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   Essential Knowledge


Tender Process

Checklist

The process of tendering imposes a discipline on those undertaking the selection of contractors for the provision of goods or services. It is an auditable process, demonstrates fairness, facilitates competition, ensures best value and protects all involved. Most organisations prescribe how the procurement process will operate and it is advisable to ensure that you are familiar with this and that you comply. 

Pre-tender 
1. Identify the factors that will define the size of the contract (volume of work, geographical coverage, organisational boundaries) 
2. Assess the advantages and disadvantages of having one or more contracts 
3. Decide and agree the size and number of contract(s) 
4. Determine the type of contract that will best meet the service objectives 
5. Decide what accommodation or equipment will be offered to the contractors 
6. Determine responsibilities for key aspects such as maintenance, cleaning and repair of accommodation and equipment 
7. Consider how long the contract period should be 
8. Assess the range of functions to be put together into a single contract package 
9. Assess the options for pricing the work required 
10. Formulate and agree the tender strategy (size, scope, duration, packaging and pricing method). 


Preparation of contract documentation 

1. Nominate the person to whom tenderers should address enquiries and submit tenders 
2. Identify the requirements and arrangements for submitting tenders 
3. Agree arrangements for site visits by tenderers 
4. Establish the criteria for the acceptance of tenders 
5. Specify the information and documents to be submitted by tenderers 
6. Produce the Invitation to Tender document 
7. Complete the Conditions of Contract and clear with the solicitor 
8. Produce the Specification document 
9. Prepare the Tender Schedules 
10. Collate the Invitation to Tender, Conditions of Contract, Specification and Tender Schedules into a set of contract documentation 
11. Draft a covering letter to tenderers to accompany the contract documentation 
12. Arrange for the reproduction and collation of sufficient sets of contract documents. 



Advertising for interest 
1. Consider whether advertising is likely to be the most effective way of identifying a large field of potential candidates 
2. Select the publications in which to advertise, including OJEU where applicable 
3. Contact the publications 
4. Prepare and agree the advertisement 
5. Nominate an individual to handle responses to the advertising 
6. Place the advertisement 
7. Record the responses and issue questionnaire to interested parties. 



Return and receipt of tenders 
1. Appoint a custodian to record the receipt of tenders and keep them securely 
2. Appoint an opening team 
3. Open tenders in accordance with strict formal procedures 
4. Ensure that a record is kept of all tenderers and each copy of the tender 
5. Open a registered file for the contract and place in it copies of all contract and tender documentation and records of the tendering process. 



Evaluation 
1. Nominate team 
2. Set aside sufficient time 
3. Compliance check (arithmetic, documents, certificates, exceptions) 
4. Technical Appraisal (use a proforma) 
5. Bid clarification 
6. Select shortlist of, say, 3 – 4 
7. Record decision (rate, price, technical score). 



Tender Board – procedure and interviewing techniques 
1. Thoroughly prepare questions 
2. Assign roles – at least one independent member and a note taker 
3. Brief bidders (time, location, equipment, presentation, attendees) 
4. Structure interview to explore and test key issues (eg operational plan, staffing, management, pricing) 
5. Keep presentation short (about 20 mins): engender debate, as this is harder for the bidding team to control 
6. Look people in the eyes, listen attentively even if not asking a question 
7. Posture is important 
8. Address questions to specific individuals (eg contract manager) 
9. Probe to extract detail 
10. Ask short, open and ‘single’ questions: follow through on answers 
11. Establish at the outset any ‘Exceptions’ to ensure no issues over compliance 
12. Test team, lines of communication, existing workloads, delegated responsibilities, use of sub-contractors, reports and measurement techniques 
13. Check who will be responsible for financial management of account 
14. Test attitude to additional work – charge or inclusive 
15. Probe for innovation, added value, cost saving ideas 
16. Test continuity of contract staff, especially contract manager's track record 
17. Explore merit of any variant bid 
18. Always allow time for questions from bidders 
19. Feel free to solicit additional information and set a time for receipt 
20. Inform as to when a decision will be made and how it will be communicated - and keep to it! 
21. Use proforma to score performance 
22. Record responses, views and decisions. 



Award of contract and tender de-briefing 
1. Ensure approvals (where required) have been obtained before awarding contract 
2. Ensure the organisation is in place to manage the contract 
3. Notify the successful tenderer in writing 
4. Inform unsuccessful tenderers that their tender has not been accepted 
5. Communicate the decision to staff and any trade unions 
6. After the contract has been awarded, de-brief unsuccessful tenderers and record what was said 
7. Do not allow the contractor to start work until the contract has been signed 
8. Keep records of correspondence and meetings with the successful tenderer 
9. Document procedures for the contractor to use in delivering the service 
10. Liaise with the contractor, users of the service and others associated with activity to plan for a smooth start to the contract. 


Source:  Graham Riche
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