
Step 3: 

Finalise your 

requirements

Step 2:

Send Expression 

Of Interest (EOI)

to Suppliers

This stage is 

optional

By sending out an 

EOI to the Suppliers 

will provide you with 

an idea of how 

many may be 

interested in bidding 

for your tender

Timescale for 

Supplier to respond 

is created by the 

Customer
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Step 4:

Complete 

Documentation

Step 6: 

Customer

completes 

evaluation

Step 7:

Award contract

The specification is 

your document to 

inform the supplier 

of your 

requirements.

Make sure you 

include your 

evaluation criteria, 

full specification 

and completed 

Call-Off 

Read the 

Education 

Technology 

Customer 

Guidance to help 

with your 

procurement 

journey

Determine your 

requirements and 

construct your 

specification clearly     

Use the Customers 

Guidance on the 

evaluation stage 

and scoring

See Customer 

Guidance template 

pack for the 

evaluation criteria 

tool

Notify Suppliers by 

sending the Award 

letter to the 

successful supplier 

and inform those 

that were 

unsuccessful

 

Once you have 

decided on the 

awarded supplier, it 

is advised to 

conduct a 10 day 

standstill period. 

In this time you can 

draft the Intention to 

award letters

The Call-Off 

Contract must be 

signed by the 

awarded Supplier

 This contract is 

between the 

Customer and the 

Supplier 

Do not evaluate on 

any aspects that 

you have not 

published in your 

requirements

See Template 

Pack for EOI 

Template

See Customer 

Guidance for 

eSourcing

See Template 

Pack for Letter 

Template

See web page for 

copy of Call-Off

See Template 

Pack for 

Specification 

Template

Step 5: 

Issue Further 

Competition 

Initiation

Please ensure your 

pack is sent to all 

the suppliers on the 

lot you have 

chosen.

Keep an audit trail 

of all questions and 

answers

Further 

Competitions can 

be run using the 

free CCS eSourcing 

tool: 

http://ccs-

forms.cabinetoffice.

gov.uk/using-

esourcing-suite-0

Step 1:

Identify your 

needs

Think about .

What is the overall 

budget

Timescale

Compatibility 

(existing and new 

equipment)

You can pre 

engage with the 

Suppliers to ask 

questions which 

may help when 

drafting your 

specification 

See Template 

Pack for 

Evaluation 

Criteria

eSourcing
Supplier bids 

are returned

10 Day 
Standstill 

Period

10 Day 

Standstill Period

Call-Off 

Contract Signing
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