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The Buyer’s Approach

From the perspective of the public sector organisations, the procurement process is 
very much linked with the tender process. Here are the various stages from the buyer's 
perspective.

The next part of this chapter details the nature of a tender and how a supplier
should approach the tendering process, as well as the important points to focus on.

Chapter Five

Budgets are a common feature for all public 
sector buyers. Sometimes a Request for Price 
will issue at pre-budget stage to ensure enough
money is there for the actual purchase.

The various functions within the buying 
organisation decide on: the specification, 
conditions of contract, documentation,
timescales, etc. i.e. putting together the 
tender pack.

Tendering comprises all the stages between
advertising the tender and / or issuing invitations 
to tender up to and including opening of tenders.

The evaluation stage is where all tenders are
compared to ensure they meet the requirements
from both commercial and technical aspects.
A recommendation is made as to the most 
suitable tender.

All public sector organisations have certain
authority levels for purchase approvals and the
buyer often requires sign-off at a higher level on 
a decision to award the contract.

Contract management includes the issue of the
order, overseeing the delivery and handling the
relationship with the successful supplier up to the
conclusion of the contract. 

BUDGET

TENDER DESIGN

TENDERING

EVALUATION

PURCHASE
APPROVAL

CONTRACT 
MANAGEMENT

THE TENDERING PROCESS
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The Nature of a Contract

Supply Contracts

• A supply contract is a contract for financial interest, in writing, between a public sector
organisation and a supplier and may involve the purchase, lease, rental or hire-purchase.
It can also include the provision of services.

Service Contracts

• A service contract is also a contract for financial interest, in writing, between a public
sector organisation and a service provider for the provision of services. 

A buyer’s requirements must be described in detail in order to provide the supplier with the
opportunity to develop a good tender. This detailed information may be located in different
places:

• In an advertised tender notice

• In an invitation to tender

• In published standards referred to in the contract documents

• Functionality and performance requirements are regularly specified in 
the tender documentation

Selecting Candidates to Tender

• Buying organisations are required to apply objective criteria and rules when selecting 
participants for a competitive tendering process.

• Selections must be based on the candidates fitness for the specific contract and any
additions anticipated to result directly from the initial contract.

• The conditions for exclusion of a candidate include issues such as: 

• Bankruptcy 

• Being convicted for an offence concerning professional misconduct 

• Non-payment of social security contributions or taxes

• Misrepresentation in supplying information

As a supplier, you may be asked to sign a declaration attesting to your bona fides in 
accordance with the above matters, as a pre-condition of being considered for a place on 
a tender list. It may also be requested as part of the tender response documentation or as 
a pre-condition to the award of contract.
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Preparing Tenders

In preparing your tender remember to:

• Read all of the documentation carefully and note the key points which you must 
act upon.

• Check that you can meet the principal requirements and that you will have the 
necessary resources at your disposal to fulfil the contract, if successful.

• Note the duration of the contract. It is becoming standard in the public sector 
to award 2 or 3 year contracts and with the utilities, 3-5 year contracts are fairly 
standard. If it is a 2 year contract or longer, remember if you don’t succeed it will 
be at least 2 years before you get an opportunity to tender again.

If the contract is being awarded under OPEN procedures, you may be asked to satisfy 
minimum criteria in respect of your capacity, prior to your tender being evaluated.
Conditions such as these would already have been applied in drawing up tender lists 
if the RESTRICTED procedure was used.

Compile a checklist upon receipt of tender invitation documentation. Use the checklist
before finalising the tender documentation and issuing it for delivery.

The checklist should include all the items to be completed and provided in the tender 
document. Keep any labels provided in a safe place. Details of a possible TENDER 
PREPARATION CHECKLIST are outlined in figure 8 overleaf.

It is recommended that you designate someone in your company with overall responsibility 
for compilation of the tender. Individual aspects can also be allocated to appropriate 
personnel, i.e. financial figures to the accounts team, etc. Always ensure that the 
nominated person is not away at the time the tender needs to be submitted.

IT IS RECOMMENDED THAT ONE PERSON IS RESPONSIBLE 
FOR CO-ORDINATING THE TENDER.
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Requirement Comment
Responsibility Complied

With

CLOSING DATE • Note the day, date and time by which the 
tender must be submitted.

• Make arrangements in advance for delivery 
(i.e. post, courier, personal delivery, etc.).

• Do you have to acknowledge receipt of the 
Invitation to Tender and state if you are going 
to submit a tender?

AWARD • Note whether it is LOWEST PRICE or 
CRITERIA ECONOMICALLY MOST ADVANTAGEOUS 

TENDER. If the latter, what are the factors 
involved?

COMPANY • Information on company structure, management 
INFORMATION and organisation

• Details of shareholding(s)
• Details of personnel
• Details of current order book

FINANCIAL • Details of turnover for past 3 years
INFORMATION • Most recent audited accounts

• Bank references
• Tax Clearance Certificate
• Guarantees and bonds

TECHNICAL • Details of plant and equipment.
INFORMATION • Details of Health & Safety policy

• Details of accident records 
• Environmental issues
• Do they want to witness production?
• Details of Quality Assurance

SPECIFICATION • Do you understand the full requirements of the 
specification? If not, please seek clarification.

• What standards are quoted?
• Can you meet the requirements of the specification?

INSURANCE • Have you the appropriate insurance in place?
If not, can it be arranged?

• Professional Indemnity
• Public Liability

BONDS and • If these are required it would be normal to 
GUARANTEES agree these with the banks. Bonds are sought 

usually for large contracts or when a contract 
is being placed with a new supplier.

PRICING • What way do they want you to price the 
contract? Do they include tender pricing 
sheets, if so complete in full and total 
the costs.

SIGN – OFF • DON’T FORGET TO SIGN ALL TENDER 
DOCUMENTS – UNSIGNED DOCUMENTS 
CANNOT BE CONSIDERED

Figure 8: Tender Preparation Checklist
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When you have all the documentation required in the invitation to tender, it is 
recommended to bind it so that it is easy to read. Note: You may be asked to provide a 
number of copies to assist the evaluation team.

Remember the Labels and Envelopes – did they provide a label for returning the 
tender? – this is an administrative detail for the buyers in order to be able to isolate 
tenders and treat them in a confidential manner. Do they want one envelope inside 
another? Comply with whatever is requested.

Remember the Deadline – 5pm means 5pm and 12 noon means 12 noon. The public
sector are very strict about deadlines and being 5 minutes late may mean all your work
goes to waste, as the tender will be returned to you, normally unopened. 

Distinguishing between Candidate Selection Criteria 
and Contract Award Criteria

Confusion regularly arises where suppliers fail to distinguish between the criteria for 
candidate selection and the criteria for contract award. Most tendering procedures can
be divided into two stages:

• Selecting the most qualified companies to put on a bid list who will be invited to 
submit tenders (i.e. Candidate Selection Criteria), and

• Selecting the winning tender (i.e. Contract Award Criteria)

Candidate Selection Criteria.

These comprise the various requirements that a supplier or service provider must meet as:

• a precondition for selection on a tender list under a restricted procedure, or 

• a precondition for having a tender evaluated under an open procedure.

Contract Award Criteria

These are the criteria used in determining to whom a contract should be awarded. 
These are specific to the contract and may be in terms of:

• Lowest price, or

• The economically most advantageous tender submitted for the contract.

Note:

Where a supplier or service provider meets the candidate selection criteria, and also 
submits a valid tender, then their tender is entitled to be given due consideration 
under the contract award criteria.

In the event that the tender then proves to be the best tender under the contract 
award criteria, the awarding authority is not entitled to reject the tender by returning 
to re-consider the candidate selection criteria.

However, the awarding authority may at its own discretion decide not to award any 
contract and to cancel the entire contract award procedure.

ALWAYS ENSURE THAT YOUR TENDERS ARE FULLY IN LINE WITH REQUIREMENTS AND
REFLECT ALL OF THE QUOTED AWARD CRITERIA.




