RESTRICTED – COMMERCIAL

Institutions may already have their own tender opening procedures. The procedure below illustrates the recommended best practice in line with that outlined in the Sector Procurement Manual for hard-copy tenders, and is easily adaptable to comply with an Institution’s own Standing Orders or Financial Instructions (if required).
TENDER OPENING PROCEDURE (for hard copy tenders only)
Where the electronic tendering system is not in use, two members of staff not involved in the commodity being procured or outwith the procurement function will act as the Tender Receipt Board and open and witness tenders. Both individuals will undertake the following tasks in respect of each tender exercise:

•
after the time and date of tender opening stated on the form, open the tenders ensuring that there is only one tender bearing the number on the tender return label.  Where there are two tenders bearing the same number, this could be the result of a tenderer submitting a tender in error and subsequently issuing a further tender marked ‘Replacement’.  Only the Replacement tender must be opened and witnessed.  The original unopened tender should be returned to the Procurement Officer who will organise its return or destruction.  If only one tender is received in total, this should be referred to the Head of Procurement for guidance.  

•
date stamp and sign the Form of Tender and Pricing Schedule received for each tenderer  NB: if a tender is incomplete, completed in pencil, faxed or emailed, it may be disqualified - refer to the Head of Procurement for guidance.  If the tender is disqualified, the Procurement Officer will inform the tenderer in writing that the tender has been disqualified and the reason for disqualification  

•
complete the template attached to create a record of received, returned, and late tenders 

•
pass the witnessed opened tenders to the Procurement Officer together with the completed Tender Opening Form

PROCEDURE FOR RECEIPT OF LATE TENDERS.

Institutions may decide to refuse all late tenders in order to comply with their own internal procedures.

Alternatively they may choose to follow this procedure;

•
tenders that are received after the time and date specified on the Tender Opening Form for whatever reason must be held separately and remain unopened, and the Procurement Officer informed immediately that a late tender has been received

•
if the sender has not already alerted the Procurement Officer that the tender may be late, under no circumstances must the tender be opened until the reasons have been verified and approval granted by the Head of Procurement (or nominated representative)  

•
if approval is received, the Tender Receipt Board will witness the tender in the usual manner but will also record on the form that the tender was received late, the reason for this, and that approval was received for its acceptance 

•
if approval is not received, the unopened tender will be returned by the Procurement Officer to the supplier, and recorded on the Tender Opening Form as part of the audit trail.  The Procurement Officer will also inform the tenderer in writing that their tender has not been accepted, with the reason(s) for its non-acceptance 

•
any late tenders must all be treated equally with regards to their acceptance or refusal.

TENDER OPENING FORM

The Procurement Officer must complete the details in the table below and forward the form to the relevant member(s) of staff. 
	Contract/Framework Agreement

Title:
	

	Reference:
	

	Estimated Contract/Framework Agreement value: 
	

	Date Invited:
	
	Date Due:
	
	Date & Time

Opened:
	


(expand table where necessary)
	
	Name of Tenderers Invited


	Price Tendered ex VAT* £
	(complete where applicable)

Late Tender:

reason and date of approval to accept or date of return to supplier
	(complete where applicable)

Replacement Tender submitted

(√) or Tender Returned ( R ) & Date

	*1
	*Number listed against each supplier to correspond to the number inserted on the tender return label prior to ITT issue
	
	
	

	2
	
	
	
	

	3
	
	
	
	

	4
	
	
	
	

	5
	
	
	
	

	6
	
	
	
	


*insert total cost or state the range of prices offered etc
	
	Tenders opened in the presence of:

	Signatures
	
	

	Names (BLOCK CAPS)
	
	

	Date
	
	

	Number of Tenders Received
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