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Preparation

1. Decide upon an item or service (the “product”) that you wish to either (a) purchase or (b) 

sell.

2. Write down a short list of criteria you will use to select the Product’s supplier (if you are 

purchasing) or purchaser (if you are selling). The list must include price. 

3. Decide which criterion are the most important to you and, based on this, add a percentage 

weighting against each (so that the total percentages add up to 100%). 

4. Decide (a) when your bidding process will open (b) when it will close to bids and (c) the 

process by which you will receive bids (taking care to ensure that the information in the 

bids cannot be seen until after the deadline for receiving bids has passed). 

Communicate the 

offer to the market

5. Advertise the opportunity to be a supplier or purchaser in a prominent place (as a

minimum online) including the following information:

(a) the Product you wish to purchase / sell; 

(b) the criteria and weightings you will use to select the winning bidder;

(c) the deadline for bids; and

(d) the process for bids to be submitted 

Receive Bids

Procurement / Concession Process 

6. Record the date and time of all bids received.

7. Do not open any bids, instead safely storing them until the deadline for bids has passed. 

8. Reject all late bids.



Evaluation

9. Once the deadline has passed, open the bids.

10. Read a bid and then give it a score for each of the criterion. Record the score.  

11. Repeat stage 10 for each of the bids.

12. Add up the score for each of the bids. 

13. Identify the bid with the highest score (the “Winning Bid”).

Award

14. Contact the provider of the Winning Bid to inform them that they have been selected 

and are expected to be awarded the contract as the purchaser or supplier in due course.

15. Inform each of the unsuccessful parties that their bid has not been chosen. 

16. If any of the unsuccessful bidders make a formal complaint about the process within ten 

days of the outcome being communicated, this should be considered objectively and if 

there is merit to the complaint then the process should be started again. 

17. Ten days after completing step 14, provided that no valid complaint has been received 

you may contact the provider of the winning bid to award the contract to purchase or supply 

the Product.. 

Contract 

Management

Procurement / Concession Process 

18. The good, work or service should be provided or sold in line with the Winning Bid. 

19. If the Product was a service, then the contract should be monitored to ensure it is 

fulfilled in line with the terms of the Winning Bid. 


