                    HOW TO SUBMIT RESPONSIVE TENDERS 
By Inutu Mushambatwa 
The Zambia Public Procurement Authority (ZPPA) among other functions is responsible for capacity building of both procurement professionals and suppliers. Capacity building is aimed at enhancing public procurement skills and knowledge of procurement professionals and suppliers in public procurement processes. One key process of concern to suppliers, bidders and contractors, is the tendering process. A tender in simple terms means an invitation to offer goods, works, and services to a procuring entity.
In responding to tenders, bidders should understand the laws governing public procurement in Zambia which is the Public Procurement Act and the Public Procurement Regulations.
In order to submit responsive bids, it is important that bidders adhere to the following guidelines: 
1. A bidder must fully understand the specific procurement requirements from a procuring entity. This includes knowing whether a bidder has the competencies to deliver what is required. If not, a bidder should enhance his or her competencies through partnering with fellow bidders.
2. If you are a newly established company and do not meet the required number of years and experience, ensure the following is done:
  • provide a summary of arrangements or agreements in place with other  
     companies that complement your expertise;
  • provide a summary of descriptions of relevant experience of predecessor
   companies or key personnel;
  • consider starting as a sub-consultant or sub-contractor;
3. Do not rush to buy the solicitation document (SD). Download a copy of the SD for you to make an assessment on whether you can bid;
4. Read the SD in its entirety;
5. Pay particular attention and NOTE cardinal issues in the instructions to bidders and the Bid Data Sheet,
6. Conditions of Contract; 
7. Provide specifications and Delivery Schedules;
8. Isolate or mark mandatory requirements;
9. Take note of the Do’s and Don’ts;
10. Only buy the document when you are certain to participate in a tender within the given time. Soft copies are available without any charge;
11.  Seek clarifications in writing on anything that is unclear or unreasonable within the given time including; unfair specifications; discriminatory criteria; and unfair /restrictive evaluation criteria;
12.  Ensure your bid is submitted on time;
13.  Attend the bid opening just to make sure all is well with your bid;
14. Take notes during the bid opening meeting;
15. Respond to requests for clarifications or negotiations on time when requested to do so;
16.  For tenders where your company did not make it, get to know the reasons and   address them in future bids by requesting for a debrief from the procuring entity; and
17. If you are not happy with any aspect of the tendering process, lodge a formal appeal to ZPPA against the decision. The application should be submitted within five (5) working days from the date the bidder submitting the application was informed of or became aware of the circumstances giving rise to the application or from the date the bidder should have become aware of those circumstances.

