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All Tenders - General guidelines for Completion through Electronic Tender Portal
The following are guidelines for completion of tenders for East Midlands Housing Group.
This document is meant as a general instruction for completion and submission of:
a) PQQ – usually only as initial stage of OJEU Restricted Tender
b) Tender (either as the only stage or following a PQQ) 
Generally for both of the Above
-All tenders are issued and responded to through an Electronic Portal and there is a separate instruction document on how to register and access the appropriate tender.
-The tender portal has the necessary controls to ensure probity and audit - submission of ALL documents MUST be done through the portal.
There will always be a deadline for submission of your tender. This is clear on the various screens you will see and must be complied with.

- All PQQ’s and Tenders are described as “Projects” on the tender portal
They are either Public or Private. 
Any Respondent can accept an invitation to a Public Project.
Only those that have been specifically invited can accept an invitation to a Private Project.
- By accepting the invitation to a specific Project, EMHG Procurement Team are aware of your interest in this and your Status within the Project – which can be:
- Opportunity – you have not yet accepted the invitation
- Accepted – accepted the invitation 
- Declined – you have accepted, read the documents and decided not to tender
- Retracted – will occur if EMHG retract the invitation (after agreement) 
- Submitted – you have submitted your response
For most Projects you MUST  Accept before you can Submit 
Project Screen Layout
· The Left Hand screen includes all requirements and information – the Right Hand screen is where you will submit
Left Hand Side
· Status – shows which of the above you are at
· Attachments – all information and requirements 
· Messages – all communications are to be made through this . It enables you to ask questions and for the EMHG officer to send messages and responses to individuals or to all. That message will be received by the email address you have initially set up when registering  
· Options – do not use unless instructed
· Weightings – advises of the % weightings that are applied to each question/section – these will usually total 100%. If you are responding to a tender, these will also be in the tender document.
· Questionnaire – responses required
Right Hand Side
-As you click on the Questionnaire the template for completion will appear on the RHS. It will advise the number of sub questions and which of these are mandatory.
Clicking on each will open to the next level and the response boxes will appear
Completion
-Questions will either require completion of a box or an attachment. 
Attachments can be uploaded by browsing your desktop. It will say “No file attached” until you do so. 
If you need to attach more than one document to an individual question, you will need to Zip these in your desktop beforehand.
In exceptional cases (usually an “odd format” document) the document  may not upload – this should be obvious by the file size that is being advised on the screen. 
Note if you are using custom software, EMHG may not be able to open that – in those  
circumstances, and with prior agreement with the Issuing Officer, some appendices may be submitted via email.
-Complete the requirements in their entirety. Even if a question is not mandatory it will provide information that will enhance the score. Try to comply with any maximum word guidelines and do not include lengthy corporate literature or policies – they are unlikely to be read.
- If you are at PQQ stage there will be some basic questions on corporate ID, qualifications, structure and capability. Nothing will be assumed by EMHG team from any prior knowledge (even as a long standing provider) or reference to other sources not referred to in the PQQ.
- You can complete and save responses intermittently prior to submission
- Nobody outside of your registration can see any of your submission prior to the deadline time.
Deadline
-The deadline appears in the black bar at the top of the screen – it is time and date sensitive
- You will get at least one auto reminder of that deadline to your email address
-The portal will “shut down” at the advised time and after that, will not allow you to submit  To ensure probity, your submission will not be accepted in any format after that.



Submission
-When you think you have completed, go to STATUS option and prepare to submit.
It will advise if you have not answered all questions. Some are mandatory and it will not let you submit if you have not answered these (if the question is NOT mandatory it will still let you submit – but non response or attachments not made will score accordingly).
That situation cannot be retrieved.
-It will ask you if you are sure you want to submit and give you “thinking time” before asking you to confirm – which you must do
PLEASE ENSURE THAT YOU HAVE SUBMITTED AND THAT CONFIRMATION OF THAT APPEARS ON SCREEN
-After closure, submissions will be evaluated by EMHG officers responsible for management of, or are recipients of, this service.
- You will be advised of your success or other through the message facility on the portal and where applicable feedback will be given.
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