RESTRICTED - COMMERCIAL


NEGOTIATED TENDERING SESSION TEMPLATE

Note to Procurement Officer: There are no set guidelines or timescales for undertaking the Negotiated Tendering procedure. However in all cases the EC Treaty principles of equality of treatment of supplier must apply.

Delete this box prior to issue

NEGOTIATED TENDERING PROCEDURE FOR: [insert]
REFERENCE: [insert]

NEGOTIATED TENDERING SESSION RECORD

N.B. During the Negotiation Sessions:

· Institution must ensure equality of treatment amongst bidders. 

· Institution must not provide information in a discriminatory manner which may give some tenderers an advantage over others.
· Institution must not reveal to the other participants solutions proposed or any commercially confidential information communicated by a participant in the dialogue without that participant’s agreement.
	Record of Record of Negotiation Session. 

	Date & time: 

Location: 

Attendees – Bidder:  

Attendees – [Institution/User Group]: 

Detail the precise record of exchanges and outcome – written and verbal:



	Negotiation Session Record completed by:

…………………………………………………… Procurement Officer, [Institution]

…………………………………………………… Date
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