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1. S E C T I O N  I  -  L E T T E R  O F  I N V I TAT I O N  

 

DATE: 8TH December 2025  

 

1.1. CPF Asset Managers Ltd, being the agents of County Pension Fund (hereinafter referred to as ‘The 

Scheme’) seeks to engage the services of a consultant to develop a fund management system for CPFAM 

 

1.2. A complete set of tender documents may be downloaded by interested candidates free of charge from 

www.cpf.or.ke. All bidders taking part in this tender must forward their particulars immediately for 

recording and any further clarifications and addenda to info@cpf.or.ke /procurement@cpf.or.ke 

(Company Name and Contact Details) 

 

1.3. Tendering will be conducted through the Bidding procedures specified in the Public Procurement and 

Asset Disposal Act, 2015, the Public Procurement and Disposal Regulations, 2020. 

 

1.4. Interested firms may obtain further information on the tender document from.  

N a m e  o f  P r o c u r i n g  E n t i t y : C P F  A s s e t  M a n a g e r s  

P hy s i c a l  a d d r e s s : P r o c u r e m e n t  o f f i c e , m e z z a n i n e  f l o o r  C P F  H o u s e  

Po s t a l  A d d r e s s : P. O  B o x  2 8 9 3 8 - 0 0 2 0 0  N a i r o b i  Ke n y a  

i n f o @ c p f . o r. k e  / p r o c u r e m e n t @ c p f . o r. k e  

 

1.5. Completed Tenders are to be enclosed in plain sealed envelopes (separated as technical proposal and 

financial proposal), marked with the tender reference number and name, and be deposited at CPF 

House, Procurement office, mezzanine floor addressed to: 

 

The Group Managing Director 

CPF Asset Managers Ltd 

CPF House, 7th Floor. 

Haile Selassie Avenue 

P. O. Box 28938, 00200  

Nairobi Kenya  

 

To be received on or before 29TH January 2026 at 11.00 A.M. 

 

1.6. Tenders will be opened promptly thereafter and Government (MOH) directive regarding   covid-19 shall 
be observed. 

 

1.7. All tenderers whose applications will have been received before the closing date and time will be advised 
of the results of their applications. 

 

1.8. Prices quoted should be inclusive of all taxes and delivery costs to the required site (where applicable) 
and must be in Kenya Shillings and shall remain valid for One Hundred and Twenty (120) days from 
the closing date of the tender. 

1.9. You are informed that it is not permissible to transfer this invitation to any other Consultant. A consultant 
will be selected under Quality and Cost Based Selection Method (QCBS) described in this RFP, in 

http://www.cpf.or.ke/
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accordance with the policies established in the Public Procurement and Asset Disposal Act [PPDA] 2015. 

1.10. The Scheme reserves the right to accept or reject any tender and may annul the tendering process and 
reject all tenders at any time prior to contract award without thereby incurring any liability to the 
affected tenderer or tenderers.
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2. SECTION II – INFORMATION TO CONSULTANTS (ITC) 

 

General Provisions - Definitions 

 

i. “Client” means the CPF Asset Managers Ltd 

 

ii. “Consultant” means the firm that has signed the contract with CPF Asset Managers Ltd 

 

iii. ” Contract” means a legally binding written agreement signed between CPF Asset Managers Ltd and 

the Consultant and includes all the attached documents listed in Conditions of Contract. 

 

iv. “Personnel” means an individual professional whose skills, qualifications, knowledge, and 

experience are critical to the performance of the Services under this Contract and whose CV 

is taken into account in the short listing the Consultant’s invited to submit proposals. 

 

v. “Non-Key Pe r s o n n e l ” means an individual professional provided by the Consultant who is 

assigned to perform the Services or any part thereof under the Contract and whose CVs are 

not evaluated individually. 

 

vi. “Proposal” means the Technical and Financial Proposal of the Consultant. 

 

vii. “Services”  means the work to be performed by the Consultant pursuant to the Contract. 

 

viii. “TORs” means the “Terms of Reference” that explain the objectives, scope of work, activities, and 

tasks to be performed, respective responsibilities of CPF Asset Managers and the Consultant, 

and expected results and deliverables of the assignment. 

 

2.1 Introduction 

 

2.1.1 The Client named in the Appendix to “ITC” will select a firm among those invited to 

submit a proposal, in accordance with the method of selection detailed in the appendix. 

 

2.1.2 The Consultants are invited to submit a Technical Proposal and a Financial Proposal, as 

specified in the Appendix “ITC” for consulting services required for the assignment 

named in the said Appendix. 

 

2.1.3 The Consultants must familiarize themselves with local conditions and take them into 

account in preparing their proposals. To obtain firsthand information on the assignment 

and on the local conditions, Consultants are encouraged to liaise with Scheme regarding 

any information that they may require before submitting a proposal. 

 

2.1.4 Scheme will provide the inputs specified in the Appendix “ITC”, assist the firm in obtaining 

licenses and permits needed to carry out the services and make available relevant project data 

and reports. 

 

2.1.5 Please note that: 

i. the costs of preparing the proposal and of negotiating the Contract, including any visit to 

sc h e m e are not reimbursable as a direct cost of the assignment; and 

ii. Scheme is not bound to accept any of the proposals submitted. 
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2.1.6 Scheme’s employees, committee members, board members and their relative (spouse and 

children) are not eligible to participate. 

 

2.1.7 The procuring entity shall allow the tenderer to download the RFP   document free 

of charge. 

 

2.2 Clarification and Amendment of RFP Documents 

 

2.2.1 Consultants may request a clarification of any of the RFP documents only up to seven [7] 

days before the proposal submission date. Any request for clarification must be sent in 

writing by paper mail, or electronic mail to Scheme’s address indicated in the Appendix 

“ITC”. Scheme will respond by electronic mail to such requests and will send written copies 

of the response (including an explanation of the query but without identifying the source of 

inquiry) to all invited Consultants who intend to submit proposals. 

 

2.2.2 At any time before the submission of proposals, Scheme may for any reason, whether at 

his own initiative or in response to a clarification requested by an invited firm, amend the 

RFP. Any amendment shall be issued in writing through addenda. Addenda shall be sent by 

mail, cable, telex or facsimile to all invited Consultants and will be binding on them. Scheme 

may at his discretion extend the deadline for the submission of proposals. 

 

2.3 Preparation of Technical Proposal 

 

2.3.1 The Consultants proposal shall be written in English language 

 

2.3.2 In preparing the Technical Proposal, Consultants are expected to examine the documents 

constituting this RFP in detail. Material deficiencies in providing the information requested 

may result in rejection of a proposal. 

 

2.3.3 While preparing the Technical Proposal, Consultants must give particular attention to the following: 

 

(i) If a firm considers that it does not have all the expertise for the assignment, it may obtain 

a full range of expertise by associating with individual consultant(s) and/or sub- 

consultancy as appropriate. Consultants shall not associate with the other 

Consultants invited for this assignment. Firms associating in contravention of this 

requirement shall automatically be disqualified. In all cases the shortlisted firm must 

ensure that proposed key staffs are not appearing on the proposal of any other 

shortlisted firm. Firms with proposed key staff in contravention of this requirement 

shall automatically be disqualified. 

 

(ii) For assignments on a staff-time basis, the estimated number of professional staff-time is 

given in the Appendix. The proposal shall however be based on the number of professional 

staff-time estimated by the firm. 

 

(iii) It is desirable that the majority of the key professional staff proposed be permanent 

employees of the firm or has an extended and stable working relationship with it. 
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(iv) Proposed professional staff must as a minimum, have the experience indicated in 

the RFP to Information to Consultants, preferably working under conditions 

similar to those prevailing in Kenya. 

 

(v) Alternative professional staff shall not be proposed and only one Curriculum Vitae (CV) 

may be submitted for each position. 

 

2.3.4 The Technical Proposal shall provide the following information using the  attached 

Standard Forms. 

 

(i) A brief description of the firm’s organization and an outline of recent experience 

on assignments of a similar nature. For each assignment the outline should indicate 

inter alia, the profiles of the staff proposed, duration of the assignment, contract 

amount, consulted farm’s acreage and firm’s involvement. 

 

(ii) Any comments  or sugges t ions  on the Terms of Re ference , a l i s t  o f  

ser v ice  s and faci l i t ies  to be provided by Scheme. 

 

(iii) A description of the methodology and work plan for performing the assignment. 

 

(iv) The list of the proposed staff team by specialty, the tasks that would be assigned to 

each staff team member and their timing. 

 

(v) CVs recently signed by the proposed professional staff and the Authorized 

representative submitting the proposal. Key information should include number of 

years working for the firm/entity and degree of respons ib i l i ty  held in various 

assignments during t h e period stated in the  technical  evaluation criteria. 

 

(vi) Estimates of the total staff input (professional and support staff-time) needed to 

carry out the assignment supported by bar chart diagrams showing the time 

proposed for each professional staff team member. 

 

(vii) A detai led description of the proposed methodology, S t a f f i n g  and 

Monitoring of training. 

 

(viii) Any additional information requested. 

 

2.3.5 The Technical Proposals shall not include any financial information. 

2.4 Preparation of Financial Proposal 

 

2.4.1 In preparing the Financial Proposal, Consultants are expected to take into account the 

requirements and conditions outlined in the RFP documents. The Financial Proposal should 

follow Standard Forms (Section D). It lists all costs associated with the assignment including 

(a) remuneration for staff (in the field and at headquarters), and; (b) reimbursable expenses 

such as subsistence (per diem, housing), transportation (international and local, for 

mobilization and demobilization), services and equipment (vehicles, office equipment, 

furniture, and supplies), office rent, insurance, printing of documents, surveys, and training, 

if it is a major component of the assignment. If appropriate these costs should be broken down 

by activity. 
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2.4.2 The Financial Proposal should clearly identify as a separate amount, the local taxes, duties, 

fees, levies and other charges imposed under the law on the Consultants, the sub-

Consultants and their personnel. 

 

2.4.3 Commissions and gratuities, if any, paid or to be paid by consultants and related to the 

assignment will be listed in the Financial Proposal Submission Form. 

 

2.4.4 The Proposal must remain valid for 120 days after the submission date. During this period, 

the consultant is expected to keep available, at his own cost, the professional staff proposed 

for the assignment. The Scheme will make his best effort to complete negotiations within 

this period. If t h e Scheme wishes to extend the validity period of the proposals, the 

Consultants shall agree to the extension. 

 

2.5 Submission, Receipt, and Opening of Proposals 

 

2.5.1 The original Technical Proposal and Financial Proposal; shall be prepared in indelible ink. It 

shall contain no interlineations or overwriting, except as necessary to correct errors made 

by the firm itself. Any such corrections must be initialed by the persons or person 

authorized to sign the proposals. 

 

2.5.2 For each proposal, the Consultants shall prepare the number of copies indicated in 

Appendix “ITC”.  Each Technical Proposal and Financial Proposal shall be marked 

“ORIGINAL” or “COPY” as appropriate. If there are any discrepancies between the original 

and the copies of the proposal, the original shall govern. 

 

2.5.3 The Tenderer is required to serialize all pages for each bid submitted. 

 

2.5.4 The original and all copies of the Technical Proposal shall be placed in a sealed envelope 

clearly marked “TECHNICAL PROPOSAL,” and the original and all copies of the Financial 

Proposal in a sealed envelope clearly marked “FINANCIAL PROPOSAL” and warning: “DO 

NOT OPEN WITH THE TECHNICAL PROPOSAL”. Both envelopes shall be placed into an 

outer envelope and sealed. This outer envelope shall bear the submission address and other 

information indicated in the Appendix “ITC” and is clearly marked, “DO NOT OPEN, 

EXCEPT IN PRESENCE OF THE OPENING COMMITTEE.” 

 

2.5.5 The c o m p l e t e d Technical and Financial Proposals m u s t  b e  d e l i v e r e d  a t  The 

Submission address on or before the time and date stated in the “ITC”. Any proposal 

received after the closing time for submission of proposals shall be returned to the 

respective consultant unopened. 

 

2.5.6 After the deadline for submission of proposals, the Technical Proposal shall be opened immediately by 

the opening committee. The Financial Proposal shall remain sealed and deposited with a responsible 

officer of Scheme department up to the time for public opening of financial proposals. 
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2.6 Proposal Evaluation General 

 

2.6.1 From the time the bids are opened to the time the Contract is awarded, if any consultant wishes to 

contact Scheme on any matter related to his proposal, he should do so in writing at the address 

indicated in the Appendix “ITC”. Any effort by the firm to influence scheme in the proposal 

evaluation, proposal comparison or Contract award decisions may result in the rejection of the 

consultant’s proposal. 

 

2.6.2 Evaluators of Technical Proposals shall have no access to the Financial Proposals until the 

technical evaluation is concluded. 

 

2.7 Evaluation of Technical Proposal 

 

2.7.1 The evaluation committee appointed by the Client shall evaluate the proposals on the 

basis of their responsiveness to the Terms of Reference , applying the evaluation 

criteria as indicated in the Appendix to Information to consultants. Each responsive 

proposal will be given a technical score (St). Actual score points are provided in the 

Appendix “ITC”. A proposal shall be rejected at this stage if it does not respond to 

important aspects of the Terms of Reference or if it fails to achieve the minimum technical 

score indicated in the Appendix “ITC”. 

 

2.8 Public Opening and Evaluation of Financial Proposal 

 

2.8.1 After Technical Proposal evaluation, Scheme shall notify those Consultants whose proposals 

did not meet the minimum qualifying mark or were considered non - responsive to the 

RFP and Terms of Reference, indicating that their Financial Proposals will be returned after 

completing the selection process. Scheme shall simultaneously notify the Consultants who 

have secured the minimum qualifying mark, indicating the date and time set for opening the 

Financial Proposals and stating that the opening ceremony is open to those Consultants who 

choose to attend. The opening date o f  t h e  f i n a n c i a l  p r o p o s a l  shall be after 

completing technical evaluation. The notification may be sent by registered letter, cable, 

telex, facsimile, or electronic mail to invite the bidder for opening ceremony. 

 

2.8.2 The Financia l Proposa l s  shall be opened  public ly in the presence of the 

consultants’ representatives who choose to attend. The name of the consultant, the technical 

scores and the proposed prices shall be read aloud and recorded when the Financial 

Proposals are opened. Scheme shall prepare minutes of the public opening. 

 

2.8.3 The evaluation committee will determine whether the financial proposals are complete 

(i.e. whether the consultant has cost all the items of the corresponding Technical 

Proposal l and correct any computat iona l  errors. The cost of any unpriced items shall be 

assumed to be included in other costs in the proposal. In all cases, the tota l  pr ice of 

the financial proposal as submitted shall prevai l .  

 

2.8.4 While comparing proposal prices between local and foreign firms participating in a 

selection process in financial evaluation of proposals, firms incorporated in Kenya where 

indigenous Kenyans own 51% or more of the share capital shall be allowed a 10% 

preferential bias in proposal prices. However, there shall be no such preference in the 

technical evaluation of the tenders. Proof of local incorporation and citizenship shall be 
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required before the provisions of this sub-clause are applied. Details of such proof shall be 

attached by the Consultant in the financial proposal. 

 

2.8.5 This shall be based on Quality and Cost Based Selection Method (QCBS) . 

 

2.8.6 The tender evaluation committee shall evaluate the tender within 21 days from the date of 

opening the tender. 

 

2.8.7 Contract price variations shall not be allowed for contracts not exceeding one year (12 

months). 

 

2.8.8 Where contract price variation is allowed, the variation shall not exceed 10% of the original 

contract price. 

 

2.8.9 Price variation requests shall be processed by scheme within 30 days of receiving the request. 

 

2.9 Negotiations 

 

2.9.1 Negotiations will be held at the same address as “address to send information to CPF 

Asset Managers Ltd” indicated in the Appendix “ITC”. The       aim is to reach 

agreement on all points and sign a contract. 

 

2.9.2 Negotiations will include a discussion of the Technical Proposal, the proposed 

methodology (work plan), staffing and any suggestions made by the firm to 

improve the Terms of Reference. Scheme and firm will then work out final Terms 

of Reference, staffing and bar charts indicating activities, staff periods in the field and 

in the head office, staff -months, logistics and reporting. The agreed work plan and final 

Terms of Reference will then be incorporated in the “Description of Services” and form 

part of the Contract. Special attention will be paid to getting the most the firm can offer 

within the available budget and to clearly defining the inputs required from Scheme to 

ensure satisfactory implementation of the assignment. 

 

2.9.3 Unless there are exceptional reasons, the financial negotiations will not involve the 

remuneration rates for staff (no fees breakdown). 

 

2.9.4 Having selected the form on the basis of, among other things, an evaluation of 

proposed key professional staff, Scheme expects to negotiate a contract on the basis 

of the experts named in the proposal. Before contract negotiations, Scheme will require 

assurances that the experts will be actually available. Scheme will not consider 

substitutions during contract negotiations unless both parties agree that undue delay in 

the selection process makes such substitution unavoidable or that such changes are critical 

to meet the objectives of the assignment. If this is not the case and if it is established 

that key staff were offered in the proposal without confirming their availability, the firm 

may be disqualified. 

 

2.9.5 The negotiations will conclude with a review of the draft form of the Contract. To 

complete negotiations Scheme and the selected firm will initial the agreed Contract. If 

negotiations fail, Scheme will invite the firm whose proposal received the second highest score 

to negotiate a contract. 
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2.9.6 Scheme shall appoint a team for the purpose of the negotiations. 

 

2.10 Award of Contract 

 

2.10.1 The Contract will be awarded following negotiations. After negotiations are completed, 

Scheme will promptly notify other Consultants on the shortlist that they were unsuccessful 

and return the Financial Proposals of those Consultants who did not pass the technical 

evaluation. 

 

2.10.2 The selected firm is expected to commence the assignment on the date and at the location 

specified as per contract. 

 

2.10.3 The parties to the contract shall have it signed within 30 days from the date of notification of 

contract award unless there is an administrative review request. 

 

2.10.4 The Scheme may at any time terminate procurement proceedings prior to notification of tender 

award and shall not be liable to any person for the termination. 

 

2.10.5 Scheme shall give notice of the termination to all persons who submitted tenders of the 

termination within fourteen days of termination and such notice shall contain the reason for 

termination. 

 

2.10.6 To qualify for contract awards, the tenderer shall have the following: 

 

(a) Necessary qualifications, capability experience, services, equipment, and facilities to 

provide what is being procured. 

(b) Legal capacity to enter into a contract for procurement 

(c) Shall not be insolvent, in receivership, bankrupt or in the process of being wound up 

and is not the subject of legal proceedings relating to the foregoing. 

(d) Shall not be debarred from participating in public procurement. 

 

2.11 Confidentiality 

 

2.11.1 Information relating to evaluation of proposals and recommendations concerning awards shall 

not be disclosed to the Consultants who submitted the proposals or to other persons not 

officially concerned with the process, until the winning firm has been notif ied that it has been 

awarded the Contract. 

 

2.12 Corrupt or fraudulent practices 

2.12.1 The Scheme requires that the Consultants observe the highest standards of ethics during 

the selection and award of the consultancy contract and also during the performance of 

the assignment. The tenderer shall sign a declaration that he/she has not and wil l not be 

involved in corrupt or fraudulent practices. 

 

2.12.2 Scheme will reject a proposal for award if it determines that the consultant recommended 

for award has engaged in corrupt or fraudulent practices in competing for the contract in 

question. 
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2.12.3 Further a consultant who is found to have indulged in corrupt or 

fraudulent practices risks being debarred from participating in public procurement in 

Kenya. 

 

APPENDIX TO INFORMATION TO CONSULTANTS (ITC) 

 

The following information for procurement of consultancy services and selection of consultants shall 

complement or amend the provisions of the information to consultants, wherever there is a conflict between 

the provisions of the information and to consultants and the provisions of the appendix, the provisions of 

the Appendix herein shall prevail over those of the information to consultants. 

 

Clause Reference 

 

a) The name of client is: CPF Asset Managers Ltd 

b) Selection Method: Quality and Cost Based Selection Method (QCBS 

c) Technical and Financial Proposals are requested: Yes 

d) The name, objectives, and description of the assignment are: RFP FOR SUPPLY, DELIVERY AND 

INSTALLATION OF FUND AND UNIT TRUST MANAGEMENT SYSTEM FOR 

CPFAM 

e) All enquiries regarding the RFP and the assignment can be made to: The name(s), address (es) and telephone 

numbers of Scheme’s official(s) are:  

 

N a m e  o f  P r o c u r i n g  E n t i t y : C P F  A s s e t  M a n a g e r s  LT D  

P h y s i c a l  a d d r e s s : P r o c u r e m e n t  o f f i c e , m e z z a n i n e  f l o o r  C P F  H o u s e  

P o s t a l  A d d r e s s : P. O  B o x  2 8 9 3 8 - 0 0 2 0 0  N a i r o b i  Ke n y a  

i n f o @ c p f . o r. k e  / p r o c u r e m e n t @ c p f . o r. k e  

 

f) Price Charged for RFP Document: Free of Charge. 

g) Consultants may request a clarification of any of the RFP documents only if up to third of publication period 

remains to the submission date. 

h) The estimated number of professional staff months required for the assignment is n/a 

i) Reimbursable expenses costs Not Applicable 

j) Taxes: All applicable taxes to be included in the Financial Proposals. 

k) Consultants must submit an original and an additional one (1) copy of the technical proposal. Consultants must 

submit an original and additional one (1) copy of the financial proposal. 

l) Consultants can also submit the Technical Proposal on the email below. Financial Proposal shall be password 

protected. The Password shall be requested upon qualifying to financials opening phase. 

m) The proposal submission address is: CPF House, Procurement office, mezzanine floor  

n) Information on the outer envelope should also include: 

 

The Group Managing Director 

CPF Asset Managers Ltd 

CPF House, 7th Floor. 

Haile Selassie Avenue 

P. O. Box 28938, 00200  
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N a i r o b i , Ke n y a  

and the information:  RFP FOR SUPPLY, DELIVERY AND INSTALLATION 

OF FUND AND UNIT TRUST MANAGEMENT SYSTEM FOR CPFAM  
and clearly marked, “DO NOT OPEN, EXCEPT IN PRESENCE OF THE OPENING 

COMMITTEE.” 

o) Proposals must be submitted no later than 29th January 2026 at 11.00 AM 

p) The address to seek any information to Scheme is:  

C P F  A s s e t  M a n a g e r s  

P r o c u r e m e n t  o f f i c e , m e z z a n i n e  f l o o r  C P F  H o u s e  

P. O  B o x  2 8 9 3 8 - 0 0 2 0 0  N a i r o b i  Ke n y a  

i n f o @ c p f . o r. k e  / p r o c u r e m e n t @ c p f . o r. k e  

 

 

q) The Evaluation Committee shall evaluate the proposals on the basis of their responsiveness to the Terms of 

Reference and Mandatory Requirements of the RFP, applying the evaluation criteria as follow 

 

Preliminary Evaluation Criteria (Mandatory Requirements) The tenderer Must: 

MR 1 Copy of valid certificate of incorporation/registration or equivalent for international 
bidders 

 

MR 2 
The technical proposal must be prepared separately from the financial proposal and 
clearly named in separate envelopes. If sent on email, the Financial Proposal must be 
Password protected. The documents should be in un editable PDF Versions 

MR 3 CR 12 or equivalent for international bidders, (not older than six months from the tender 
opening date) 

MR 4 Valid Copy of KRA Pin Certificate and Tax Compliance Certificate issued by the Kenya 
Revenue Authority valid for at least up to the tender closing date or equivalent for 
international bidders. 

MR 5 Anti – corruption declaration - (in the format provided in the tender document) 

MR 6 Business questionnaire - (in the format provided in the tender document) 

MR 7 Submit audited accounts for the years; 2022, 2023 and 2024. The audited account 
MUST be duly signed, stamped and dated by an active ICPAK member, with a vali practicing 
number a n d c o p y o f ICPAK certificate of membership or equivalent for international 
bidders attached 

MR 8. A paginated and well bound (for hardcopy submission) tender submission with a table of contents. 

MR 9. Five reference letters from five licensed Fund Managers confirming both Fund 
Management and Unit Trust capabilities of the System. 

 

 Note:  

     Only bidders who meet above requirements will proceed to technical evaluation. 
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B) Technical Evaluation Criteria (Pass mark 70out of 100) 

 

Criteria Criteria Description Score 

Experience of the firm a) 10 years- 10 marks 

b) Below 10 years- 5 marks 

     10 

Relevance of 

Education/ Degree of 

key personnel 

a) Bachelor of Science in Computer Science, 

software development, Computer 

Engineering, Information Technology. - 5 

Marks 

b) Bachelor of Degree in Finance or Economics 

AND ICIFA, CFA, or other internationally 

recognized Investments Body. – 5 Marks 

10 

Workplan and 
Methodology 

a) Give a detailed explanation of how you 
will execute the project, complete with 
timelines 

10 

Oral Presentation 

a) The presentation should cover the 34 items on 
the Terms of Reference. The presentation shall 
NOT be PowerPoint, but rather a 
demonstration of how each of the 34 items 
shall be executed on the system. Marking 
criteria shall be as per the terms of reference 

70 

Total Score Points   100 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



16 

 

NOTE. 

The financial envelop will be opened after technical evaluation for the firms that attains the            technical 

pass mark of 70 marks. 

 

Financials shall include. 

1. Completed, signed and stamped form of tender (financial proposal 4.1) 

2. Financial breakdown – fully filled, signed, and stamped. (Financial breakdown 4.2) 

(All in the format provided in the tender document)
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3. SECTION III: - TECHNICAL PROPOSAL 

 

Notes on the preparation of the Technical Proposals 

 

3 TECHNICAL PROPOSAL FORMS 
 

3.1 The Consultant shall complete this form and submit it as part of the Consultant’s 

proposal, attaching all technical submissions as required and the technical proposal forms 

provided. 

 

3.2 In preparing the technical proposals the consultant is expected to examine all terms and 

information included in the RFP. Failure to provide all requested information shall be at 

the consultant’s own risk and may result in rejection of the consultant’s proposal. 

 

3.3 The technical proposal shall provide all required information and any necessary additional 

information and shall be prepared using the standard forms provided in this Section.  

 

3.4 The Technical proposal shall not include any financial information unless it is allowed in 

the Appendix to information to the consultants or the Special Conditions of contract.  
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TECHNICAL PROPOSAL SUBMISSION FORM 
 

Date………. 

 

To: 

 

The Group Managing Director 

CPF Asset Managers Ltd 

CPF House, 7th Floor. 

Haile Selassie Avenue 

P. O. Box 28938, 00200 

N a i r o b i , Ke n y a  

 

Dear Sir, 

TECHNICAL PROPOSAL DEVELOPMENT OF FUND MANAGEMENT SYSTEM FOR CPFAM  

We, the undersigned, offer to provide the consulting services for the above- m e n t i o n e d  in accordance with 

your request for proposals dated [insert date]. We are hereby submitting our Technical Proposal, in response to 

your invitation to us to submit a technical proposal and a financial proposal. 

We hereby declare that 

a) All the information and statements made in this Technical Proposal are true and we accept that 

any misinterpretation or misrepresentation contained in this Proposal may lead to our 

disqualification by Scheme. 

b) Our Proposal shall be valid and remain binding upon us for the period of 120 days from the date 

of tender/proposal opening. 

c) We have no conflict of interest. 

d) In competing for (and, if the award is made to us, in executing) the Contract, we undertake to observe 

the laws against fraud and corruption, including bribery, in force in the country of Kenya 

e) We undertake to negotiate a Contract on the basis of the technical proposal to carry out the 

assignment. 

f) We accept that there will be no substitution of key personnel for reasons which may lead to 

the termination of Contract negotiations and even the contract itself. 

g) Our Proposal is binding upon us and it is subject to any modifications resulting from the Contract 

negotiations. 

We undertake, if our Proposal is accepted and the Contract is signed, to initiate the Services related to the 

assignment no later than the date indicated in the negotiated contract. We understand that Scheme is not bound 

to accept any Proposal that it receives. 
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We remain, 

Yours Sincerely, 

Authorized Signature 

Name of Consultant 

Address 

Contact Phone 

Contact e-mail address): 

Stamp or Seal  
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MANDATORY CONFIDENTIAL BUSINESS QUESTIONNAIRE 
 

(Must be filled by all applicants or Tenderers’ who choose to participate in this tender) Name of Applicant 
(s).............................................................… 

You are requested to give the particulars in Part1 and either Part 2 (a), 2(b) or 2(c), which ever applies 
to your type of business. Part 2(d) to part 2(i/j) must be filled. You are advised that giving wrong or false 
information on this Form will lead to automatic disqualification/termination of your business proposal at 
your cost. 
 
Part 1 – General 

Business Name .........................................................................................................................  

Certificate of Incorporation /Registration No.…………… 

Location of Business premises: Country………...…Physical address……………………. 

Town……………………………………. Building………… 

Floor…………………Plot No.…………. 

Street/Road……..………………….……………………Postal Address…………… 

Postal/Country Code……………………. Telephone No’s…...………………… 

Fax No’s.…………………………….……E-mail address…….……… 

Website……………………………………………………… 

Contact Person (Full     Names) …………………………………………. 

Direct/Mobile No’s.…………….……………Title………………… 

Power of Attorney (Yes/No) If yes, attach written document. 

Nature of Business (Indicate whether manufacturer, distributor, etc) …….……….. 

 

Part 2 (a)–Sole Proprietor (if applicable) 

Full names…………………………………………..…………………………. 

Nationality………………………………………………..Country of Origin……… 

Company Profile ................................................... (Attach brochures or annual reports in case of public company) 

 

Part2 (b)–Partnerships (if applicable) 

Give details of partners as follows: 

Full Names Nationality Citizenship Details Shares 

1. ………………………………………………………………. 

2. …………………………………….…………………………. 

Company Profile……………….(Attach brochures) 

Part2 (c)–Registered Company (If applicable) 

Private or public……………………………………………………………….. 

Company Profile……………………….(Attach brochures or annual reports in case of public companies) 

State the nominal and issued capital of the Company  

Nominal KShs…………..…………………………. 

Issued KShs……………..…………………………. 

List of top ten (10) shareholders and distribution of shareholding in the company. Give details of all Directors 

as follows:- 
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Full Names Nationality Citizenship Details Shares 

1.  

Part 2(d )– Debarment 

I/We declare that I/We have not been debarred from any procurement process and shall not engage in any 

fraudulent, corrupt, coercive and obstructive acts with regard to this or any other tender by any public or 

private institutions. 

 

Full Names……..…………………………………………………………… 

Signature…………………………………………..…………………. 

Dated this…………………………….……day…………………of…2025. 

In the capacity of………………………… 

Duly authorized to sign Tender for and on behalf of…………………………… 

 

Part 2(e) – Bankruptcy/Insolvency/receivership. 

I/We declare that I/We have not been declared bankrupt or insolvent by the competent Authorities in Kenya and 

neither are we under receivership: 

Full Name……...………………………………………………………………………………… 

Signature…………………………………………………………………………………

…… 

Dated  this……………………………….……………day   of… ............................. 2025. 

In the capacity 

of……………………………………………………………………………………… 

Duly authorized to sign Tender for and on behalf of………………………………… 

 

Part 2(f) –Criminal Offence  

I/We, (Name(s)of Director(s)):-  ………..…………… 

Have not been convicted of any criminal offence relating to professional conduct or the making of false statements 

or misrepresentations as to its qualifications to enter in to a procurement contract within a  period of three (3) 

years preceding the commencement of procurement proceedings. 

Signed…………………………………………………………………………………………. 

For and on behalf of M/s .................................................................................................................................  

In the capacity of………………………………………………………………………………. 

Dated this……………………………………………day of .........................................................2025. 

Suppliers’/Company’s   Official   Rubber   Stamp………………………………………………. 

 

Part2(g) – Conflict of Interest 

I/We, the undersigned state that I /We have no conflict of interest in relation to this procurement: 

a)………………………………………………………………………………………

……… 

For and on behalf of M/s   …………………………………………………….. 

In the capacity of……………………………………………………………… 

Dated this …………………………day  of .............................................. 2025 
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Suppliers’/Company’s Official Rubber Stamp………………………………………………… 

Part2(h) – Interest in the Firm: 

Is there any person/persons in Scheme or any other public institution who has interest in the Firm? Yes/No 

(Delete as necessary) Institution…………………………………………. 

(Title)  (Signature)  (Date) 

Part2(I)– Experience: 

Please list here below similar projects accomplished or companies/clients you have supplied with similar  items or 

materials in the last 5years. 

 

 Company 

Name 

Country Contract/Order 

No. 

Value Contact 

person 

(Full 

Names) 

E-mail 

address 

Cell phone 

No. 

1        
2        
3        

 

Part 2 (I or j)–Declaration 

I/We, the undersigned state and declare that the above information is correct and that I/We give authority 

to seek any other references concerning my/our company from whatever sources deemed relevant, e.g. Office 

of the Registrar of Companies, Bankers, etc. 

 

Full names………………………………………………………. 

 

Signature…………………………………………………………… 

For and on behalf of M/s………………………………………………………………… 

In the capacity of………………………………………………………………… 

Dated this ................................................. day of 2025.  

Suppliers’/Company’s 

Official    Rubber     Stamp……………………………………  
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MANDATORY ANTI-CORRUPTION DECLARATION 

 

We underscore the importance of a free, fair and competitive procurement process that precludes abusive 

practices. In this respect we have neither offered nor granted directly or indirectly any inadmissible 

advantages to any public servant or other person nor accepted such advantages in connection with our bid, 

nor will we offer or grant or accept any such incentives or conditions in the present procurement process 

or, in the event that we are awarded the contract, in the subsequent execution of the contract. We also declare 

that no conflict of interest exists in the meaning of the kind described in the Public Procurement & 

Disposal Act 2015 

 

We also underscore the importance of adhering to the law in the implementation of the project. 

We will inform our staff about their respective obligations and about their obligation to fu l f i l l  this declaration 

of undertaking and to obey the laws of the country. 

 

We also declare that our company/sub-contractors/ all members of the consortium has/have not been 

debarred to engage in procurement/ included in the list of sanctions. 

 

We acknowledge that, the client is entitled to terminate the contract immediately if the statements  made in 

the Declaration of Undertaking were objectively false or the reason for exclusion occurs after the Declaration 

of Undertaking has been issued. 

 

Dated this day of 2025. 

 

 

 

(Name of company) (Signature(s)  
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RECOMMENDATION LETTERS 

 

(To be completed on Recommender’s 

Letterhead)  

Our Ref: 

Date. 

Address 

The Group Managing Director 

CPF Asset Managers Ltd 

CPF House, 7th Floor. 

Haile Selassie Avenue 

P. O. Box 28938, 00200  

N a i r o b i , Ke n y a  

 

RECOMMENDATION LETTER 

This is to confirm that has offered consultancy services for our farm and we 

confirm the details as outlined below: 

Assignment name: Country: 

Location within Country Professional Staff Provided by the consultant 

Recommender’s contact person for the assignment: 

(telephone no. and email address) 

Address Duration of Assignment 

Start Date: Completion date: Approx. value of services/ 

Total Plantation Size: 

Name of Associated consultants: 

 

Description of Actual Services Provided: 

 

 

We are satisfied with the Consultant’s performance, and they met our expectations in regard to the assignment. 

 

We would not hesitate to recommend   as a reliable and professional c o n s u l t i n g  company. You may 

reach us on the given addresses to confirm the details provided. 

 

Yours faithfully, 
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COMMENTS AND SUGGESTIONS OF CONSULTANTS ON THE TERMS OF REFERENCE AND ON 

DATA, SERVICES AND FACILITIES TO BE PROVIDED BY SCHEME. 

 

Provide and justify here any modifications or improvement to the Terms of Reference to improve performance 

in carrying out the assignment, such as deleting some activity you consider unnecessary, or adding another, 

or proposing a different phasing of the activities. Such suggestions should be concise and to the point and 

incorporated in your Proposal. Also provide comments on counterpart staff and facilities to be provided by 

Scheme to improve performance in carrying out the assignment. Scheme shall not be bound to any comments 

or suggestions provided. 

 

On the Terms of reference: 

 

1. 

2. 

3. 

4. 

5. 

On the data, services and facilities to be provided by Scheme: 

1. 

2. 

3. 

4. 

5.  
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DESCRIPTION OF THE METHODOLOGY AND WORK PLAN FOR PERFORMING THE ASSIGNMENT 

 

Provide a section on Approach, Methodology and Work plan for performing the assignment that should 

include: 

(a) Technical Approach and Methodology, 

(b) Work Plan, and 

(c) Organization and Staffing, 

 

(a) Technical Approach and Methodology. In this chapter the Consultant should explain his/her 

understanding of the objectives of the assignment, approach to the services, methodology for carrying out the 

activities and obtaining the expected output, and the degree of detail of such output. The Consultant should 

highlight the problems being addressed and their importance and explain the technical approach the 

Consultant would adopt to address them. The Consultant should also explain the methodologies 

proposed to adopt and highlight the compatibility of those methodologies with the proposed approach. 

 

(b) Work Plan. In this chapter the Consultant should propose the main activities of the assignment, their 

content and duration, phasing and interrelations, milestones (including interim approvals by Scheme), 

and delivery dates of the reports. The proposed work plan should be consistent with the technical 

approach and methodology, showing understanding of the TOR and ability to translate them into a 

feasible working plan. A list of the final documents, including reports and tables to be delivered as final 

output, should be included here. The work plan should be consistent with the “ACTIVITY (WORK) 

SCHEDULE FORM” on Paragraph 6 below. 

 

(c) Organization and Staffing.  In this chapter the Consultant should propose the structure and 

composition of the Consultant’s team. The Consultant should list the main disciplines of the assignment, 

the key personnel responsible, and proposed technical and support staff. In addition to describing the 

structure and composition of the Consultant’s team, the Consultants shall summarize it on the Staffing 

Form below. 
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TEAM COMPOSITION AND TASK ASSIGNMENTS STAFFING FORM 

 

 Name of Key 

Personnel 

Position Tasks Time 

required for 

assignment 

1  Team Leader   
2  Assistant Consultant   
3  Assistant Consultant   
4     
5     

 Name of Non-Key Personnel 

1     
2     
3     
4     
5     
6     
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FORMAT OF CURRICULUM VITAE (CV) FOR PROPOSED PROFESSIONAL STAFF 

 

The Consultant shall provide a signed CV of each of the Key Personnel, this must detail the number of years, the assignments 

handled, qualifications both professional and academic and skills. 
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ACTIVITY TIME SCHEDULE FOR THE ASSIGNMENT 

 

The Consultant will prepare an activity schedule that will take care of all phases of the assignment, i.e. document review, 

field work and assembling of information and writing the reports. The Consultant will organize work Teams and 

timetable to complete this field work, including all associated travel/field costs. To this end, the Consultant will prepare 

an activity that would closely follow (but not necessarily be same as) the “Activity (Work) Schedule Format”. The 

Consultant should derive these activities from the TOR, e.g. sampled contracts, Inception Report, field work, monthly 

reports, draft report, final report, etc. in sufficient detail.
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4. SECTION IV: - FINANCIAL PROPOSAL 

 

The Consultant shall complete this form and submit it as part of the Consultant’s proposal, attaching all 

financial submissions as required herein and in the financial proposal forms provided. 
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FINANCIAL PROPOSAL SUBMISSION FORM 

 

Date  

TO: 

The Group Managing Director 

CPF Asset Managers Ltd 

CPF House, 7th Floor. 

Haile Selassie Avenue 

P. O. Box 28938, 00200  

                                   N a i r o b i , Ke n y a  

 

Dear Sir, 

FINANCIAL PROPOSAL FOR DEVELOPMENT OF FUND MANAGEMENT SYSTEM FOR CPFAM  

a) We, the undersigned, offer to provide consulting services for REQUEST FOR PROPOSAL FOR 

DEVELOPMENT OF FUND MANAGEMENT SYSTEM FOR CPFAM in accordance with your request for 

proposals dated [insert date] and our Technical Proposal. We are hereby submitting our Financial Proposal, 

in response to your invitation to us to submit a technical proposal and a financial proposal. Our    attached 

Financial Proposal is in Kshs(Inwords) Kshs.(In figures) This amount is inclusive of all taxes levied in 

Kenya or in other countries, which shall be identified during negotiations and shall be added to the 

contract price. 
 

(b)  Our Financial Proposal shall be binding upon us subject to the modifications resulting from 

Contract negotiations, up to expiration of the validity period of the Proposal, i.e. Proposals must 

remain valid for 120 days after the submission date as indicated in the instructions to 

Consultants. 

 

(c) No commissions and gratuities paid or to be paid by us to agents relating to this Proposal and 

Contract execution, if we are awarded the Contract, are allowed in our price proposal 

 

(d) We understand you are not bound to accept any Proposal you receive. 

 

Yours Sincerely, 
Authorized   Signature–––––––––––––––––––––––––––––––––––––––––––––– 
 

Name of Consultant ––––––––––––––––––––––––––––––––––––––––––––––– 
 

Address–––––––––––––––––––––––––––––––––––––––––––––––––––––– 
 

Contact       phone––––––––––––––––––––––––––––––––––––––––––––––– 
 

Contact e-mail address)––––––––––––––––––––––––––––––––––––––––––– 
 

STAMP OR SEAL –––––––––––––––––––––––––––––––––––––––––––––––  
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BREAKDOWN OF CONTRACT PRICE 
 

(All costs shall be inclusive of all taxes, insurances, overheads, and profit). 

 

 

No. Financial breakdown Amount in Kshs inclusive of 

applicable taxes 

i.   

ii.   

 

 

Signed .......................................................... (Consultant) 

 

Date    .......................................................... 

 

Stamp/Seal   ……………………………………... 
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5. SECTION V -TERMS OF REFERENCE 

 

TERMS OF REFERENCE FOR DEVELOPMENT OF FUND MANAGEMENT SYSTEM FOR 

CPFAM. 

 

 
 

Heading 
Applicati

on 
Details 

Mar

ks 

1. Prospect 

Managemen

t 

CIS and FM 

1. Create prospects in the system, name, contacts, etc 

2. Add Call Details 

3. Add Meeting Details 

4. Schedule new call and meeting 

5. Add and maintain contact book 

6. Maintain Calendar  

7. Update Prospect details 

8. Converts prospect into client 

9.  Produce detailed reports like no. Of prospects per 

PM/RM, meetings reports 

2 

2. Asset Class 

Creation 

and 

Maintenanc

e 

 CIS and 

FM 

1. Create Asset all typical classes 

2. RBA ,CMA  and IPS asset class limits to be inbuilt in the 

system 

3. Create securities and specify the tax associated with each 

security 

4. Capture coupon rates and dates and amortisation dates 

and percentages for Fixed income. 

5. Accurate calculation of accrued interest and amortized 

discount 

6. Capture both dirty and clean prices and recognize 

Primary Bond purchases.  

2 

3. Other 

common 

Master 

Maintenanc

e 

 CIS and 

FM 

1. Classify clients into Corporate, Individual, Pension, 

Gratuity, and other typical classes 

2. Create Portfolio Managers and relationship managers 

3. Create Agents and Branches 

4. Create Bank accounts that can be aggregated when 

needed for posting all transactions. 

5. Custodians and CDS accounts for shares and Bonds 

6. Currencies,  

7. All Taxes applicable 

8. Stockbroker and other Common masters for fund 

management 

2 
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9. Risk Questionnaire that produces the Risk Profile of the 

client 

10. System must be web based, have an online portal and 

Mobile App 

11. Various incomes and expenses in fund management 

4. Securities 

creation 

CIS AND 

FM 

1. For Equities, System should enable creation of Equities. 

Main details to be captured include ISIN Code, Issuer, 

Par Value, No. of Total Shares issued, Sector, currency, 

stock exchange and all other typical fields for creation of 

Equities for local and offshore etc 

2. System should be able to capture details securities like 

property, REITS, Private Equities, Offshore, Unquoted 

Equities, ETF, and all other typical asset classes 

3. For Fixed income, It can create Commercial Papers, 

Corporate Bonds, Treasury Bills, Treasury Bonds, Fixed 

income offshore mutual funds. 

4. System should enable capture of details like Issuer, Issue 

Date, Maturity Date, Tax rate, discount rate, Coupon 

date, coupon dates (system generated), issue amount, 

amortisation rate, price, and all details typical to fixed 

income securities. 

5. System must have an inbuilt Bonds Calculator 

2 

5. Client 

Creation 

and 

AML/KYC 

verification 

 

 

 

 

 

 

 

 

 

 

 

6. Mobile App 

and Web 

Portal  

CIS/FM 

1. Documents are Uploaded into the system and attached 

to the client 

2. Inbuilt questionnaire for risk assessment. 

3. Client is created in the system. Common fields are; 

names, address, beneficiaries and their percentage, Tax 

status, base currency, risk profile, bank details, AML 

issues like PEP classification. 

4. Attach client photo/logo of client and documents. 

Documents include Application form, ID, PIN, certificate 

of incorporation. This logo/ photo must appear on the 

client statements 

5. Each client allocated a unique identifier. 

6. Once created, clients gets an SMS with a link to the 

online portal and Mobile Application 

7. The client should be linked to a portfolio manager, a 

custodian, an agent, a bank, branch, CDS and other 

typical fund management details  

2 

CIS and FM 

1. The system must have a Mobile Phone App AND Web 

portal where clients can create themselves. 

2. They choose what to invest in 

3. The App/Portal should allow for client to take a photo of 

themselves and upload. 

2 
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4. The app/portal should allow the client to input all contact 

and KYC data as per paragraph 5(1) 

5. The App/portal should be link with the Government IPRS 

system to counter check information 

6. The app/portal should allow client to view their 

statements 

7. The dashboard of the app/portal should show: Net 

Contributions and Total accrued interest to date and 

other common metrics that are typical in fund 

management. This includes the investment statement and 

investment movement. 

8. It should also allow users to be able to deposit and 

withdraw funds from and to Mpesa and other mobile 

money wallets. 

9. Various AML limits should be incorporated into the 

App/Portal 

10. The client will have to be approved before enabling 

transactions. 

11. The app/portal should enable biometrics and or 

password for launching.  

12. Clients created in the App/portal should reflect in the 

main system. 

7. Bank 

Account 

Creation 

CIS 

 

 

1. The system should open three bank accounts named 

Collection, Investment and Disbursement bank account per fund.  

2. Contributions through Mpesa shall be automatically posted 

into the client account 

3. There shall be an integration between the App, the system and 

custody account for real time upload of postings using clients 

unique identifier 

2 

       

8. Fund 

Creation 
For CIS 

1. The system should be able to create various Unit Trust 

Funds. This includes Money Market Funds, Dollar Funds, 

Equity Funds, Fixed income funds, Alternative investment 

funds etc. 

2.  
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9. Cash 

transactions 

Postings  

CIS/FM 

3. Cash transactions to be posted in each client’s portfolio. 

These includes contributions and withdrawals 

4. Investment tenor, call, 3 months, 6 months, 1 year, 2, 3 

etc where applicable 

5. System should be able to post incomes and expenses. 

These are then used appropriately when computing 

TWRR. 

6. Client must get an SMS and/or email notification once a 

cash transaction is posted, both contribution and 

withdrawal 

7. All postings must be approved before they hit cash. 

8. For CISs, once contributions are posted, units are 

created and allocated. The system should pick all CIS 

contributions directly from the custody account and post 

into the client portfolio 

9. Client gets an email and/or sms alerting them on the 

posting. 

10. Units are redeemed on withdrawal. Client gets email/sms 

alert of the withdrawal 

11. Penalties are imposed for early withdrawals and/or 

withdrawals that are more than allowed per period 

12. Clients can withdraw some amount from their app to 

mpesa 

13. All postings must be approved before they hit cash. 

 

 

10. Switch 

Transaction

s (only for 

CIS) 

CIS 
1.  System should allow clients to be able to switch 

between various funds with periodic limitations 

2.  

11. Net Asset 

Value 
CIS 

1. System should be able to calculate NAV and give a daily 

pricing. 

2. CPFAM to give formula for NAV computation per fund 

2 

12. Daily Yield CIS 

1. The system should be able to derive a daily yield that is 

net of all fees payable.  

2. It should also generate the effective annual yield. 

3. The formula shall for computation shall be shared by 

CPFAM 

 

2 

       

13. Portfolio 

Rebalancing 
 

1. System should show which securities/ asset classes are 

above the RBA, CMA and IPS 

2. System should recommend actions to take to rebalance 

the portfolio 

2 
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14.  Investment 

transactions

. 

FM/CIS 

1. System should be able to post investment transactions 

for all Securities and Asset classes including investment in 

CIS, capturing all information relevant to the purchase 

sale transactions 

2. The portfolio manager creates an order in the system. 

This can be through system suggested rebalancing 

3. System should then check availability of cash, blacklisted 

securities, Houseview, CMA, RBA and IPS limits 

4. An order is generated that goes for approval. An email is 

sent to the approver requesting them to approve. 

5. Once approved, it goes to the Dealer  

6. Once the order is filled the dealer inputs the contract 

note details into the system. A sample contract note shall 

be provided. System should be able to automatically 

compute levies in a contract note. 

7. The operations team matches the transaction in the 

system. This impacts cash and security holding 

simultaneously  

8. For alternative investments the operations team should 

post the transaction and it goes to the approver. 

9. For bonds transaction, the system must have an in built 

calculator. Once you key in the YTM, the clean and dirty 

prices should be automatically generated. 

10. For Primary Bond Purchases, the system should be able 

to recognize the difference and give different steps for 

posting. 

11. All charges and costs during all investment transactions 

must be captured in the system. 

12. System should prompt whether a charge is an expense or 

should be capitalised. 

13. System should be able to post a transaction through 

batching and aggregation, then allow for allocation to 

various clients. 

14. For bank deposits, system should enable rollovers, 

repricing and partial withdrawals. 

15. System should be able to purchase and sale of other 

collective Investment Schemes. 

16. System should show all transactions done (approved, 

pending, settled) with major fields shown, including Yield 

to Maturity, Units, Dirty Price, Clean price, client, date of 

transaction, price, 

17. System should have a transaction called Take-on where 

assets are taken on from another fund manager, without 

impact on cash. 
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18. Ability to view all trades, their security ID, unit cost, 

YTM, total consideration, trade dates, units etc  

15. Deposit 

Diary 
FM/CIS 

   

1. The statement should maintain a global report deposit 

diary that has the following details: 

2. Placement Bank 

3. Limit per bank 

4. Amounts  

5. Placement Date 

6. Maturity Date. 

7. Interest Rates  

8. Drill down per client 

 

2 

16. Corporate 

Actions 
FM/CIS 

1. The system should be able to record and execute all 

corporate actions 

2. This includes dividends (interim and final), rights issue, 

Bonuses, splits, reverse splits for shares 

3. For Fixed income, this includes coupons, maturites  

4. System to batch all corporate actions and automatically 

settle on due date 

5. The system should check tax status per security and per 

client and charge the tax automatically before posting 

into cash. 

6. For properties this includes rent expected and receipts 

   

2 

17. Create and 

Maintain 

chart of 

accounts 

CIS/FM 

1. Maintain and create chart of accounts. Trial Balance, 

Income Statement, Balance Sheet. 

2. All transactions to post JV entries 

2 

18. Reconciliati

ons 
CIS/FM 

1. System should provide functionality for reconciliation of 

cash movement and Holding statement with the 

custodian. Through aggregation of reports per custodian, 

per Fund etc. 

2 

19. Fees  CIS/FM 

1. Management fees. 

2. System should allow bespoke fees per client. This 

includes flat fees based on market value, performance 

fees and fees on interest accrued. 

3. Fees should be accrued daily and invoice monthly 

2 
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4. The fees shall include VAT shown separately then added 

to the total fees 

5. System should generate invoices 

6. System should allow batched postings and settlement of 

all fees into the client cash statement 

7. Early redemption fees are applicable 

8. Agency Fees- The system should generate Agents fees. 

Agents should see reports on commissions due, paid, per 

client and at aggregate level. 

9. Fees should be directly debited from the client where 

applicable. 

10. CIS charge a fee on withdrawal when there are more 

than one withdrawal per month 

11. There will also be switching fee for CIS  

20. Batching CIS/FM 
1. The system should be able to upload batched 

transactions from an excel worksheet 

2.  

21. Valuation CIS/FM 

1. System should provide a functionality to update the 

valuation for real estate, Private Equity, Unquoted 

Equities, Quoted equities, REITs treasury bonds/bills, 

commercial papers, corporate bonds, ETFs, CISs and all 

typical asset classes for fund managers 

2.  

22. Reports CIS/FM 

1. System should have a robust reporting tool with a report 

writer, enabling users to create bespoke reports. 

2. The system should be able to automatically send out 

various statements to clients periodically.  

3. The following are the major report that are needed: 

a. Portfolio holding report- can be aggregated at 

fund level 

b. Time weighted returns report Overall and Per 

Asset Class- Quarterly, annual, cumulative, 

Annualised. It should give options for Gross of 

expenses and net of expenses return. 

c. Investment Transaction reports showing 

gains/losses 

d. Cash flow projections report 

e. Cash balances report per custodian and per 

portfolio manager 

f. Cash movement report- can be aggregated at 

fund level 

g. Fund movement report 

h. Balance sheet and income statement 

i. CMA and RBA reports 

j. Deposit Diary 

k. Agency commissions report per agent. 

2 
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l. Wealth Management clients can invest in a CIS. 

The system should be to create a report that 

shows this asset class and picks the NAV or yield 

form the unit trust module to compute market 

value. 

m. Complaints register report 

n. Funds under management report per PM/agent 

o. Contribution/cash receipts report 

23. Agency and 

commission 
CIS/FM 

1. Agent is created in the system. Common fields are; 

names, address,bank details, 

2. Once created, agent gets an SMS with a link to the 

online/web portal and can view his/her client list 

3. The system should be able to link client to the agent 

4. Calculate commission, set a minimum payout, if 

payout is enough, the funds to reflect on settlement 

side and paid out, the system should be able to 

aggregate the commissions to next month 

5. Generate a report that shows agent and the portfolio 

holding 

2 

24. Income 

Distribution  
CIS 

1. System to compute net income  

2. System to distribute the income to unit holders pro-rata 

and time weighted manner 

3. Unitholder to be able to re-invest interest or withdraw 

the interest and entries to reflect in the cash movement 

statement 

4. System to compute withholding tax automatically for 

withdrawals  

2 

25.  End of Day 

Processes 
FM/CIS 

1. System must run end of day processes automatically at 

2am daily. Allow user to run it in case of a failure 

2. It includes the following 

a. All Maturities 

b. Unit Capital Process 

c. Trade settlements 

d.  Corporate Action Settlement 

e. Adjustment JVs 

f. Automatic Update Equity, bonds, CIS, private 

equity and Real Estate Prices. Should be able to 

upload prices manually too 

g. Automatic Upload Exchange rates for Dollar, 

Pound, Euro, NSE indices and other indices too 

etc 

h. Compute TWRR for that date for all clients 

i. Automated Upload of CIS yields and prices, 

NAV, allocation and other processes related to 

2 
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CIS. This is for investments in CIS as an Asset 

class. 

 

       

26. Rules 

Configurati

on 

 CIS/FM 

1. User can setup rules related to CMA, IPS and RBA in the 

system.   

2. User can select for which Asset Type a rule is applicable 

3. For which Scheme it is applicable 

4. For which transaction type this rule is applicable 

5. User can set limits 

6. Rules should be validated during order creation by PM 

2 

27. Dash board 

configuratio

n 

 CIS/FM 

Dashboard to show: 

1. Overall Assets under management 

2. Overall distribution per asset class 

3. AUM Distribution per portfolio manager, custodian, 

client type, Agent 

4. Top ten holdings 

5. AUM growth trajectory, year to date, since inception 

6. Management fees generated, year to date, per agent, per 

portfolio manager and overall with comparison 

7. Dash board should have graphs for each dash board item 

8. Each Dashboard Item can be drilled down to the 

constituents details 

9. Show upcoming maturities and dividends 

2 

       

28. Audit Trail CIS/FM 

1. System should have a detailed audit trail showing the 

following among others 

a. Who accessed the system at what time 

b. What they did when they are online 

c. The report can be customised to see activity per 

user 

2 
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29. Role 

Managemen

t 

CIS/FM 
1. Create roles like Admin, Makers, checkers, approvers, 

view only users, and client view restrictions  . 

2.  

30. Login 

Administrati

on 

CIS/FM 
1. Use to view login details of users who is currently logged 

in 

2.  

31. Password 

Policy 

CIS/FM 
1. Define Password complexity 

2.  

32. Data 

Migration & 

Integration 

CIS/FM 1. System should be ready for data migration from existing 

system. 

2. Ability to intergrate with other systems such as 

Microsoft dynamics business central etc 

2 

33. Complaints 

register 

CIS/FM 1. System should be able to record complaints register with 

an escalation matrix. 

2. This should include ability to record system downtimes 

and issues resolution 

 

2 

34.  
CIS/FM 1. Any other system capabilities not listed above will 

lead to marks addition 

4 

 

  

 

 

 

 

 

 

 

 

 

 

 

6. SECTION VI: FORM OF CONTRACT 

 

CONTRACT AGREEMENT FORM 

 

THIS AGREEMENT made this………day of………………….20…. BETWEEN CPF Asset 

Managers Ltd, a retirement benefits fund licensed by Retirement Benefits Authority situated at CPF 



43 

House, 7th Floor Along Haile Selassie Avenue P.O. Box 28938-00200, Nairobi, Kenya aforesaid 

(hereinafter referred to as the “Scheme”) of the one part,  

A N D 

…………………………..a duly registered entity according to the laws of ....................and of Post 

Office Box Number………………. in the Republic aforesaid, (hereinafter referred to as the 

“Consultant” of the other part; 

 

WHEREAS Scheme invited tenders for certain services, that is to say, for Consultancy Services under 

Tender Number………………. 

AND WHEREAS Scheme has accepted the Tender by the Consultant for the services in the sum of 

Kshs.……………….VAT Inclusive say………………….(hereinafter called   “the   Contract Price”) 

as outlined in the notification of award letter referred to in clause 5(g). 

 

NOW THIS AGREEMENT WITNESSETH AS FOLLOWS: 

1. In this Agreement words and expressions shall have the same meanings as are respectively 

assigned to them in the Conditions of Contract and the Tender Document. 

 

2. Unless the context or express provision otherwise requires: 

a) reference to “this Agreement” includes its recitals, any schedules and documents 

mentioned hereunder and any reference to this Agreement or to any other document 

includes a reference to the other document as varied supplemented and or 

replaced in any manner from time to time. 

b) any reference to any Act shall include any statutory extension, amendment, 

modification, re-amendment or replacement of such Act and any rule, regulation 

or order made thereunder. 

c) words importing the masculine gender only, include the feminine gender or (as the 

case may be) the neutral gender. 

d) words importing the singular number only include the plural number and vice-versa 

and where there are two or more persons included in the expression the “Consultant” 

the covenants, agreements obligations expressed to be made or performed by the 

Consultant shall be deemed to be made or performed by such persons jointly and 

severally. 

e) where there are two or more persons included in the expression the “Consultant” any 

act default or omission by the Consultant shall be deemed to be an act default or 

omission by any one or more of such persons. 

3. In consideration of the payment to be made by Scheme to the Consultant as hereinbefore 

mentioned, the Consultant hereby covenants with Scheme to perform and provide the services 

and remedy any defects thereon in conformity in all respects with the provisions of the Contract. 

4. Scheme hereby covenants to pay the Consultant in consideration of the proper performance and 
provision of the services and the remedying of defects therein, the Contract Price or such other 

sum as may become payable under the provisions of the Contract at the times and in the manner 

prescribed by the Contract. 

5. The following documents shall constitute the Contract between Scheme and the Consultant, and 

each shall be read and construed as an integral part of the Contract: - 
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(a) this Contract Agreement 

(b) the Special Conditions of Contract as per the Tender Document c. the General Conditions 

of Contract as per the Tender Document 

(c) the Price Schedules/ Financial Proposal submitted by the Consultant and agreed upon 

with Scheme. 

(d) the Terms of Reference as per Scheme’s Tender Document 

(e) the Consultant’s obligations t Scheme 

(f) Scheme Notification of Award dated …... 

(g) the technical submission form 

(h) Proposed work plan and schedule of activities 

 

6. In the event of any ambiguity or conflict between the contract documents listed above, the order 

of precedence shall be the order in which the contract documents are listed in 5 above except 

where otherwise mutually agreed in writing. 

7. The Commencement Date shall be the working day immediately following the fulfillment of all the 

following: - 

a) Execution of this Contract Agreement by Scheme and the Consultant. 

b) Issuance of the Performance Bond by the Consultant and confirmation of its 

authenticity by Scheme. 

c) Issuance of the Official Order by Scheme to the Consultant. 

The period of contract validity shall begin from the Commencement date and end sixty 

 

 

 

 

 


