
ITPeA – e-Auction
Text in italics to be inserted/deleted if not applicable

Delete this box prior to issue

INVITATION TO PARTICIPATE IN eAUCTION (ITPeA) FOR:

  [insert title]

INSTITUTION REFERENCE: [insert]
OJEU REFERENCE: [insert]

[Address details]
[date]

Dear [insert name of nominated lead organisation if tenderer is a consortium]
INVITATION TO PARTICIPATE IN e-AUCTION FOR: [insert]

REFERENCE: [insert]

1.
Following submission and evaluation of your response to the Invitation to Tender document, I am pleased to inform you that you are invited to participate in an electronic auction for the provision of [insert Contract title]. The evaluation of the tender responses was on non-auction elements only. The remaining elements will be covered through completion of the e-auction.
2.
You are requested to follow instructions in accordance with the following attached documents, all of which shall be deemed to form and to be read and to be construed as part of this Invitation to Participate in e-Auction [add/amend schedules and numbering as required]: 

2.1
This Invitation to Participate in Dialogue Letter;

2.2
Schedule 1 - Instructions & Information for Bidders;

Yours sincerely, 

[Name]

Procurement Officer
for [Institution]. 

Schedule 1

INSTRUCTIONS & INFORMATION FOR TENDERERS

1
The e-Auction Procedure

An e-auction for [contract title] will take place on [insert date and time auction will take place].
The auction will last [x] minutes. [Procurement Officer to amend as required {with the auction automatically extending for [x] minutes when a new winning bid is entered in the final [x] minutes. The auction will end when no new winning bids have been submitted [x] minutes before the auction closes.}] 
[Procurement Officer to specify alternative or additional conditions to end the auction for example lowest possible bid has been met, maximum number of extensions, fixed deadline etc.]

The following elements of the tender will be the subject of the competitive bidding within the e-auction;

· Detail which elements will be included in the auction (most usually this is price but can include other elements – note these must be quantifiable and capable of expression in terms of figures and percentages).
Elements of tenders which may be submitted in the e-auction are subject to the following limitations;

· Detail limitations on the values of these elements, this must include minimum differentials of values which may be submitted. Other limitations can be imposed for example - 
· Submitted values can only move downwards.
· No partial bids.
· Absolute limits on values.

[The e-auction will be conducted for the following lots;

· If applicable detail the lots as set out in the Contract Notice]
[Note to Procurement Officer: use following paragraphs and re-number if awarding on MEAT basis;
2
Evaluation of parts of ITT not subject to e-Auction
Evaluation of your tender response has been completed and you have gained a score of [insert score] for those components of the award criteria not subject to e-Auction. 
Of the tenderers that have been invited to participate in the e-Auction you are currently ranked [x] out of [x]. 
The leading tenderer has a score of [x].

3
Re-ranking based upon participation in e-Auction 

Components of the e-auction represent [x]% of the award criteria.

Scores will be re-ranked automatically as new bids are entered. This will be done on the following basis;

[Provide details of how bids translate in points. For example if cost represent 20% of the award criteria. The bid price submitted by the tenderer will be converted into points. Therefore a very high bid price may equal 0 out of 20. Equally a very low bid price will equal 20 out of 20. Points are determined according to how the price compares within two extremes of a range which are set in advance.] 
Your identity and that of the other participants in the auction will remain anonymous throughout the e-auction process. You will be able to see your own score and ranking as well as that of the leading participant.
[Note to Procurement Officer: use the following text and re-number accordingly if awarding on lowest cost;
2
Ranking based upon participation in e-Auction 

The intention is to award based on the lowest cost bid as determined by the e-auction.
Participants will be re-ranked automatically as new bids are entered. The lowest submitted bid will win the auction.
Your identity and that of the other participants in the auction will remain anonymous throughout the e-auction process. You will be able to see your own ranking as well as that of the leading participant.]

[Procurement Officers to enter as appropriate;

4 
Training Auction

In order to provide training ahead of the e-auction event a dummy event is planned. The structure of this auction is intended to mirror closely the conditions which will apply to the live event in order to identify any technical problems and familiarise participants with the system. Please note that this dummy event will not have a bearing on the actual e-auction, dummy product descriptions will be used and participants are advised that real pricing information should not be submitted.
This event is scheduled to take place on [details].]
5 
Accessing the system

Details for accessing the system are provided below;

[Procurement Officer to insert details]

Details of how to access the system will also be issued to you electronically. 
Enquiries

Any enquiries must be submitted in writing via e-mail to [insert name – usually the Procurement Officer] at:

[insert e mail address]

Except where the response to an enquiry relates to commercially confidential matters, the Institution will copy their responses to all Bidders by way of a Circular Advice Notice (CAN)







































	5
	© APUC LIMITED 2009- See terms of permitted use on the Sector Procurement Manual’s Home page




