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	Learning Outcome
	Assessment Criteria
	Guidelines and range
The candidate provides evidence that they understand:

	This section requires the learner to produce a tender specification. The assessment criteria in this section should be addressed based on  that chosen situation


	1. Be able to develop a tender specification 


	1.1 Explain the roles and inputs of those who need to be involved in the tender process 
 



	Tendering is a process which involves requesting from the external market-place proposals or bids for the supply of goods or services.  A tender specification sets out the specific requirements to be met by the bid.
The main roles in the tendering process include purchasing officer or bid manager and the tender panel. Specific roles and responsibilities are set out in the organisation’s procurement policy.


	
	
	In this criterion the learner is required to explain the roles and inputs of those who need to be involved in the tender process 

	
	1.2 Identify essential and desirable business needs and their implications which may be included within the tender 
	The main needs of a business from the tendering process are likely to relate a clear definition of the needs  of the end user within the business  including those essential for performance and those desirable but not essential. This prioritisation will be reflected in the tender evaluation process.

	
















	
	In this criterion the learner is required to identify and describe both essential and desirable business needs and their implications which may be included within the tender 

	
	1.3 Address all aspects of the specification including post-contractual requirements 
 




	All aspects of the specification should be identified and addressed as set out in the organisation’s procurement policy. This should also include post- contractual requirements such as handover and evaluation of supplier performance.


	
	
	In this criterion the learner is required demonstrate how he or she has addressed all aspects of the specification, including post-contractual requirements. This should be supported by reference to the tender specification document.

	
	1.4. Allocate priorities within the tender specification in accordance with business needs 



	Priorities within the tender specification should be set in accordance with  defined essential and desirable business needs 


	
	
	In this criterion the learner is required to demonstrate how he or she has allocated priorities within the tender specification in accordance with business needs. This should be supported by reference to the tender specification

	
	1.5 Establish criteria and ranking systems to evaluate tenders in accordance with organisational procurement policies 



	To ensure a robust and consistent approach to the tendering process organisations will normally have procurement policies that set out the procedure to be followed. This will include the process which must be followed for setting out the criteria for evaluating and ranking tender applications. The learner should be fully aware of the requirements of such policies.


	
	
	In this criterion the learner is required to establish criteria and ranking systems to evaluate tenders in accordance with organisational procurement policies and to describe the rationale behind the criteria set.

	
This section requires the learner to show, with supporting evidence, how they have managed a tendering exercise


	2. Be able to manage a tendering exercise 






































	2.1 Assess the appropriateness of different media to attract potential suppliers 



	There are a number of different media that may be appropriate to attract potential suppliers such as trade magazines and web sites. The choice will depend on the nature of the tender, the tendering organisation and the size of the contract. There may be specific contractual requirements for inviting tendering.

Criteria for selecting media likely to attract potential suppliers should be set and the various media available assessed/ ranked for their appropriateness against these criteria.


	
	
	In this criterion the learner is required assess the appropriateness of different media to attract potential suppliers.

	
	2.2 Use media to attract potential suppliers that are appropriate to the nature of the contract 



	Media for attracting potential suppliers should be used. After the advertising process is complete and tenders received, organisations will normally review the effectiveness of the media in attracting suppliers and this will be used to inform their choice of media for future use.

	
	
	In this criterion the learner is required to show how he or she has used media to attract potential suppliers that are appropriate to the nature of the contract. The rationale for this use should be explained together with some review of its effectiveness. 

	
	2.3 Specify tender application procedures, arrangements and timetable 



	Tender application procedures, arrangements and timetable should be specified in accordance with the organisation’s procurement policy. 


	
	
	In this criterion the learner is required to specify tender application procedures, arrangements and timetable in line with the organisation’s policy. The rationale for this should be explained and relevant documents should be referred to.

	
	2.4 Invite suppliers to apply for the tender 



	Suppliers should be invited to apply for the tender in accordance with organisational procurement policies


	
	
	In this criterion the learner is required to demonstrate, with supporting evidence, how they invited suppliers to tender

	
	2.5 Sift out those that do not meet the agreed criteria

	Tenders that satisfy the agreed criteria should be selected in line with the organisation’s procurement policy

	
	
	In this criterion the learner is required to demonstrate how he or she sifted out those that do not meet the agreed criteria, explaining the process followed


	
	2.6 Confirm that the track records of shortlisted suppliers demonstrate the required technical capability 

	Organisations will normally have pre-qualification requirements for suppliers. Pre-qualification criteria and processes for evidencing suppliers’ track records are set out in the organisation’s procurement policy

	
	
	In this criterion the learner is required to demonstrate how he or she confirmed that the track records of shortlisted suppliers demonstrate the required technical capability 

	
This section requires the learner to show, with supporting evidence, how they have negotiated the award of a contract


	3. Be able to negotiate the award of contracts 



	3.1 Explain the provisions of contract law that affect the negotiation 



	A contract is an agreement voluntarily entered into between two or more parties Involving an ‘offer’ and ‘acceptance’ which constitutes a legally enforceable promise that something will or will not be done. Failure of either party to comply with the agreement as set out in the contract can lead to legal actions and claims for damages. Before entering into any contract negotiation the negotiator should be aware of the legal situation seeking advice if necessary. 


	
	
	In this criterion the learner is required to explain the provisions of contract law that affect the negotiation of this specific contract

	
	3.2 Devise a negotiating strategy that is appropriate to the contract and supplier 



	There are number of models that can be used as the basis of a negotiating strategy most of which cover:
· Setting objectives for the negotiation
· Determining priorities and alternatives
· Understanding your bottom line beyond which you cannot go.
· Appreciating the vendor’s position in all of the above
· Achieving a win- win situation


	
	
	In this criterion the learner is required to devise and explain a negotiating strategy that is appropriate to the contract and supplier

	
	3.3 Award contracts that best meet business needs, are realistic and meet the specification 

	As a result of the process described above contracts should be awarded that best meet the business needs, are realistic, and meet the specification.


	
	
	In this criterion the learner is required demonstrate how he or she has awarded contracts that best meet business needs, are realistic and meet the specification. A supporting explanation should be provided.

	
	3.4 Complete the tendering exercise in accordance with organisational standards 



	The tendering exercise should be completed in accordance with organisational standards as set out in the organisation’s procurement policy.

	
	
	In this criterion the learner should demonstrate how he or she has complete the tendering exercise and explain how and why this was in accordance with organisational standards

	
	3.5 Analyse the implications of procurement decisions for the organisation, suppliers and potential suppliers 



	The implications of procurement decisions for the organisation, suppliers and potential suppliers should be identified and described. An analysis requires that the relative impact of these implications for these stakeholders are judged for their significance and conclusions drawn


	
	
	In this criterion the learner is required to analyse the implications of procurement decisions for the organisation, suppliers and potential suppliers 

	
	3.6 Communicate outcomes of the tendering exercise to stakeholders 



	Completion of the tendering process requires that the outcomes are communicated to all the relevant stakeholders including :
· The organisation’s management team
· Involved clients
· Suppliers who have tendered and been successful/unsuccessful.

The methods of communication the timing, content and methods used will depend of the stakeholder level of involvement, their needs, and any policy or legal requirements.

	
	
	In this criterion the learner is required to show how they communicated outcomes of the tendering exercise to stakeholders.
The different stakeholders should be identified and how they were communicated with shown with examples and supporting rationale 

	
	3.7 Adhere to organisational policies and procedures, legal and ethical requirements when awarding contracts 



	Managing the tendering process must adhere to organisational policies and procedures, and legal and ethical requirements, including the requirements of contract law.


	
	
	In this criterion the learner is required to describe how they have managed the tendering process in line with organisational procedures and legal and ethical requirements. Evidence should be provided to support the description
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