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Considerations: 
 

 Budget 

 Timescale 

 Compatibility 
 
You can pre-engage with 
potential suppliers by 
conducting a Request for 
Information (RFI) or 
Expression of Interest (EOI) 
exercise.  
 
 

 
The specification is your 
document to inform 
potential suppliers of your 
requirements. 
 
Determine your 
requirements and 
construct your 
specification clearly. 

 
Ensure that you include 
your full specification, 
evaluation criteria and 
completed call-off order 
form. 
 

 
Further competitions can be 
run using your own portal or 
the CCS eSourcing tool, 
which is free to use. 
 
CCS is here to provide 
guidance and support when 
running your competition. 

 
Ensure that your invitation 
to further competitions 
(including all 
documentation) is sent to all 
of the potential suppliers in 
the applicable lot. 
 
Keep an audit trail of all 
clarification questions and 
ensure your responses are 
circulated to all potential 
suppliers within the stated 
deadline. 

 
Review the Buyer’s Guide 
for guidance on the 
evaluation/scoring stage of 
your procurement. 
 
Do not evaluate on any 
aspects that you have not 
published to potential 
suppliers. 

 
Once you have completed 
the evaluation process and 
have a successful supplier, 
you can send intention to 
award letters to the 
successful and 
unsuccessful suppliers.   
 
Your correspondence 
should include feedback to 
each of the suppliers. 
 
It is advised that you 
conduct a 10-day standstill 
period to allow 
unsuccessful suppliers to 
consider the feedback 
provided. 
 

 
After the standstill period is 
complete, you can sign the 
contract with the successful 
supplier. 
 
This contract is between the 
customer and the 
successful supplier 
 
 
 
 
The call-off contract order 
form must be signed by 
both parties. 
 

See EOI template in the 
customer template pack 
located in the documents 
section on the RM6103 web 
page. 

See specification template 
in the customer template 
pack located in the 
documents section on the 
RM6103 web page. 

See evaluation criteria 
template in customer 
template pack located in the 
documents section on the 
RM6103 web page. 

See the RM6103 webpage 
under the ‘How to Buy’ 
section to access the CCS 
eSourcing tool. 
 
Guidance is also available 
in the customer template 
pack located in the 
documents section on the 
RM6103 web page. 
 

 See the RM6103 Buyer’s 
Guide for evaluation 
guidance on the RM6103 
webpage. 

See successful and 
unsuccessful draft letters in 
the customer template pack 
located in the documents 
section on the RM6103 web 
page. 

See all contractual 
documentation including the 
order form template 
(Framework Schedule 6 
Order Template and Call-
Off Schedules) on the 
RM6103 webpage. 
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