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Definition: A tender is a formal invitation issued by an organization inviting suppliers to
submit bids for the supply of goods, services, or the execution of work. The tender
process is commonly used in both the public and private sectors to ensure transparency,
competitiveness, and fairness in the procurement process. The organization that issues
the tender evaluates the submitted bids based on predefined criteria to select the most
suitable supplier. 
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When to Use Tenders:

Advantages:
Transparency: Ensures a transparent process where all potential

suppliers have an equal opportunity to compete.
Competition: Encourages competition, which can lead to better

prices, quality, and innovation.
Fairness: Provides a structured and objective method for

evaluating and selecting suppliers.
Accountability: Clear documentation and procedures increase
accountability and reduce the risk of corruption or favoritism.

Key Components:
1.     Tender Notice: An official announcement or advertisement that invites suppliers to submit their bids. This notice includes essential details such as
the scope of work, submission deadlines, and contact information.
2.     Request for Tender (RFT) or Request for Proposal (RFP): Detailed documents provided to potential suppliers outlining the requirements,
specifications, evaluation criteria, and terms and conditions of the tender.
3.     Specifications and Requirements: A comprehensive description of the goods or services needed, including technical specifications, quality
standards, and any special requirements.
4.     Submission Guidelines: Instructions for suppliers on how to prepare and submit their bids, including format, required documentation, and
submission deadlines.
5.     Evaluation Criteria: The criteria and weightings used to assess and compare the bids, which may include price, quality, experience, delivery
timelines, and compliance with specifications.
6.     Bid Submission: The process where suppliers submit their proposals or bids in response to the tender notice. This can include technical proposals,
financial proposals, and any required supporting documents.
7.     Bid Opening and Evaluation: The organization reviews and evaluates the submitted bids based on the predefined criteria. This may involve a
committee or evaluation team to ensure objectivity and fairness.
8.     Award of Contract: The selection of the winning bid and the formal awarding of the contract to the chosen supplier. This includes notifying all
participants of the outcome and, in some cases, providing feedback on their bids.
9.     Contract Management: The ongoing management and monitoring of the contract to ensure that the supplier meets their obligations and delivers
the goods or services as agreed.

Disadvantages:
Time-Consuming: The tender process can be lengthy and require

significant time and resources to manage.
Complexity: Preparing a comprehensive tender document and

evaluating bids can be complex, particularly for large or
specialized projects.

Risk of Low Bids: There is a risk that suppliers may underbid to
win the contract, potentially compromising quality or leading to

disputes later.
Administrative Burden: Managing and monitoring the tender

process and subsequent contract can be administratively
burdensome.

Large-Scale Projects: For significant projects or purchases where transparency and competition are essential.
Public Sector Procurement: Often required by government agencies and public sector organizations to ensure fair and

open competition.
Complex Requirements: When the procurement involves complex specifications and multiple evaluation criteria.


