System User Guide Restricted Procedure Stage 2 - for Buyers/Purchasers and Suppliers

What is Restricted Procedure Stage 2?

Restricted Procedure Stage 2 allows contracting authorities to send out a short invitation to tender electronically to a select list of suppliers, pre-
qualified under the restricted procedure for both OJEU and below threshold notices. The tender process can be managed online with options to
attach and send documents, activate online Q&A, and receive completed tender submissions online using the tender submission postbox.

When would | use the Restricted Procedure Stage 2?

Authorities would use this function following the receipt of expressions of interest or PQQs from a restricted procedure notice. It is used to invite
short listed suppliers to the tendering phase and also allows for final tenders to be submitted via the electronic postbox. This keeps the entire
restricted tendering process online to help simplify and reduce the work load for both purchasers and suppliers, while maintaining fairness and
integrity for all parties.

Suppliers would use this facility when they are invited to respond to the second stage of a restricted procedure by the contracting authority — in
this case the suppliers will receive an automatic email alert. If the purchasing authority has also activated the tender postbox for online

submissions then suppliers can quickly and efficiently provide details of their final bids.

How do | use Restricted Procedure Stage 2?

BUYERS/PURCHASERS

Create

Users with ‘Editor’ access may create a stage 2 notice. Only users
with Site Publisher access can dispatch the second stage notice.
Select the original restricted procedure notice from your Notice
Workspace and click Continue. Follow the steps on screen to
complete the short notice, making sure to edit any content to reflect
that you have moved to the tendering stage. Select any additional
options from the Notice Options page - you can opt to send out
attachments with the notice, to activate the tender postbox and to
manage questions and answers online. Once the form is
completed it can be previewed, distributed to suppliers, or left in
your workspace for later publication.

NOTE: If you do not attach documents online and do not opt to use
the tender postbox you should clearly indicate alternative
provisions for these in the notice and/or documents.

SUPPLIERS

A4

Distribute

When the notice is complete and ready for dispatch to suppliers,
select ‘distribute the notice’. You can select suppliers for the
distribution list from your original interest list or by searching for
others (only those suppliers registered on this site). When all
suppliers have been selected you can ‘publish’ the notice. The
notice is automatically emailed to the selected suppliers along with
any attachments. The notice is not visible to suppliers other than
those on your distribution list.

Alert

If you are selected to tender in the second stage of a restricted
procedure you will receive an automatic email alert containing
details of the request and the notice will be added to your interest
list. You will be provided with a link to accept or decline the
invitation before proceeding.

NOTE: The authority may opt to receive submissions via the online
tender postbox or by hard copy, please check the notice for details.

.2

View Distribution List

From your Notice Workspace you have the option to view
distribution list, which allows you to check whether a supplier has
accepted or declined the invitation. This should be taken as an
indicator of what responses are likely rather than confirmation as
the accept/decline answer is dynamic. If you are accepting hard
copy responses, you can also log details here of any submitted.

A2

Open Responses

When the deadline for receipt of tenders passes, you will receive
an email directing you to open the postbox to check for completed
submissions. You can also check the postbox from your notice
workspace by clicking on ‘view submission postbox’.

Respond Electronically

If the authority has allowed electronic responses, you can submit an
online response once your documentation is prepared. From the
interest list in the suppliers’ pages, select the notice and click to
Create Postbox Response. Follow the on- screen instructions to
complete the response and attach your documents. Once these
stages are complete you can preview the response, return to it
later, or dispatch the final tender to the postbox - please check that
all documents are attached before dispatching. An email receipt will
be returned to you with a unique ID number and list of documents
attached.

NOTE: Suppliers are advised to allow adequate time for uploading
documents and to dispatch the electronic response well in advance
of the closing time to avoid any last minute problems. The postbox
closes precisely at the time stated.
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