a business permit: 
 

• For you to conduct business, you need an annual business permit from the County. You get apply for the 

permit from Huduma center. The cost depends on the size of your premises and industry you operate in. 

 
 
2. How to register a Partnership 
 

A partnership can have up to 20 people who join to carry on a trade or business. Each person is 

expected to contribute money, property, labor or skill, and thereafter share in the profits and losses 

of the business. Partners are personally liable for law suits filed against the business. You can 

                                                 
2 The cost of conducting is Ksh. 100/- but there is an additional cost of Ksh. 50/- for doing a name search online. 

https://accounts.ecitizen.go.ke/register
http://ebusiness.go.ke/ebusiness.html
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register your sole proprietor business online at the e-citizen portal or at the Huduma Center 

nearest you as shown indicated in Table 2. 

 
Table 2: How to register your Partnership Company  
 

How to register a Partnership online How to register a Partnership at Huduma Center 

Register an E-citizen account 
 

• If you do not have an e-citizen account, simply 

open one. All you need is an email and your 

phone number. Login to: 

https://accounts.ecitizen.go.ke/register 
 

Go to the Huduma Center closest to you 
 

• There is a Huduma Center located in each of the 

47 counties. To access services, look for the 

Huduma Center nearest you. 

1. Conduct a name search online:  
 

• After successful login, go to “Business registration 

service” and choose the type of business you 

would like to register.  

• Click on the name search and reservation link and 

choose “Apply now”  

• Only one name search is allowed at a time. 

• You will get the result of the name search after 24 

hours. 

• Each will be You will need to pay Ksh. 150/-3 for 

each name search. 
 

1. Conduct a name search: 
 

• Conduct a name search for your business.  

• Go to counter 35 to pay for the business names 

that you want to search for.  

• Each name search costs Ksh. 100/-. 

• Once a name is available, it is reserved for a 

period of 30 days. 

• check if the certificate is ready.  

• Use the receipt to collect the business 

registration certificate from Sheria House. 
 

2. Register a partnership business online 
 

 

• After successful login, go to:  

http://ebusiness.go.ke/ebusiness.html  

• Click on “Business registration service” and 

choose the Partnership option. 

• If your chosen name is available, fill out Form 

BN/2 that is available online. 

• You will need to pay Ksh. 1,000 to register your 

business. 

• Scan and upload copies of your ID/Passport, KRA 

PIN certificate and colored passport size photo 

• The registration process will take one week. 

• Your company registration certificate will be 

available on your eCitizen account. 
 

2. Register a partnership business 
 
 

• Go to Sheria House located at Harambee Ave. in 

Nairobi. 

• Fill out Form BN/2 

• You will need to pay Ksh. 850/- to register your 

business.  

You will be issued with a receipt. 

• Go back after 7 days to check if the certificate is 

ready.  

• Use the receipt to collect the business 

registration certificate from Sheria House. 

3. Apply for a business permit 
• For you to conduct business, you need an annual business permit from the County. You get apply for the 

permit from Huduma center. The cost depends on the size of your premises and industry you operate in. 

 
 
 
 

                                                 
3 The cost of conducting is Ksh. 100/- but there is an additional cost of Ksh. 50/- for doing a name search online. 

https://accounts.ecitizen.go.ke/register
http://ebusiness.go.ke/ebusiness.html
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3. How to register a Limited Liability Company 
 

A limited liability company (LLC) is an independent legal entity that is separate from its owners, so 

requires you to comply with more regulations and tax requirements. You can register your limited 

liability company either online at the e-citizen portal or at the Huduma Center nearest you as 

shown indicated in Table 3. 

 
Table 3: How to register your limited liability company 
 

How to set up your company online How to set up your company at Huduma 

Register your E-citizen account 
• If you do not have an e-citizen account, simply open one. 

All you need is an email and your phone number. Login to: 

https://accounts.ecitizen.go.ke/register 

Go to the Huduma Center closest to you 
• There is a Huduma Center located in 

each of the 47 counties. To access 

services, look for the Huduma Center 

nearest you. 

1. Conduct a name search online 
• After successful login, go to go to:  

http://ebusiness.go.ke/ebusiness.html  

• Click on “Business registration service” and choose the 

Limited Liability Company option.  

• Click on the name search and reservation link and choose 

“Apply now”  

• Only one name search is allowed at a time. 

• You will get the result of the name search after 24 hours. 

• Each will be You will need to pay Ksh. 150/-4 for each name 

search.  

1. Conduct a name search 
 

• Conduct a name search for your 

business.  

• Go to counter 35 to pay for the business 

names that you want to search for.  

• Each name search costs Ksh. 100/-. 

• Once a name is available, it is reserved 

for a period of 30 days. 

• check if the certificate is ready.  

• Use the receipt to collect the business 

registration certificate from Sheria 

House. 

2. Register a limited liability company online 
• If your chosen name is available, download and fill out the 

CR1 registration form. 

• Fill out the shareholder and director information. 

• Fill out the shareholding details. 

• Download and fill form CR8, which provides a notification 

of the director(s) residential address 

• Upload scanned copies of the national IDs or passports, PIN 

certificates of director(s) and/or shareholder(s), including 

recent color passport-sized images for registration on the 

iTax platform. 

• Fill the statement of nominal capital. 

• The cost of registering an LLC is Ksh. 10,650/- 

• To get the actual registration certificate, print out all the 

forms in hard copy and take them to Sheria House. The 

process will take about one week. 

2. Register a limited liability company: 
• Download and complete the forms to 

register a limited liability company and 

drop them off at the nearest Huduma 

Centre. 

• Pay a standard fee of Ksh. 10,000. 

• Collect the certificate of incorporation 

from the Registrar of Companies. 

 
 

                                                 
4 The cost of conducting is Ksh. 100/- but there is an additional cost of Ksh. 50/- for doing a name search online. 

https://accounts.ecitizen.go.ke/register
http://ebusiness.go.ke/ebusiness.html
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3. Apply for a business permit: 
• For you to conduct business, you need an annual business permit from the County. You get apply for the 

permit from Huduma center. The cost depends on the size of your premises and industry you operate in. 

 

Step 2 – Get the necessary documents after registering your business  
 

Regardless of whether you register a sole proprietorship (business name), partnership or limited 

liability company, make sure you get the following mandatory documents: 

 

• For a Sole proprietorship: get a certificate of registration from Huduma Center or print it online 

(if you applied online). 

• For a Partnership: get a partnership deed that outlines the shareholding of the partnership. 

Ideally, the deed should be prepared by a lawyer; and  

• For a Limited liability company: get a CR12 form. This is a form that provides a list of directors 

and shareholders of your registered company. You can get this list from the registrar of 

companies and it is issued once your company has filed returns at the registry. Ensure you also 

have the Memorandum of Understanding and Articles of Association (MemArts) from the 

Registrar of Companies. 
 

 

Step 3 – Register to be a Taxpayer with the Kenya Revenue Authority 
 

Register your details on iTax 
 

• To operate a business in Kenya, you must register the business for taxation with the Kenya 

Revenue Authority (KRA) using an online platform, iTax.  

• Registering your details on iTax will enable you to generate a Personal Identification Number 

(PIN) certificate, access services such as a Tax Compliance Certificate (TCC), and to pay your 

taxes. 

• You must first have a Personal Identification Number (PIN) Certificate to enable you to register 

for the taxes that are relevant to your business such as Value Added Tax (VAT), Turnover Tax, 

and Local Service Tax. You will need to register for Pay as You Earn (PAYE) Income Tax if you are 

going to hire employees for your business. 

 

For more information on how to apply for your tax identification number (i-Tax) online for I-Tax go 
to: https://itax.kra.go.ke/KRA-Portal/ 
 

https://itax.kra.go.ke/KRA-Portal/
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Did you know? 
 
A PIN is an important 
document that is used in 
the registration of new 
business, to open a bank 
accounts, and to access 
government 
tenders/contracts and to 
request business 
permits/trade licenses? 
 

 

 

Did you know? 
 
• A TCC is a mandatory 

document when applying 
for government tenders. 
It’s like a certificate of 
good conduct that is 
issued by the Directorate 
of Criminal Investigations.  
 

• You must apply for TCC 
every year because it 
expires after 12 months.  

 

 

 

Apply for a Personal Identification Number (PIN) 
  
Your application for a company Personal Identification Number (PIN) can be done online: 

 

• Submit the Certificate of Incorporation for your Business, 

• You will receive the log in details that will enable you to 

proceed with the online Tax Registration 

• You will still need to visit the KRA office to authenticate your 

documents. 

 

 

For more information on how to apply online for a PIN Number, 

go to: http://www.kra.go.ke/index.php/kra-portal 

 
 
 
Apply for a Tax Compliance Certificate (TCC) 
 

A Tax Compliance Certificate (TCC) is document that confirms that you are tax compliant and that 
have never evaded tax. If you do not have a TCC, you can apply directly online to the Kenya 
Revenue Authority as follows: 
 

• Log onto https://itax.kra.go.ke/KRA-Portal/ using your PIN 

number, which will take you to the home screen. 

• Go to the “Certificates” tab and choose the “Apply for Tax 

Compliance Certificate (TCC)” option from the drop down 

menu. 

• Fill out the application form by giving a reason for your 

application – the PIN number and company name are 

automatically filled out – and when done, click the “Submit” 

button. 

• The system will acknowledge receipt of your application and 

give you back an “Acknowledgement number” and an 

“Acknowledgement receipt” for download. You should 

download this receipt for future reference. 
 

For more information on how to apply online for a TCC, go to:  https://itax.kra.go.ke/KRA-

Portal/main.htm?actionCode=showOnlineServicesHomeLnclick 

 

http://www.kra.go.ke/index.php/kra-portal
https://itax.kra.go.ke/KRA-Portal/main.htm?actionCode=showOnlineServicesHomeLnclick
https://itax.kra.go.ke/KRA-Portal/main.htm?actionCode=showOnlineServicesHomeLnclick
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Did you know? 
 
You should only register for 
VAT only if the annual 
turnover (i.e., the revenue 
or income your business 
gets from its normal 
business activities from 
sales of goods & services to 
customers) is more than 
Ksh 5M. 

 

Register for a Value Added Tax (VAT) if applicable 
 

VAT is a general consumption tax on value added goods and services. 

The tax applies to commercial activities involving the production and 

distribution of goods and provision of services: 

 

• Registration for VAT can be done online 

• You must submit the Certificate of Incorporation for your Business 

• You will receive the log in details that will enable you to proceed 

with the online Tax Registration. 

• You will still need to visit the KRA office to authenticate your 

documents. 

 

For more information on how to apply online for a PIN Number, go 

to: http://www.kra.go.ke/index.php/kra-portal 

 

Step 4 –Certifications from professional and regulatory agencies 

 
Once your business is registered, you will need relevant certifications from professional and 

regulatory agencies. For example: 

• Businesses interested in construction need a certificate from the National Construction 

Authority  

• Businesses interested in bidding for electrical contracts need certification from the Energy 

Regulatory Commission (ERC). 

• Businesses interested in catering services need a certificate from the Ministry of Health (public 

health department). 

• Enterprises owned by PWD should have a certificate from the National Council for Persons with 

Disability (NCPWD). 

 

Step 5 – Open a bank account and develop your business profile 

 

Bank Account 

 

You must open a bank account in the name of the business. This is because the AGPO Secretariat 

will require you to submit an original bank statement, including a letter of reference from your 

bank, which is not more than 3 months from the time of applying for an AGPO certificate. 

 

http://www.kra.go.ke/index.php/kra-portal
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Did you know? 
 
• Registration of AGPO 

businesses by the National 
Treasury is free of charge. 

 
• Once your business is AGPO 

certified, you are considered 
to be automatically pre-
qualified. 

 
• With an AGPO certificate, your 

company is not required to 
submit a bid bond. 

 
 
 

 

 

Step 6 – Develop your business/company profile 

 

Prepare a Business/Company Profile 

 

Businesses owned by women, youth and PWD should create a company profile. The AGPO 

Secretariat will require you to submit your business profile when applying for an AGPO certificate. A 

business profile is basically the CV of the company and it should provide a general overview and 

description of the company’s mission, vision, including the company’s location and contact details. 

Make sure you indicate whether the company deals with goods, services or works. 

 
Step 7 – Apply for your AGPO Certificate 

 
Any business wishing to participate in public procurement preferences and reservations scheme 

must apply for registration with the National Treasury or the respective County Treasury where 

they operate.  

 

There are three categories (i.e., women, youth and PWDs) that you can apply for and five sectors 

available under the AGPO program (e.g., general supplies, ICT, agribusiness, professional services 

and construction). When applying for your AGPO certificate, you must specify the correct category 

and the specific sector your business operates is in (i.e., General Supplies, ICT, Agribusiness, 

Professional Services and Construction). 

 

You can apply for an AGPO certificate at the Huduma center closest to you. Huduma centers are 

basically a ‘one stop shop’ where the public can access integrated Government services (such as 

national identity card, business name search, register a business name, apply for a business 

licenses, including an AGPO certificate.   

 
You can also apply for an AGPO certificate, online by logging on to: www.agpo.go.ke 
 
• Create an account by filling in your personal details, email 

address and set your password. An activation link will be 

sent to your email account. 

• Open your email and check for the activation email in the 

inbox.  

• Click on the link sent to your email address to activate your 

AGPO account. 

• Log into the AGPO system under returning user page, using 

the email address and the password you had set up earlier. 

• Register your business by providing information in the 

required fields and ensure you attach the scanned 

documents that are required. 

http://www.agpo.go.ke/
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• An AGPO certificate is valid for a period of five years (one term) that is renewable for another 

term upon provision of adequate reasons. Once it expires, you renew it for an additional term 

of 5 years.  

 

Additional documentation 

 

See Annex 1 for additional documents that you will need in order to effectively run and manage 

your business. These include: 

• Business Permit 

• National Hospital Insurance Fund (NHIF) 

• National Social Security Fund (NSSF) 

 

 

4. Principles of Procurement 
 

Principles of procurement entails the acquisition of goods, works and services in the most cost 

effective manner to ensure that they are provided in the right quantities, at the right quality, from 

the right source in timely and right delivery period at the right price. 

 
 

 
 
 
 Figure 3. Principles of procurement 
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5. Key actors in the public procurement ecosystem 
 

Public Procurement Regulatory Authority (PPRA) 
 

• The Public Procurement Regulatory Authority (PPRA) is a state corporation that is responsible 

for the implementation of the Public Procurement and Disposal Act (PPDA), 2005 and its 

attendant Regulations.  

• PPRA is responsible for ensuring that public procurement in Kenya is undertaken in an open, 

fair, transparent and competitive manner.  

• PPRA has an online tenders portal that provides information about procuring entities, suppliers, 

tender notices and contracts that have been awarded.  

• PPRA also has a section on its website that provides suppliers with information about market 

prices, which is helpful in giving you an idea of how to cost your bid.  

• PPRA has developed Standard Tender Documents on different procurement categories (i.e., 

goods, works and services). All public entities use these standard tender documents to purchase 

goods, works and services. It is good to be familiar with tender documents from each category. 

(See Annex 2 for the contact details of PPRA). 

 

Public Procurement Administrative Review Board (PPARB) 

 

• The Public Administrative Review Board (PPARB) is an independent procurement appeals 

review board that was set up to review, hear and determine tendering and asset disposal 

disputes.  

• The main function of the Board is to receive and judge applications for administrative review 

from persons who claim to have suffered or are at risk suffering loss or damage when a 

procuring entity fails to follow procurement laws.  

• The Board is made up of six members nominated from various professional associations and 

three other members appointed by the Minister for Finance. (See Annex 2 for the contact 

details of PPARB). 

 

The Kenya Institute of Supplies Management (KISM) 
 

• The Kenya Institute of Supplies Management (KISM) was established in 1976 as a membership 

organization for professionals engaged in procurement and supply chain management. The 

Supplies Practitioners Management Act, 2007 elevated KISM to a national body.  

• KISM aims to enhance integrity and professionalism among its members, and it offers 

customized procurement and supply chain training programs.  

• It is legally mandated it to oversee registration, regulation, training, promotion of standards and 

handling of disciplinary issues of professionals in procurement and supply chain management in 

Kenya, in both the private and public sectors. (See Annex 2 for the contact details of KISM). 
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The National Treasury (AGPO Secretariat) 
 

The AGPO Secretariat is based in the National Treasury, and is responsible for the implementation 

of the preference and reservation scheme under the Act. The secretariat:  

 

• Registers, prequalifies and certifies target groups (e.g. women, youth or persons with 

disabilities) provided for in the Act.  

• Trains and builds the capacity of the above-mentioned target groups. 

• Provides technical and advisory assistance to procuring entities in the implementation of the 

preferences and reservations under the Act.  

• Monitors and evaluates the implementation of the preferences and reservations under the Act. 

(See Annex 2 for the contact details of the AGPO Secretariat). 

 

Procuring Entities 
 

A Procuring Entity is a public body that buys goods, works, or services from suppliers, contractors or 

service providers as shown in Table 4. 

 

Table 4 
 

Class A Class B Class C 

Ministries County Governments Other local Authorities  

State Corporations Cooperative Societies District Hospitals, Sub-District 
Hospitals 

 Universities Health centers/Dispensaries 

 Colleges Constituency Development Fund 
Committees 

 Primary and secondary schools  

 Judiciary Voluntary 
Organizations/Institutions  

 Commissions  

 Parliament  

 Provincial Hospitals  

 Semi-Autonomous Government 
Agencies (SAGAs) 

 

 

 
See Annex 2 for contact details of other institutions whose services you will require in order to 
effectively participate in government tenders. 
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6. What is the typical procurement cycle? 
 

The procurement cycle is a cyclical process that shows the key steps that are used to procure goods 
or services. As a bidder, there are things you need to bear in mind at each stage of the tendering 
process.  While some steps might seem obvious, this section is meant to guide you through each 
step of the procurement process, particularly from a bidder’s perspective. 
 
Figure 1 shows you the common stages of procurement. 
 
  
 

Tender 
Documents

Tender 
Invitation

Tender 
Preparation

Tender Opening

Tender 
Evaluation

Tender 
Adjudication & 

Award

Notification of 
Tender Award

Contract 
Signature & 

Performance

 
 
 

Figure 4 – Key stages in procurement 
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Table 5 provides an overview of the flow of activities from one procurement step to another, together with a 
brief description of what happens at each step and what you need to know at each stage. 
 
Table 5: Procurement process 
 

Needs identification 
 The public entity prepares technical specifications or TORs for the goods and services required. 
 

 

 

Tender Advertisement 
 The procurement department prepares the Standard Tender Documents (provided by the PPRA). 
 Tenders /pre-qualification notices are advertised and suppliers to invited to apply competitively. 

 

 

Tender Preparation 
 Bidders can download tender forms online or purchase them from the procuring entity for a nominal fee.  
 Bidders are expected to competitively apply for tender according to the terms specified in the Terms of 

Reference. 

 

 

Tender Opening 
 The supplier is responsible for ensuring their bid is received at the correct address before the end of the 

deadline.  
 Bids are normally opened in a public meeting.  
 Interested suppliers may attend the tender opening where the contents of each bid offer are read out and 

recorded in writing. 

  

 

Tender Evaluation 
 Once the bidder submits the tender document, it undergoes several stages of evaluation, which is conducted 

by various committees (e.g., tender committee, evaluation committee) of the procuring entity. 

 

 

Contract Notification 
 All bidders, whether successful or not, are supposed to be notified about the results of the evaluation process 

within 14 days, for both international and national open tenders. 

 

 

Contract Award 
 An initial review of the offers received is usually done at the bid opening meeting, and at the beginning of the 

evaluation process to determine whether or not the bid is complete and it responds to the tender documents.  
 If the bid is deemed to be technically compliant, a price review is undertaken at this stage.  
 The bid with the lowest evaluated bid price is the one that is usually recommended for contract award. 

 

 

Contract Management 
 The successful bidder is formally contracted by the public entity.  
 The contract preparation period should be within 14 days after expiry of the notification period.  
 Once this process is finalized, the public entity is required to manage the delivery of the goods or services, and 

ensure delivery at the right time and based on the specifications of the terms of reference. 
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7. Who does the Government Buy from?  
 

The Government of Kenya buys from a variety of suppliers, including: 

 

• Local contractors (if registered in Kenya),  

• Citizen contractors (if its owners are Kenyan citizens) 

• Small and Medium Enterprises (SMEs) 

• Enterprises owned by women, youth and PWDs  

• Joint ventures or sub-contracting arrangements (foreign contractor enters into written contract 

with local contractor who has a majority share 

 

8. Where can I find information on government tenders? 
 

Tender notices are circulated and advertised in a wide range of print and electronic media. Bidders 

are given 14 days to either purchase tender documents from a public entity or download tender 

document from the website. You can find information on government tender from the following 

sources: 

 
• Public procurement information portal: is the most comprehensive online platform for 

information on government tenders. Go to https://www.tenders.go.ke/website to search for 

information on procuring entities, suppliers, tender notices, including contracts that have been 

awarded. Procuring entities upload information to this website on a monthly basis by 15th of 

every subsequent month. 

 
• AGPO website: provides access tenders that have specifically been set aside for women, youth 

and persons with disabilities. Go to the AGPO website on: 

https://www.agpo.go.ke/pages/tenders. 

 
• Individual Public Entity websites: public entities regularly advertise on their websites. If you are 

interested in supplying a specific Ministry, Department, Agency or county government, you can 

go directly to their website to search for any current opportunities. 

 
• Digital platforms/local websites: such as www.tenders.go.ke, www.tendersoko.co.ke 

or www.tendersunlimited.com provide information on AGPO tenders as well as open tenders. 

 
• Notice Boards: government tenders below certain thresholds are usually not advertised. 

Instead, such tender notices are placed on the notice boards of the procuring entities, national 

provincial administration offices, and chief’s camps. 

 

https://www.tenders.go.ke/website
http://www.tenders.go.ke/
http://www.tendersoko.co.ke/
http://www.tendersunlimited.com/
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Tips to increase your chances to win tenders 
 
• Be alert about developments in your sector (agriculture, construction, energy, services etc.). 
• Seek out training opportunities (there are several on-line options that are free of charge...simply 

look for them). 
• Try to attend as many “meet the buyer sessions” as you can. There are organized by Pes. When you 

attend, ask many questions, make as contacts as possible and proactively look for opportunities. 
• Carry copies of your business profile with you to these ‘meet the buyer forums’. 
• Network with other entrepreneurs in your chosen sector and ask them for tips and suggestions. 
 
 
 

 

 

• Newspapers: all Ministries, Departments and Agencies currently advertise tender through the 

government newspaper called “My.Gov” which is circulated by inserting it in 

the Star and People Daily. AGPO tenders can also be found in the local dailies (e.g., The Nation 

and The Standard). 

 
• Meet the buyer’s forums: are usually hosted by procuring entities who specifically invited 

businesses owned by women, youth and PWDs to sensitize them about existing opportunities. 

Ensure you participate in these forums so you can build a relationship with these procuring 

entities. You can also identify and proactively approach procuring entities in your county and 

provide them with information about your business and what you have to offer. 

 

 

9. What does the government buy?  
 

There are three categories of procurement (i.e., goods, works and services). Under the AGPO 
program, specific items have been reserved for businesses owned by women, youth and PWDs 
under each of the categories. Examples under each category include: 
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Goods

General supplies: 
stationary, furniture, 
computer hardware, 
fittings, computer 
accessories, printers, 
photocopiers.

Agricultural products: 
supply of fruits, 
vegetables, grains, cereals, 
meats products, fertilizers, 
agrochemicals.

Services Works

ICT services:
repair and maintenance of 
ICT equipment, networking, 
configuration, web design, 
and programming.

Professional and 
consultancy services: for 
cleaning, fumigation, 
sanitation, event organizing, 
car hire, professional 
consultancies, asset tagging. 

Small works &
engineering: construction
In categories of electrical 
works, water works, road 
works, building works, 
plumbing works, interior 
design, etc.

 
Figure 5: Types of goods, works and services 

 
 

10. How does the Government buy?  
 

There are different competitive methods of procurement, which include open tender, request for 
quotation and request for proposals.  

 
Open Tender (both national and international)  
 

This is a competitive method for soliciting bids. It is the preferred method of procurement and 

provides detailed requirements to which bidders can respond to when applying for tenders.  

 

Critical factors to note in this method are as follows: 

• The tender document is the principal document. Each procurement category (i.e., goods, 

works or services) has its own set of tender documents and you must ensure you have the 

right set of documents before you start.  

• Pay attention to the tender specifications which provide details of the items required and 

their respective quantities.  

• To ensure your prices are competitive, check information on market price index from the 

PPRA website at: http://www.ppoa.go.ke/market-price-index 

• Ensure you fill out the mandatory documents such as the Confidential Business 

Questionnaire (CBQ), including the anti-corruption declaration forms. (See section x for 

further details). 
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Request for Quotation (RFQ)  
 

This is a competitive method that is based on comparing price quotations from different 

businesses. It is used to request quotations for goods, works and services that are readily available 

in the market.  

 

Critical factors to note in this method are as follows: 

• Responding to the Request for Quotation (RFQ) forms that are availed to potential bidders.  

• Ensure you attach the Confidential Business Questionnaire (CBQ) to the Request For 

Quotation as it is a mandatory requirement.  

• Fill out the forms and submit them to the Procurement Committee for a review. 

• If you are successful, you will be given awarded a contract to supply and thereafter a Local 

Purchase Order (LPO) or Local Service Order (LSO) is raised.  

 

Request for Proposals (RFP) 
 

This is a competitive method for the solicitation of proposals. This method is used to procure 

services or a combination of goods and services, where the services are either of an advisory or 

predominantly intellectual nature (e.g., consultancy services).  

 

Critical factors to note in this method are as follows: 

• For selection of consultants or selection of individual, a standard request for proposals 

forms is used. 

• A bidder must submit two proposals (i.e., technical and financial proposals) that are sealed 

in separate envelopes. Seal them together once again in an outer envelope.  

• The envelope containing the financial proposal should indicate the name of the 

consultant/consultancy firm that is submitting the proposal to enable the procuring entity 

to return the financial proposal to the consultant unopened (if they are not successful).  

11. The Integrated Financial Management Information System (e-Procurement)   
 

Government procurement has moved online through the Integrated Financial Management 

Information System (IFMIS). The Kenya Supplier Portal is a feature of the IFMIS e-procurement 

system. It enables Government procuring entities and their suppliers to communicate key 

information directly with each other. It also facilitates self-registration for people that want to do 

business with the government and allows suppliers to participate in open tenders and Request for 

Quotations. Any supplier wishing to bid on any advertised products, projects or services can now 

register their business on the Kenya Supplier Portal.  

 
 
 

How can I register my business on the Kenya Supplier Portal?  
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Did you know? 
 
• As of 1st January 2019, it will be compulsory for all suppliers to undertake all their procurement 

through the e-procurement system, IFMIS. This means that the first step in applying for any 
GOK tender is to ensure your business is registered through the IFMIS supplier portal. 

• This means that women, youth and PWDs who want to participate in government tenders must 
have basic computer knowledge and skills in order to competitively apply for tenders.  

 
 

 
 
 
 
  
 

 

 

Did you know? 
 
Ensure that the areas 
marked with an Asterix (*) 
are compulsory when 
submitting the company 
contact details. Also, 
ensure that you: 
• Use upper CAPS. 
• Have no abbreviations 
• Have no special 

characters (e.g., &, 
for, AND). 

 
 
 
 
 

 

The IFMIS e-procurement system has a feature called the Kenya Suppliers Portal, which is a direct 

communication channel between the suppliers and the government procuring entities. The portal is 

the first stage of the e-procurement process, which is the tendering stage. Registering your 

business through the Kenya Supplier Portal has been simplified to allow even people with basic 

computer knowledge to easily register businesses on their own.  

 

Steps on how to register yourself on Kenya Supplier Portal 
 

1. Log on to the internet. 

2. Access the Kenya Supplier Portal at 

http://supplier.treasury.go.ke:8060  

3. On the bottom left of the Kenya Supplier Portal home 

page, there is a link to start the self-registration 

process.  

4. Click on “Self-Registration.” It will lead you to a form 

that you should fill out, which requires the following 

details:  

- Name of the Company and the registration number 

- Your first and last name  

- Your Personal Identification Number (PIN), your Identify 

Card Number, your Tax Number 

- Your company’s contact details (including company email and phone number)  

- If you are an individual consultant, then you need to provide your National ID number, your 

contact details (including email address and phone number). 

5. Submit the form. You will receive an email showing the status of approval from the IFMIS 

Department. 

 

 
 
 
 

12. Procurement opportunities available to women, youth and PWDs 
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Preference and Reservation Schemes 
 

“Preference” means the right or opportunity to select a tenderer from an identified target group 

that is considered more desirable than another. 

 
“Reservations” means exclusive preference to procure goods, works and services set aside to a 

defined target group of tenderers within a specified a) threshold or b) region as shown below. 

 
a) Specified thresholds under preference and reservation: 

 

o 1 billion shillings for procurement of road works, construction materials and other materials 

used in transmission and conduction of electricity of which the material is made in Kenya.  

o 500 million shillings for procurement of other works  

o 100 million shillings for procurement of goods  

o 50 million shillings for procurement of services  

 
b) Specified regions under the preference and reservation scheme 
 

National Reservations: gives exclusive preference to citizen contractors. The following Kenyan 

goods works and services have been set reserved for exclusive preference: 

o assembled motor vehicles plant and equipment 

o furniture 

o textiles 

o goods manufactured in Kenya 

o minerals and extracted products, and  

o agricultural products and foodstuffs 

 

County level (local level) reservations: gives preference to local contractors. It applies to: 

o Constituency Development Fund (CDF) and Local Authority Transfer Funds (LATF) reserved 

for regions, including counties and constituencies. 

 

Unbundling 
 

A procuring entity can unbundle goods, works, and services in practicable quantities or lots in order 

to ensure the maximum participation of businesses owned by women, youth and PWDS, including 

registered small and micro enterprises.  

 

Framework contracts 
 

A procuring entity can use framework contracts to procure goods, works and services that are 

required repeatedly or continuously over a set period of time from businesses owned by women, 
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Did you know? 
 
Pre-qualification 
may take up to a 

year or more 
because public 
entities usually 

pre-qualify every 
year or every two 

years. 

 
 
 
 
 

youth and PWDs. If used fairly, framework contracts can be an efficient, cost effective and flexible 

means of increasing the participation of women, youth and PWDs. 

 

13. How to submit a winning bid 
 
Pre-Tender Stage 
 

• The first step is to decide on the type of goods, works or service that you would like to apply 

for. 

• Check out various advertisements related to the tenders that you are interested in the following 

websites: www.tenders.go.ke), https://agpo.go.ke/pages/tenders), 

https://www.tenderskenya.co.ke/, https://www.tendersoko.com/kenya/tender, or the website 

of the procuring entity you wish to supply. 

• Choose the tender you wish to apply for and download the document for free.  

• You can also check local newspapers or county notice boards for tender advertisements, then 

purchase the tender document at a cost of Ksh. 1,000/-.  

• Once you have the tender document, fill it out according to the instructions specified in the 

document and submit it to the procuring entity. Your ultimate goal is to submit a responsive 

bid.  

 

How to become pre-qualified  
 

Once you get your AGPO certificate, you can apply to a public entity to be pre-qualified. Being 

prequalified simply means notifying other institutions that your company is registered to offer 

certain types of goods, works or services. You can only register for prequalification after a public 

entity has issued a notice for prequalification. Being prequalified gives you an advantage over other 

bidders.  

 

What you need to get prequalified: 

• Your company profile 

• PIN/VAT Certificate 

• Business Registration Certificate/ Certificate of Incorporation 

• Tax Compliance Certificate 

• AGPO registration 

• A copy of your client list 

• A list and copies of previous contracts and assignments. 

• In the case of a professional services firm, copies of 

certificates and credentials of the directors or key officials.  

• Properly filled in application form. 

 

 
 

http://www.tenders.go.ke/
https://agpo.go.ke/pages/tenders
https://www.tenderskenya.co.ke/
https://www.tendersoko.com/kenya/tender
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What are Standard Tender Documents?  
 

Standard Tender Documents (STDs) are a set of documents that are provided by the Public 

Procurement Regulatory Authority.  There is different tender document for each type of 

procurement (i.e., goods, works, and services). All procuring entities must use these standard 

documents when they wish to purchase goods, works or services. Tender documents include: 

 
• Form of Tender 

• Confidential Business Questionnaire (CBQ) 

• Tender Securing Declaration (TSD) Form 

• Contract Form 

• Performance security form 

• Bank Guarantee for advance form 

• Price and/or delivery schedule 

• Litigation History and/or Sworn affidavit 

• Request review form 

 

How to prepare a competitive bid 
 

Procurement of goods, works and services is conducted using competitive procedures.  Therefore, 

enterprises owned by women, youth and persons with disabilities are required to submit 

competitive tenders. A competitive tender is one that meets the specifications, complies with all 

other evaluation criteria, and offers the best price. 

 
a) Plan your tender 
 

• Do you understand the scope of the contract? 

• Does your organization and your team have a common understanding of the procurement 

process/ contract? 

• Identify any risks/problems, costs and procedures/time frames 

 
b) Understand the Terms of Reference 
 

• Do you have a clear understanding of the problem/issue to be resolved? 

• Do you understand the expected outcomes required to complete the contract? 

• Do you have sufficient information to do proper calculation of pricing/costs? 

• As questions on TORs if they are not clear. 

 
c) To bid or not to bid 
 
If you are not sure if to bid or not, ask yourself the following additional questions: 

 

• Do you have the relevant resources to bid and deliver? 
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What do procuring entities look for in a 
responsive bid? 

 
• Financial viability 
• Staff 
• Track record 
• References 
• Previous experience  

• Proper documentation every two 
years. 

 
 
 
 
 

• Who are your competitors/what are your chances of winning? 

• Will you make a profit out of the contract? 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

The Table 6 provide an indication of the mandatory and key documents that are required in order 
to successfully participate in government tenders. 
 
Table 6. Mandatory and key documents required 
 
 

 
 

d) Financial proposal 

Mandatory documents you must attach to 
your tender 

 

• Registration certificate/Certificate of 

incorporation/partnership deed. 

• Valid Tax Compliance Certificate. 

• PIN/VAT certificate. 

• AGPO Certificate as a Youth, Women or 

Persons with Disability owned business. 

• Tender Securing Declaration (TSD) Form 

• Bank account statement (if applicable) 

Company profile 

 

Key documents you must attach (where 
applicable) to your tender 

 

• County Business Permit  

• National Construction Authority (NCA) 

certificate (for works)  

• NCPWD Certificate (relevant to a PWD 

owned business)  

• Proof of experience e.g. Copies of LPOs/LSOs, 

reference letters, completion certificates  

• Letters of credit from banks /financial 

institutions  

• CVs of key Personnel/professional 

qualification  

• List of equipment for technical areas such as 

works, manufacturing 

• Manufacturers authorization letters that are 

applicable for certain goods (e.g. Computers 

and other technical products). 
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• To successfully win a tender, your financial proposal should be the most competitive compared 

to that of the other competitors.  

• Ensure you specify the credit period in the tender document because, should you win the 

tender, the contract obligates the supplier to continue supplying the goods and services for the 

duration of the contract even when the invoice has not been honored.  

• In many instances, potential suppliers are required to submit recommendation letters from 

their bank or financial institution as part of the tendering process. 

 

e) Trade Finance 
 

• Enterprises owned by women, youth and PWDs need capital to be able to successfully supply 

their clients. However, banks and financial institutions are not always willing to lend them 

money because they are just starting out and therefore have no credit history.  

• There are several banks and financial institutions in the market today that are offering trade 

finance. Potential suppliers should research such institutions and seek to develop a good 

relationship with them. 

• If you are awarded the contract, the public entity will issue you with a Local Purchase Order 

(LPO) in the case of goods, or a Local Service Order (LSO) in the case of services. This is a legally 

binding document between a supplier and a buyer. The supplier can take it to a financial 

institution as a guarantee to receive a loan to perform their contract and after successfully 

supplying goods, delivering services or executing works, the supplier will repay the loan(s) 

advanced by the financial institution. 

• You will be asked to specify the credit period in your tender document because even with an 

LPO, procuring entities could take up to 90 days to honor an invoice or more. However, you are 

contractually obligated to continue supplying the goods, works or services for the duration of 

the contract. 

 
f) Tender security 
 

• Most procuring entities require bidders to submit a bid bond (otherwise known as security). A 

bid bond is a guarantee issued by a bank or an approved insurance company, Sacco, Youth 

Enterprise Development Fund, Women Enterprise Fund or any Deposit Taking Microfinance 

Finance Institution.  

• The purpose of the bid bond is to ensure that the bidder will not withdraw from the bidding 

process midstream. However, no bid bond/tender security is required for businesses owned by 

women, youth and PWDs with a valid AGPO certificate.  
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Did you know? 

 
• Businesses with an AGPO certificate do not need bid bonds. 
• Instead, all they need to do is to complete and sign the Tender Securing Declaration Form, which is 

found in the Standard Tender Document. 
• Bidders who fails to adhere to the terms of the Tender Securing Declaration Form may be disbarred 

from ever participating in procurement proceedings in Kenya.  
 
 
 
 
  
 

 

 

 

 
g) Tips to make your bid more responsive 
 

 
 
Tender Submission  
 

It is the Bidder’s responsibility to: 

 

• Ensure the bidding documents are secured in a sealed envelope that is clearly marked according 

to the instructions in the tender document.  

• Ensure the envelope is plain without brand names or the bidders’ details.  

• Clearly indicate the tender/quotation name and number on the envelope for ease of 

identification.  

• Ensure the bid is submitted before the deadline for closure as indicated in the tender 

documents.  

Tips – Do’s 
 

• You have 14 days between when a tender is 

advertised and when you are required to submit 

it. Use this time wisely. 

• Make sure you attend pre-bid meeting or site 

visits (where required). 

• Remember to include a Table of Contents for 

your tender document. 

• Number all the pages of the tender document. 

• Initial and sign each page of the tender 

document. 

• In case of any alterations on your tender 

document, remember to countersign the 

changes. 

• Bind your tender document (but avoid spiral 

binding). 

• Submit before the deadline. 

• Retain a copy of the original bid for future 

reference. 

 

Tips – Don’ts 

 

• Don’t wait until the last minute to start working 

on your bid. 

• Don’t wait until the last minutes to identify 

sources of funding for your tender. 

• Don’t send your company profile, brochure or 

information that is not requested. 

• Don’t solicit information or communication with 

the public entity after submitting your bid. 

• Don’t modify or withdraw your bid after  

submit ting your bid. 

• Don’t bribe anyone or engage in corrupt 

practices to win a tender. 

• Don’t use intermediaries or brokers. 

• Don’t assume or underrate any requirement in 

the tender document because all stated 

requirements are important and will be 

considered. 

 

 

 

 



 

 

 

 

34 

Tips 
 
The registration 

of AGPO 
businesses by 
the National 

Treasury is free 
of charge! 

 
 
 
 
 
 

• Physically drop off the tender or quotation documents in the quotation or tender box at the 

location provided by the procuring entity.  

• Adhere to the bidding instructions and information provided to bidders, which includes 

complying with the specifications set, the evaluation criteria and pricing instructions.  

 

Tender Opening  
 

• The opening is witnessed by all bidders’ present. 

• All the submitted tenders must be registered and the bidders 

present must sign the register. 

• An announcement of mandatory documents & tender sum is 

made. 

• Minutes of the proceedings are taken during the tender opening 

meeting. 

 

Bid Evaluation 
 

The bids that comply with the eligibility criteria of the notice and the bidding document are 

evaluated after tender opening. The tender is then awarded after an exhaustive evaluation, which 

goes through the following stages: 

 

• A preliminary evaluation: is undertaken soon after opening tenders to ascertain the tender has 

been submitted in the correct format, has been signed by the authorized person, has the 

correct number of copies, tender security (if required), validity, and if any required samples 

have been provided. Any tender that does not meet the requirements is rejected. 

 
• Technical evaluation: is undertaken for tenders that pass the preliminary evaluation to assess 

technical conformity. The technical evaluation precedes the financial evaluation. If the tender 

does not meet the technical requirements, it is considered not responsive and will not proceed 

to financial evaluation. 

 
• Financial evaluation: considers the prices that were read out at the tender opening. An 

evaluation to ascertain corrections for arithmetic errors, currency, discounts etc. is undertaken. 

Tenders are then ranked according to their evaluated price and the successful tender is the 

lowest evaluated price. 

 

Notification of acceptance of tender 
 

• The procuring entity will notify the successful bidder that their tender has been accepted, in 

addition to notifying other bidders if they were not successful. 

 

• At least 14 days should elapse before a written contract may be entered into to allow time for 

any application(s) to be made for administrative review. If the successful bidder were to refuse 
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Tip 
 

Always ask for 
feedback even when 
you succeed because 

it will help you 
improve in the 

future. 

 
 
 
 
 
 

to enter into a written contract, the entity may award the contract to the next best evaluated 

bidder. 

 

Tender Award  
 

• The Evaluation Committee is responsible for reviewing the bids and making recommendations 

to award a contract. The Evaluation Committee submits its recommendation is to the Tender 

Committee for approval.  

• Thereafter, the Tender Committee is responsible for awarding and communicating the contract 

award to the bidder.  

• A procuring entity can facilitate financing of AGPO tenders by authenticating their notification 

of tender awards, Local Purchase Order (LPO) or a Local Service Order (LSO). It can also enter 

into an agreement with the bank of the bidder to pay the contracted enterprise through the 

account opened with the financier. 

 

Unsuccessful Bidders 
 

• As a bidder, you have a right to request the reasons why your bid was 

unsuccessful.  

• You can write to the procuring entity to ask for reasons why your 

tender, proposal or application for pre-qualification was not 

successful.  

• The procuring entity is mandated by law to respond to your 

request in writing within 14 days. You also have a right to request 

a summary of the evaluation report. 

 

 

 

 

 

 

14. Who can I approach in case of protests/disputes? 
 

Anyone who has been unsuccessful or feels unhappy for any reason (known as a complainant) can 

challenge the decision of a public entity regarding a contract award within the stated period (14 

days). The complaint should be presented in writing to the Administrative Review Board requesting 

for review of a decision by a procuring entity. The minimum requirements for lodging a request for 

review include: 
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Grounds for review 
 

 
• Use of wrong tender 

documents 
• Discriminatory 

communications or 
clarifications to the tender 

• Acceptance of late tender 
documents 

• Evaluation of tenders beyond 
the prescribed period 

• Failure to constitute 
evaluation committees 

• Unfair and opaque evaluation 
of tender 

• Consideration of extraneous 
matters during evaluation 

• Failure to communicate 
results of a tender 
adjudication. 

 
 

 

 

Tips 
 

Be patient: 
missing one 

contract does not 
mean you will be 
unsuccessful in 

the future. 
 

 
 
 
 

• The complainant must be a candidate in the procurement 

process that they seek to be reviewed. A candidate is a 

person who has submitted a tender to a procuring entity. 

• The request should be made within fourteen (14) days of 

the issue you are complaining about occurred. 

• The applicant seeking a review a review must specify the 

breach of duty which has or may result in the applicant 

suffering loss or damage. 

• The request for review should be accompanied by 

documents that the complainant considers necessary to 

support the request for review. 

• The complaint should be accompanied by a fee. The fee to 

be paid depends on the value of the tender quoted by the 

complainant. In addition, there is an administrative fee of 

Ksh. 2,000, and 

• The request should be submitted to the Board Secretary in 

15 bound copies and a soft copy, and the pages should be 

consecutively numbered. 

 
 
 
 

15. How can I increase my chances of winning a government contract? 
 

• Although there are several benefits of doing business with the 

government, it is important to note that the process is tough and 

the space is highly competitive.  Even though the government has 

reserved at least 30 percent of procurement opportunities for 

businesses owned by women, youth and PWDs, each category 

must compete amongst itself. 

• You must be able to demonstrate to the buyer that what you are 

offering is the best value for money compared to the other 

bidders.   

• Having an AGPO certificate is not guaranteed that you will win a tender 

the first time you try.   

• Your business needs to be competitive, so remember that it may take you many attempts 

before you finally succeed.   
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What are the alternative ways to get my foot in? 
 

• Apart from direct contracting, enterprises owned by women, youth and PWDs can also look into 

subcontracting.   

• Most often than not, the high value government contracts usually go to larger and more well -

established companies.  However, it is still possible for businesses owned by women, youth and 

PWDs to access such high value contracts by engaging in sub-contracting arrangements with 

larger companies (for example in construction and road works). This approach will require some 

research on your part in order to identify larger companies that may be willing to partner with 

you. 
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Annex 1 - Additional key documents you need to successfully manage your business (Business 
permit, National Hospital Insurance Fund and the National Social Security Fund)  
 
1. Apply for a Business Permit (it is a requirement for running your business) 
 
A business permit is now a mandatory requirement for you to run your business. You can apply for 

a Business permit at the local Huduma Centre in the County where you plan to operate. Currently, 

there are 52 Huduma Centers in each of the 47 counties located either at the post office or the 

County Commissioner’s Office. For exact locations of the Huduma Center in your county. The cost 

and time period for approval of a business permit varies depending on the type of business, 

number of employees; and size of the business premises. 

 

 
2. The National Hospital Insurance Fund (NHIF) 
 
Once you hire staff in your business, you must register for the National Hospital Insurance Fund 

because this is a mandatory contribution from all registered Kenya Citizens or Residents. 

Contributions to the NHIF are used to offset the cost of medical treatment, but usually only cover a 

small part of the medical bills. Most employers provide their employees with additional, private 

healthcare benefits or insurance. There is no charge for an employer to register with the NHIF and 

it only takes one day to register. 

 
 

To find out what regulations and requirements are relevant to your business, please use the 
following link: http://www.businesslicense.or.ke/index.php/index/index/id/1 
 
Within this site you need to select the following from a drop-down menu, as they apply to your 
business: 
 
• Select Business Location 
• Select Industry 
• Select Business 
 
Once you have selected the location & business type that best describes your business you will 
find the following information: 
 

o Permit validity 
o License Fee 
o Permit Requirements 
o Licensing Body responsible 
o Downloadable Application Forms (possible after you have fulfilled the online search) 

 

http://www.businesslicense.or.ke/index.php/index/index/id/1
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How it works: 
• You must register as an employer subsequent to which you will receive an NHIF Employer 

Identification Number 

• The employee must be over 18 years old 

• The employee must earn over Ksh. 1,000/= per month. 

• The NHIF contributions are submitted by the employer to the NHIF and contributions 

are deducted from the employee’s salary. 

• The employer does not have to contribute. 

• The maximum contribution is Ksh. 1,700/= per month. 

 
For information on how to register for NHIF, go to: http://www.nhif.or.ke/healthinsurance/. 
 
3. The National Social Security Fund (NSSF) 
 

When you hire staff members, you are now considered an employer and you are required to 

register your business with the National Social Security Fund (NSSF). The NSSF provides employees 

with a lump-sum retirement benefit. As a business owner, you must register for it. Registering for 

NSSF is a MANDATORY legal requirement and it is free of charge. 

 

How it works: 

• As an employer, you must pay a standard contribution of about 1% of your employee’s salary. 

• The employer will pay a maximum amount of up to of Kshs.1,080 per month/=. 

• Half of the NSSF contribution that is paid by the employer is deducted from the employee’s 

salary. The exact amount you need to pay per employee will depend on the Salary Band (range). 

• As of June 2014, the pension contribution is 12% of pensionable wages. The maximum payable 

per year is Kshs.2,160/=  

• The payment is made up of an equal contribution by the employer (6%) and by the employee 

(6%). 

 
To apply online, go to:  http://nssf.or.ke/employers 
 
Attach the following documents: 
• Certificate of Incorporation, 
• Registration of Business Name, and 
• Business Permit. 
 

 
 
 

 

 

http://www.nhif.or.ke/healthinsurance/
http://www.nssf.or.ke/employers
http://www.nssf.or.ke/employers
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Annex 2 – Contacts of Relevant Institutions 

Institutions Contacts Contacts 

AGPO Secretariat Treasury Building, 6th Floor, 
Harambee Avenue 
P.O. Box 30007 
Nairobi, Kenya 

Phone: 254-20 225 2299/316 433 
Email: info@agpo.go.ke 
 

Huduma Center 
(Nairobi County) 

Opposite Kipande House, 
Kenyatta Ave, Nairobi 
 

Help Desk: +254 (020) 6900020 
Website: 
www.hudumakenya.go.ke  
Email: info@hudumakenya.go.ke 

IFMIS Department 5th Floor, Treasury Building 
Harambee Avenue 
P.O. Box 30007-00100 
Nairobi, Kenya  

Phone: +254 20 2252299 
Extn: 33558/33580/33161/33169 
Toll free: 0800 721 477 
Email: ifmis@treasury.go.ke 

Kenya Revenue 
Authority 

Times Tower, Haile Selassie Ave, 
Nairobi 
P.O. Box 48240-00100 Nairobi 

KRA Call Centers phone numbers: 
+254 (020) 4999 999 
+254 (020) 4998 000 
+254 (0711) 099 999 
Email: callcentre@kra.go.ke 

National Construction 
Agency 

9th Floor, KCB Towers, Kenya 
Road, Upper Hill Area, Nairobi 
P.O Box 21046-00100  

Phone: +254 709 102/172/173 
Email: infor@go.ke 

National Council for 
Persons with 
Disabilities (NCPWD) 

Kabete Orthopedic Compound 
opposite ABC Place along Waiyaki 
Way, Nairobi 
P.O. Box 66577-00800, Nairobi 

Phone: 020 2375994/ 020 
2314621/ 0709 107 000 
Toll Free: 0800 724 333 
Email: info@ncpwd.go.ke 

Public Procurement 
Regulatory Authority 
(PPRA) 

National Bank Building 
10th Floor, Harambee Avenue 
P.O Box 58535-00200, Nairobi, 
Kenya 

Telephone: +254-020-
3244000/2213106 
Email: info@ppoa.go.ke  

Public Procurement 
Review Board 

National Bank Building 
10th Floor, Harambee Avenue 
P.O Box 58535-00200, Nairobi, 
Kenya 

Telephone: +254-020-
3244000/2213106 
Email: feedback@ppra.go.ke 

Registrar of 
Companies 

Sheria House, Harambee Avenue  
P.O. Box 40112-00100, Nairobi, 
Kenya 
 

Tel: +254-2-2227461/2251355 
0711 9445555/0732 529995 
E-mail: communications@ag.go.ke 

Women Enterprise 
Fund 

Head office: NSSF Building, Block 
A, Eastern Wing, 11th Floor  
Nairobi, Kenya 
17126-00100  

Phone: +254 0714606845-6 
Email: info@wef.co.ke 
 

Youth Enterprise 
Development Fund 

4th Floor Renaissance Park, Elgon 
Road, Upper Hill, Nairobi  
P.O. Box 48610 – 00100 
 

Tel: 020 241 4423, 020 2211672, 
+254 723 522841 
Email: info@youthfund.go.ke 
 

Tel:254-20
mailto:info@agpo.go.ke
mailto:callcentre@kra.go.ke
mailto:info@ncpwd.go.ke
mailto:info@ppoa.go.ke
mailto:feedback@ppra.go.ke
mailto:info@wef.co.ke
mailto:info@youthfund.go.ke
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