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REGISTRATION OF DEBT COLLECTORS 
 

i. The Kenya Reinsurance Corporation Zambia Limited intends to Register Debt 
Collectors for the provision of debt collection services for one year. Interested 
eligible debt collectors are invited to apply for registration.  

 
TENDER NUMBER: KRCZ/2024/007 PROVISION OF DEBT COLLECTION SERVICES 

 
Reference 
Number 
 

DESCRIPTION/CATEGORY ELIGIBITY  

KRCZ/2024/007    PROVISION OF PROFESSIONAL DEBT 
COLLECTION SERVICES FOR KENYA 
RE ZAMBIA FOR ONE YEAR 

OPEN 

 

ii. Interested and eligible applicants may download the registration document from the 
Kenya Reinsurance Corporation website www.kenyare.co.ke free of charge. Complete 
registration documents MUST be submitted in plain sealed envelopes clearly marked 
KRCZ/2024/007 Provision of professional debt collection Services for the year 
2024.   All bidders interested in participating in the tender are required to forward 
their contact details on email to procurement@kenyare.co.ke in case of any further 
tender addendum. 

iii. Completed registration documents, in a plain sealed envelope, clearly marked 
“REGISTRATION OF DEBT COLLECTORS FOR KENYA RE ZAMBIA FOR ONE YEAR 
and bearing the respective REFERENCE NUMBER & CATEGORY but no indication 
of the applicant, and deposited in the Tender Box located at Kenya Reinsurance 
Corporation Zambia Limited offices at DG Office Park, Chila Road or be sent to: 

 
Regional Manager 

Kenya Reinsurance Corporation Zambia Limited 
DG Office Park 

Chila Road 
P.O. Box 30578 - 10101 

LUSAKA 
 

iv To be received by 23rd April 2024 at 10.00 a.m. The registration documents will be 
opened the same day and time in the Corporation’s Boardroom in the presence of 
bidders or their representatives who choose to attend. Applications received late will 
not be accepted. 

mailto:procurement@kenyare.co.ke
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GENERAL INSTRUCTIONS 
 

1. You are requested to provide all the general information as per the prequalification 
document. 

 
2. The Corporation attaches great importance to correct information given. If the 

information given is found to be incorrect in any respect, the applicant shall be 
rendered ineligible for registration. 

 
3. The Corporation serves the right to visit and inspect business premises of all the 

applicants to verify the information provided. 
 

4. All information provided will be treated as confidential. 
 

5. Your prequalification document should be submitted spiral/velo bound and 
properly page numbered.  

 
REGISTRATION INSTRUCTIONS 
 

1.1 Introduction 
 

The Kenya Reinsurance Corporation Zambia Limited would like to invite 
interested candidates who must qualify by meeting the set criteria as provided 
to perform the contract for the provision of debt collection services. 

 
1.2 Prequalification Objective 

 
The main objective is to provide debt collection services to the Corporation as 
and when required during the stated period. 

 
1.3 Invitation of Prequalification 

 
Debt collectors are invited to submit their registration documents to the 
Corporation so that they may be registered for the provision of debt collection 
services. 

 
1.4 Experience 

 
Prospective debt collectors must have carried out successful delivery of similar 
services to corporate institutions of similar size. Potential debt collectors must 
demonstrate the willingness and commitment to meet the prequalification criteria. 
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1.5 Additional Information 

 
Kenya Re reserves the right to request for submission of additional information 
from prospective bidders. 
 
BRIEF CONTRACT REGULATIONS/GUIDELINES 

 
2.1 Collection fees 

 
The collections fees due for successfully collected debts on the collection accounts shall 
be a commission of 10% of the collected debt value. 

 
2.2 Payments 

 
Collection fees shall be payable to the consultant within 30 days of submission of the 
respective invoice by the consultant subject to satisfactory completion of the contracted 
services to be acknowledged by the corporation in writing. 

 
3. REGISTRATION DATA INSTRUCTIONS 

 
3.1 The attached questionnaire forms described are to be completed by prospective 
debt collectors who wish to be registered for submission of tender for the specific 
tender. 

 
3.1.1 The registration application forms which are not filled out completely and 
submitted in the prescribed manner will not be considered. All the documents that form 
part of the proposal must be written in English and indelible. 

 
3.2 QUALIFICATION 

 
3.2.1 It is understood and agreed that the registration data on prospective bidders is 
to be used by Kenya Re in determining, according to its sole judgment and discretion, 
the qualifications of prospective bidders to perform in respect to each tender 
item/category as described by the client. 

 
3.2.2 Prospective bidders will not be considered qualified unless in the judgment of 
Kenya Re they possess capability, experience, qualified personnel available and 
suitability of equipment and net current assets or working capital sufficient to 
satisfactorily execute the contract for goods/services. 
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REGISTRATION DOCUMENTATION 
(TENDER SUBMISSION REQUIREMENTS) 

 
All firms should provide copies of the following: - 

 
1. Submit a copy of the Certificate of Registration - mandatory. 
2. Submit a copy of the TPIN certificate of the company - mandatory. 
3. Submit a copy of a Valid Tax Compliance Certificate from ZRA - mandatory. 
4. Submit your company’s profile and company manpower/staff capacity. 
5. Fill and submit the confidential business questionnaire.  

 
 

CONFIDENTIAL BUSINESS QUESTIONNAIRE GENERAL INFORMATION 

Category applied………………………………………………………. 
 

Company name………………………………………………………… 
 

P. O. Box……………… Town………………… Post code………… 
 

Telephone number(s)…………………………………………………. 
 

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

Fax number(s)…………………………………………………………. 
 

Email address…………………………………………………………… 
 

Physical address………………………………………………………. 
 

Building…………………………………………Floor…………………. 
 

Plot number……………………………………Door…………………… 
 

Street……………………………………………………………………… 
 

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

Certificate of Registration/Incorporation No ........................................................................ (attach 
copy) 
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VAT/PIN Certificate 
No .............................................................................................................. (attach copy) 

 
Tax Compliance certificate No ............................................................ (attach copy) 

 
Contact persons: 

 
Name………………………………………. Position…………………… 

 
Name………………………………………. Position…………………… 

 
Name………………………………………. Position…………………… 

COMPANY PROFILE (submit a copy) 
 

A. Names of Directors:  

1…………………………………………………Nationality……………… 

2…………………………………………………Nationality……………… 
 

3…………………………………………………Nationality……………… 
 

4…………………………………………………Nationality……………… 
 
 

B. Personnel 
 

Number of staff 
employed…………………………………………………………… 

 
Qualifications………………………………………………………………… 

 
Level of 
experience…………………………………………………………………. 
 
 

C. Experience 
 

No. of years the company has been in operation ……………………………. 
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Referees: 
 

Name of company: ………………………………………………………… 
Postal address: ……………………………………………………………. 
Contact person: …………………………………………………………… 
Signature: …………………………………………………………………. 
Company rubber stamp: 

 
Name of company: ………………………………………………………… 
Postal address: ……………………………………………………………. 
Contact person: …………………………………………………………… 
Signature: …………………………………………………………………. 
Company rubber stamp: 

 
 

Name of company: ………………………………………………………… 
Postal address: ……………………………………………………………. 
Contact person: …………………………………………………………… 
Signature: …………………………………………………………………. 
Company rubber stamp: 

 
 
Scope of clientele (attach at least five (3) current letters of recommendation from 
reputable organizations that you have been providing similar services for the last 5 
years. 

FINANCIAL 

A. Financial position 
 

You will be required to demonstrate that the company’s financial position is healthy 
enough to enable you transact business with Kenya Re. 

B. Magnitude of business 
Please indicate the maximum amount of business (in financial terms) your company 
can handle at any given time………………………………………………………… 

D. Credit period. 
 

Please indicate the credit period you are willing to offer Kenya Re……. 
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E. Annual turnover 
 

What is your annual turnover?..................................... 
 
LITIGATION HISTORY 
 
Name of Contractor/Supplier 
 
Contractors/Suppliers should provide information on any history of litigation or 
arbitration resulting from contracts executed in the last five years or currently under 
execution. 
 
Year Award for 

or against 
Name of client cause of 
Litigation and matter in 
dispute 

Disputed Amount (current 
value, ZMW Equivalent) 

  
 

  

  
 

  

  
 

  

  
 

  

 
 

   

 
 

   

 
 

PROCLAMATION/SWORN STATEMENT 
 

I / We the undersigned, state that, ALL the information we have provided in this 
document is correct/accurate to the best of our knowledge and that I / We hereby 
give Kenya Re authority to seek any references it may deem vital while carrying out 
their evaluation. I/We also hereby declare that the company is not debarred from 
participating in any procurement proceedings. 

 
 

Name     Designation                    Signature 
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Name    Designation                    Signature 
 
 

Name    Designation                    Signature 
 
 

Official rubber stamp 

 

REGISTRATION EVALUATION CRITERIA 
 

Mandatory prequalification submissions 
 

N0. MANDATORY REQUIREMENTS  

 
Mandatory 
(Yes/No) 

  
MR1 Copy of the Certificate of Registration/Incorporation Yes 
MR2 Copy of the VAT/ PIN certificate of the company  Yes 
MR3 Copy of a Valid Tax Compliance Certificate from ZRA  Yes 
MR4 Filled confidential business questionnaire Yes 

 
Note: Failure to submit all the mandatory documents in the respective categories will lead to 
automatic disqualification. Firms that meet the above requirements in the respective categories 
will be subjected to further detailed evaluation as follows. 

 

S/no. TECHNICAL CAPACITY EVALUATION STAGE TWO Points/
Marks 

1 

Experience 
Company profile and number of years in the business for provision of debt 
collection:  
At least 5 years and above. (10 marks) 
3 to 4 years.  (5 Marks) 
less than 2 years in operation.  (2 marks) 

10 

Provide list of at least 3 corporate clients served in the last five years with 
telephone numbers and contact persons. 
5mark for each client up to a maximum of 15 marks  

15 

The firm should provide at least five (3) reference sites in debt collection.  
Provide certified recommendation letters or contracts in debt collection from 
established firms/institution/Corporation. 

15 
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S/no. TECHNICAL CAPACITY EVALUATION STAGE TWO Points/
Marks 

5mark per proof. Total Marks 15 marks  

2 

Personnel 
Team Leader’s relevant professional experience, and qualifications: Level of 
experience more than 5 years 
Provide supporting documents (certificates and testimonials). 

10 

Adequacy for the assignment: Demonstrate experience in similar assignments. 
Bidders should attach letters or reports of proof of staff having accomplished 
similar assignments- 4 marks for two staff up to a maximum of 8 marks.  

8 

Give a listing of team composition including task assignments. 
Provide Curriculum Vitae (CV) for Key staff to be engaged in the assignment – 4 
marks for each CV, up to a maximum of three CVs. 
Attach evidence of qualification in a business-related course. 

12 

3 

Work Plan and Methodology 
The firm should provide a logical, well- structured work plan consistent with the 
timeframes and terms of References.  
 

10 

4 
Financial 
Financial position @ 5 marks - audited financial accounts for the last two years 
2023 & 2022 or 2022 and 2021 (2.5 marks each year) 5 

5 
Supplier details 

Confirmation of physical address e.g., a lease or title deed or a utility bill 15 

Total marks 100 
 

The qualification points/marks is 60 and above. 
 
NB.  

1. Bids must be valid for a period of 120 days or above. 
2. Those who score 60 and above will be considered registered for debt collection. 

 
 
Financial 
 
The collections fees due for successfully collected debts on the collection accounts shall 
be a commission of 10% of the collected debt value. 
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