NSM-12  Invitation to Tender (ITT / RFP)
NSM SOURCING  ·  PROCUREMENT TEMPLATE  NSM-12
Invitation to Tender (ITT / RFP)
Formal tender documents for complex or high-value requirements: instructions, timetable, evaluation method and contract basis.
Procurement and supply cycle stage: Documentation, Tender
How to use this template
1. Attach the specification (template 02), price schedule (template 13) and draft contract. The ITT itself explains the rules of the competition.
1. Publish the evaluation criteria and weightings in the ITT and apply them exactly as published.
1. Keep a log of every clarification question and answer and issue answers to all bidders at the same time.
Document control
	Organisation
	

	Reference number
	

	Version and date
	

	Prepared by (name, role)
	

	Reviewed and approved by
	

	Classification (e.g. internal, confidential)
	



1. Introduction
[Organisation name] ("the Buyer") invites tenders for [title of requirement] as described in the attached specification. The contract is expected to run for [duration] from [start date], with an option to extend by [period].
2. Tender documents
1. Part A: Instructions to bidders (this document)
1. Part B: Specification and statement of work
1. Part C: Price schedule and commercial response
1. Part D: Draft contract and terms and conditions
1. Part E: Forms of declaration (eligibility, conflict of interest, confidentiality)
3. Tender data sheet
Keep the instructions in section 5 standard and put everything that changes from tender to tender here. Bidders then find the variables in one place.
	Currency of tender and exchange-rate basis
	

	Incoterms 2020 rule and named place
	

	Tender validity (days)
	

	Tender security (amount) or tender-securing declaration, if any
	

	Price basis: fixed, or index formula (template 32)
	

	Language and submission method
	

	Award method and weightings (section 7)
	

	Abnormally low tender threshold (e.g. more than [20]% below the pre-tender estimate)
	



4. Timetable
	Activity
	Date and time

	ITT issued
	

	Bidders' conference or site visit (optional)
	

	Deadline for clarification questions
	

	Final answers issued to all bidders
	

	Tender submission deadline
	

	Presentations or negotiations (if required)
	

	Intended award decision
	

	Contract start
	



5. Instructions to bidders
1. All communication about this tender must go through the named contact: [name, e-mail]. Contact with other staff about the tender may lead to exclusion.
1. Tenders must be submitted in [language] by [method, e.g. e-mail to a dedicated address or e-sourcing portal]. Late tenders will not be considered.
1. Tenders must remain valid for [120] days from the submission deadline.
1. Bidders must not discuss or agree prices with other bidders. Any sign of collusion will lead to exclusion.
1. Variant bids are [not accepted] [accepted only in addition to a compliant bid].
1. The Buyer may seek clarification of a tender but will not allow a bidder to change its price or substance after the deadline, except in a negotiation stage announced in this ITT.
1. The Buyer is not obliged to accept the lowest or any tender and may cancel the procedure, giving reasons to all bidders.
1. Bidders are responsible for the accuracy of everything in their tender, including any content prepared with AI tools.
1. The Buyer may use approved AI tools to support the analysis of tenders. Tender information is not entered into tools that are not approved for confidential data, and all scoring and award decisions are made by the evaluation panel.
6. Structure of the tender response
	Section
	Content
	Page limit

	1
	Executive summary
	2 pages

	2
	Compliance matrix against every requirement in Part B
	Table

	3
	Technical solution and methodology
	[10] pages

	4
	Project plan, resources and key personnel
	[5] pages

	5
	Quality, health, safety and environmental management; supply resilience and continuity
	[4] pages

	6
	Price schedule (Part C)
	Template

	7
	Declarations (Part E) and exceptions to Part D
	Forms



7. Evaluation
Evaluation will take place in three steps. Only tenders that pass a step proceed to the next.
1. Compliance check. Tender received on time, complete and signed; mandatory requirements met; declarations acceptable.
1. Quality evaluation. Scored by a panel against the criteria below using the scoring scale.
1. Price evaluation. Total evaluated price, including [whole-life cost elements], scored as lowest price divided by bid price, multiplied by the price weight.
	Criterion
	Weight
	What the panel will look for

	Technical solution
	[25%]
	Fit to the outcome, robustness, risk

	Delivery and implementation plan
	[10%]
	Realistic timetable, resources

	Supply resilience
	[5%]
	Second site, sub-tier visibility, route alternatives

	Quality and after-sales support
	[10%]
	Warranty, service levels, spares

	Sustainability
	[5%]
	Specific, measurable commitments

	Price (total evaluated)
	[45%]
	Formula above



	Score
	Scoring scale for quality criteria

	0
	No response, or response fails to address the criterion.

	1
	Major gaps or concerns; little evidence.

	2
	Partly meets the requirement; some concerns.

	3
	Meets the requirement with adequate evidence.

	4
	Meets the requirement fully with good evidence and some added value.

	5
	Exceeds the requirement with strong evidence and clear added value.



Abnormally low tenders. Where a tender price is below the threshold in the tender data sheet, the Buyer will ask the bidder to explain its price build-up and assumptions in writing. A tender may be rejected if the explanation does not show that the contract can be performed at that price.
Practitioner note.  Decide before the deadline what you will do if all tenders exceed the pre-tender estimate. The answer may be negotiation, a change of scope, or cancellation and re-tender to a wider qualified field. Saying in the ITT that the Buyer may cancel and giving reasons openly keeps that option fair and credible.
8. Award and contract
The Buyer will notify all bidders of the outcome at the same time. Unsuccessful bidders will receive their scores and the reasons. The contract will be based on Part D. Bidders who propose changes to Part D must list them in their tender; such changes may affect evaluation.
9. Confidentiality, ethics and trade compliance
The Buyer will treat tenders as confidential. Bidders must not offer gifts, hospitality or any other advantage to the Buyer's staff. The Buyer expects bidders to respect human rights, anti-bribery and environmental law in their own operations and supply chains. Bidders confirm that they and their sub-suppliers are not subject to sanctions, that no product supplied is made with forced labour, and, where Part D requires it, accept a clause prohibiting re-export to restricted destinations.
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